
ELECTION DAY 
WORKER 

TRAINING



Trudy Hancock, REO, CERA-
Elections Administrator

Krystal Ocon – Elections 
Coordinator

Kathy Schuetze – Voter 
Registration Coordinator

Ray Rodriguez – Warehouse 
Manager



SETTING UP THE VOTE CENTER



Setting up Vote Center

Perform
Take the Oath 
and assign 
duties;

Set up
Set up 
Controller 
and Pollpads;  
turn on the 
equipment;

Put out
Put out 
distance 
markers (100 
feet from 
entrance of 
building);

Hang up
Hang up 
required 
signage and 
notices;

Prepare
Prepare all 
paperwork, 
including 
initialing 
each paper 
ballot;

Plug in
Plug in the 
Go to power 
outlet.



7)  Check the Power-On Self Test screen.



• You will need to assign booths 
once the Controller and DUOs 
have powered up.



• Set up Verity Scan
1) Check the seal number.



2)  Plug the power cord into the back of Verity Scan (flat part up). DO NOT 
PLUG INTO WALL YET.



3)  Open the case and lock the lid brace in place.



4) Unlock, unlatch, and remove the tablet from storage compartment. 



5) Seat tablet in cradle, tilt it back, and lock it in place. Tablet must be 
locked to operate.



6)  Verify device seals. 
7) Plug the power cord into a power strip/outlet.
8) Press the red button on the back to power on Scan.



SETTING UP POLLPADS



OPENING POLLS



• Judge will Open the Polls on the 
Controller and the Scanner.  Run 
the Zero tape. Remove the tapes 
and place them in Reconciliation 
Log.



GENERAL INFORMATION



Approved 
IDs

List “A”



List “B”
To be used with 

Reasonable 
Impediment 
Declaration



• Cell phones and recording devices are prohibited!
• Voter may bring in materials to help them vote.

• Media is also prohibited within 100 feet.
• Do not issue an access code until there is an open booth.
• No political advertising of any kind 
                      (hats, buttons, shirts, etc)



What is Electioneering?
• Advocating for or against a 
 candidate, measure, party or 
 issue within the protective legal 
 boundary surrounding a polling place.

• 100 ft. from any outside door of the building.

• Amplification device is 1,000 ft. from 
 building.
 
• Judge may not enforce outside the 100 ft. marker.

• Class C misdemeanor



All workers must fill out a Statement of 
Compensation form completely including the 
hours you worked.

MUST be signed by the Judge.

Very Important: Attach W-4 Forms and place 
in envelope #2 (only for new workers)

STATEMENT OF COMPENSATION

DATE Time In Time Out Time In Time Out
AM AM
PM PM
AM AM AM AM
PM PM PM PM

PICKUP AND DELIVERY FEE - Put your portion of $25.00 (May be split)

Were you the Presiding Election Judge? Yes No

Did you attend Election Law Training or complete the Online Law Course? Yes No

Are you Bilingual?  Yes No Language?

accurate.

DATE:

Is this a new address? Yes No

Total Hours: X

Delivery Fee:

Training: X

Total Invoice:

areas.  This form must be completed and signed in order to receive payment.

"I swear (or affirm) that I will not in any manner request or seek to persuade or induce any voter to vote for 
against any candidate or measure to be voted on, and that I will faithfully perform my duty as an officer of 
election and guard the purity of the election. I swear (or affirm) that I will not suggest, by word, sign or 

I am a registered voter of Brazos County, Texas or a Student Election Clerk,
CERTIFICATION OF ELIGIBILITY TO SERVE AS AN ELECTION OFFICIAL:

OATH OF ELECTION JUDGES AND CLERKS:

voter's ballot as the voter directs."

how the voter should vote; I will confine my assistance to answering the voter's questions, to stating the

BRAZOS COUNTY, TEXAS
Employee #

VOTE CENTER NO.
ELECTION PAYROLL FORM and OATH

This is a Legal Document that will be filed with the County Auditor.  Print neatly in ink and fill out only the 

propositions on the ballot, and to naming candidates and, if listed, their political parties; and I will prepare 

$

Total Hours

I am not a campaign treasurer or manager of a candidate in the current election.

•Hourly wage for Election Workers:  Presiding Judge - $8.50; Alternate Judge and Clerks - $8.50

Election Day Worker

  14 hours on Election Day.  

