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Welcome to
2020 Election Judge

Basic Training ̶̶ Part 1
Robin M. O’Connor

Lake County Clerk

LakeCountyClerk.info

Our goal for today

• Cover basic election terminology and 
procedures

• Acquaint you with resources at voting site

• Cover basics of processing a voter

• No one person is expected to know everything 
after Basic Training class
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Election cycles

Page 1

Two elections every year

• Even years
• Primary is 3rd Tuesday in March to nominate candidates

• Also elect precinct committeepersons
• General is 1st Tuesday (after 1st Monday) in November to elect 

candidates
• Federal, state, legislative, judicial, county, and North Shore 

Water Reclamation District

• Odd years
• Primary is last Tuesday in February to nominate candidates
• Consolidated is 1st Tuesday in April to elect candidates
• Municipal, township, park, library, school, college and other 

special districts 
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2020 Elections

Primary elections

• Voter must state party preference before 
receiving a ballot

• Voter’s party choice can change for each 
primary

• Illinois does not register voter by party

• Primaries may include nonpartisan ballot only 
if