•Set up time is limited to 2 poll workers (or 1 tech and 1 poll worker) per Polling Location for a maximum of 2 hours each.
  Time begins when you arrive and time ends when you leave the polls.  You must have prior approval to claim more than 

Equipment Set Up

I am not an elected public officer (Precinct Chair is not considered a public office),
I am not a candidate for a public office or an opposed Precinct Chair in the current election,

Description

I am not an employee or relative of any opposed candidate in the current election, and

SIGNATURE OF PRESIDING JUDGE:  

PRINT ADDRESS:

Election Official conducting the above named election and of the other expenses incurred in this election.

STOP!     Leave everything below this line blank for the office to complete!

I state that the above is a true and correct statement of the name, address and hours served of the above 

  SOCIAL SECURITY #:

BUDGET LINE TO CHARGEAPPROVAL

$_____________

$_____________

$_____________

$_____________

$_____________

$__________________________

_____________

* You must  work at least 7 hours on Election Day to be paid for any training.

CITY, STATE, ZIP:

EMAIL & TELEPHONE #

DATE OF BIRTH:

SIGNATURE:

PRINTED LEGAL NAME:

am waiting for a number to be issued to me), and (2) I am not subject to backup withholding because: (a) I am exempt from backup withholding,

person. I also certify that I have taken the above OATH. I am eligible to serve as an Election Official, and my information and hours worked are 

 or (b) I have not been notified by the Internal Revenue Service (IRS) that I am subject to backup withholding as a result of failure to report all 
interest or dividends, or (c) the IRS has notified me that I am no longer subject to backup withholding, and (3) I am a U. S. citizen or other U.S. 

CERTIFICATION:  Under penalties of perjury, I certify that:  (1) the number shown on this form is my correct taxpayer identification number (or I 
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		Employee #								BRAZOS COUNTY, TEXAS						VOTE CENTER NO.

		ELECTION PAYROLL FORM and OATH

		This is a Legal Document that will be filed with the County Auditor.  Print neatly in ink and fill out only the shaded

		areas.  This form must be completed and signed in order to receive payment.



		OATH OF ELECTION JUDGES AND CLERKS:

		"I swear (or affirm) that I will not in any manner request or seek to persuade or induce any voter to vote for or

		against any candidate or measure to be voted on, and that I will faithfully perform my duty as an officer of the

		election and guard the purity of the election. I swear (or affirm) that I will not suggest, by word, sign or gesture,

		how the voter should vote; I will confine my assistance to answering the voter's questions, to stating the

		propositions on the ballot, and to naming candidates and, if listed, their political parties; and I will prepare the

		voter's ballot as the voter directs."



		CERTIFICATION OF ELIGIBILITY TO SERVE AS AN ELECTION OFFICIAL:

		I am a registered voter of Brazos County, Texas or a Student Election Clerk,

		I am not an elected public officer (Precinct Chair is not considered a public office),

		I am not a candidate for a public office or an opposed Precinct Chair in the current election,

		I am not an employee or relative of any opposed candidate in the current election, and

		I am not a campaign treasurer or manager of a candidate in the current election.



		DATE		Description						Time In		Time Out		Time In		Time Out		Total Hours

				Equipment Set Up						AM		AM

										PM		PM

				Election Day Worker						AM		AM		AM		AM

										PM		PM		PM		PM



		•Hourly wage for Election Workers:  Presiding Judge - $8.50; Alternate Judge and Clerks - $8.50

		•Set up time is limited to 2 poll workers (or 1 tech and 1 poll worker) per Polling Location for a maximum of 2 hours each.

		  Time begins when you arrive and time ends when you leave the polls.  You must have prior approval to claim more than 

		  14 hours on Election Day.  



		PICKUP AND DELIVERY FEE - Put your portion of $25.00												(May be split)				$



		Were you the Presiding Election Judge?												Yes				No



		Did you attend Election Law Training or complete the Online Law Course? *												Yes				No





		* You must work at least 7 hours on Election Day to be paid for any training.



		Are you Bilingual?  				Yes				No				Language?







		CERTIFICATION:  Under penalties of perjury, I certify that:  (1) the number shown on this form is my correct taxpayer identification number (or I 

		am waiting for a number to be issued to me), and (2) I am not subject to backup withholding because: (a) I am exempt from backup withholding,

		 or (b) I have not been notified by the Internal Revenue Service (IRS) that I am subject to backup withholding as a result of failure to report all 

		interest or dividends, or (c) the IRS has notified me that I am no longer subject to backup withholding, and (3) I am a U. S. citizen or other U.S. 

		person. I also certify that I have taken the above OATH. I am eligible to serve as an Election Official, and my information and hours worked are 

		accurate.

		SIGNATURE:														DATE:

		PRINTED LEGAL NAME:

		PRINT ADDRESS:

		CITY, STATE, ZIP:

		EMAIL & TELEPHONE #

		DATE OF BIRTH:										  SOCIAL SECURITY #:



						Is this a new address?								Yes				No



		I state that the above is a true and correct statement of the name, address and hours served of the above named

		Election Official conducting the above named election and of the other expenses incurred in this election.

		SIGNATURE OF PRESIDING JUDGE:  



		STOP!     Leave everything below this line blank for the office to complete!





				Total Hours:				_____________				X		$_____________				$_____________



				Delivery Fee:														$_____________





				Training:				_____________				X		$_____________				$_____________



														Total Invoice:				$_____________
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Pollwatcher

• They can come in at any time, 33.052
• They must present their Appointment of Pollwatcher 
and Certificate of Completion of training to the Judge, 
33.051
• They must wear a badge stating “Pollwatcher”, 
33.051(f)
• They may not talk to any of the voters nor wear any 
political advertisement, 33.058 
• They can take notes, 33.056
• They must turn off their cell phone, 33.051(c)

• The five hour rule was lifted in the last legislative 
session



CHECKING IN VOTERS





• When DL is scanned the voters name will populate, verify the address 
with the voter, touch “Accept”, the voter will sign, touch “Done Signing”, 

enter your initials in box and touch “Submit”.



You CAN NOT 
required a voter to 
use their drivers 
license as ID

• If the voter does not use their DL to check in, touch 
“Manual Entry”, type last name and first 3 letters of first 
name, touch “Search”, touch the correct name in the list.



Suspense Voter



Suspense Voter
When the “Address Conformation” 
banner appears that means the 
voter is in SUSPENSE.  They must fill 
out a Statement of Residence prior 
to casting their ballot.
After the SOR is completed, touch 
the “Cast Regular Ballot”



Ballot By Mail



Ballot by Mail - 
MAILED

When the “Absentee Ballot Mailed” banner 
appears, the voter has requested and been 
mailed a ballot.
The voter MUST fill out a Request to Cancel 
BBM form.  If the voter surrenders the 
ballot they sign in the top box and the 
second box. Votes a regular ballot.

If the voter does not have the ballot, they 
sign the top box and third box.  Votes a 
Provisional ballot.



If the voter surrendered 
the ballot and you 
touched “Cast Regular 
Ballot”, you touch “Yes”



• If the voter did NOT 
surrender their ballot, 
touch “Cast Provisional 
Ballot” and follow all 
procedures for casting a 
Provisional Ballot.



Provisional Ballots



Provisional Voting
Judge fills out top
(Call office to determine 
precinct)

Voter MUST fill out 
completely and sign

Judge completes 
and signs the 
bottom



• To issue a PROVISIONAL access code:*
1) On the Controller, select Mark as 

provisional when creating the access 
code.

2) Select “Yes, Print Code”.



Provisional Voting
When the Provisional 
Access Code is issued,  
Top portion (Access 
Code) goes to the voter, 
bottom portion is signed 
by the voter. Once voter 
has voted they place 
their ballot in the 
envelope with the signed 
stub and return the 
envelope to the judge.



Provisional Voting 
• Judge enters the name of the voter on the 
List of Provisional Voters then places the 
envelope in the Pink Provisional Ballot Bag



IF provisional 
ballot cast 
because of ID 
give the voter 
the Notice to 
Provisional 
Voter





CREATING ACCESS CODES



Creating an Access Code
1) On Controller, make sure there 

is an available booth ("Ready").
2) Select Create Access Code or 

use Bar Code Scanner.
If you use the Bar Code Scanner 
you do not need to touch “Create 
Access Code”



3) Choose the correct precinct 
from the list, and then select 
OK.*



4) Confirm the precinct 
information, then select Yes, 
print the code.

• To issue a provisional ballot, 
select Mark as provisional.



5)  Wait while the Access Code prints.  Hand the 
access code and the required number of thermal 
sheets to the voter, let them take a pencil out of 
the box and direct them to an open Verity DUO 
booth.



issuing ballots & voting

• voting with Verity DUO
On Verity DUO, the voter enters 
their Access Code, and then 
selects Accept.



The voter inserts one sheet of 
thermal paper, in the orientation 
shown on the screen (black 
rectangles facing up, and arrow 
pointing toward the device). 

 



• When the Duo displays the 
confirmation screen shown, 
the voter selects Next to 
continue. 



• voting with Verity DUO

The voter can then:
• Select Begin Voting 

to start voting.
• Learn how to use the 

ballot.
• View a list of contests 

on the ballot.





When the voter has reached the end of the 
ballot, the Review your ballot screen 
appears.

• The voter can select a specific 
contest to return to that contest, or 
select Return to ballot to go to 
the last contest visited. 

• After reviewing and confirming their choices, 
the voter selects Print Record to print their 
vote record. 



• The voter is asked to confirm they want 
to print their vote record, and then 
selects Yes, print my record 

  



• The device will instruct the voter 
to remove their printed record and 
take it to the Verity Scan to cast 
their ballot. 

 



• Verity Scan is ready to scan when you see 
the Insert Ballot screen 

 



• After scanning their 
ballot, the voter waits a 
moment while the ballot 
is processed 





Assistance



Voter Needing 
Assistance

A voter can use anyone 
of their choosing to 
assist them

Assistant must take the 
oath and sign the form



On the screen where voter signs, 
touch the box “Assistance 
Required”, question will appear “Did 
you receive compensation….”, 
assistant should answer “No”, oath 
will appear, instruct assistant to 
read the oath and sign.



Curbside Voting



On Verity Controller, issue an Access Code for 
the voter.
Poll worker selects the Language and enters the 
Access Code on Verity DUO.



• When the screen displays Insert 
paper to continue, unlock and 
remove the tablet from the Duo 
device. 

• IMPORTANT: Do not remove 
the tablet until you have 
reached this screen. 



• Unlock the back panel 
on the Duo Go carrier 
and open the back 
panel door 

 

• Verify that the printer 
inside the Duo Go 
carrier is powered on. 
The power button is 
located on the upper 
left of the printer. 



• Connect the USB cable 
on the inside of the 
Duo Go carrier to the 
port on the side of the 
tablet. 

• Seat the tablet inside 
the carrier and secure 
the Velcro straps 
around the tablet. 

 



• Insert one sheet of thermal 
paper. Once the paper has 
fed into the printer, lay the 
sheet flat as shown. 

 
• Close the back panel of the 

Duo Go carrier and remove 
the key. 

 



• Disconnect the Duo Go carrier from 
AC power. 

• Take the Duo Go carrier to the voter. 
When the voter has finished making 
their selections, they may print their 
vote record. The printed vote record 
will emerge from the slot above the 
screen. 

• When the sheet has printed, the 
screen displays Your ballot has 
printed. The voter will place the 
printed sheet into a privacy envelope. 
Take the voter's ballot to the Verity 
Scan to cast their ballot. 

 



• Unlock the back of the Duo Go carrier to disconnect and remove the 
Duo tablet. Seat the tablet in the cradle, tilt it back, and lock it in 
place. 

• IMPORTANT: Don't forget to plug the Duo Go carrier back into AC 
power so that it is ready for the next voter. 



Spoiling a Ballot/Cancel a Booth



Spoil Ballot/Cancel a Booth
• poll worker button
• To spoil a ballot/cancel a booth you push the blue poll worker button on 

the back of the booth, then follow instructions on the screen.



Spoil ballot/Cancel a Booth
1) Press the poll worker button on the 

back of Verity DUO.
2) Select Spoil Ballot.
3) Enter the Poll Worker code and 

select Accept.
4) Select Yes, spoil the ballot, then 

select OK.
5) Enter the information on the Spoiled 

Ballot Log.



Spoil ballot/Cancel a Booth
Enter name of election, polling 
place, date of election.

Enter the time the booth was 
cancelled, your name and 
reason for cancelling the booth 
and/or spoiling the paper ballot.  
Check “Paper”, “Electronic” or 
“Replacement Issued”.



CLOSING POLLS



Judge

Return Return Scanner, Controller, Ballot bag and supply bag to Central Count.

Seal Seal ballot bag

Seal Seal all equipment and log seals

Fill out Fill out paperwork

Print Print tapes

Close Close the Polls on the Controller and Scanner



Clerks

Help close 
down all 
equipment

1
Pick up 
distance 
markers

2
Take down all 
postings

3
Clean up the 
area

4
Assist judge, 
if needed

5



THANK YOU!
questions?



• Krystal Ocon – 979-361-4135 or 979-446-6171 
• Kathy Schuetze – 979-361-5773 or 979-446-6189       
(Pollpads/Registration)
• Regina White 979-361-5774 (Voter Registration)
• Ray Rodriguez – 979-450-8230 
(Equipment/Technical issues)
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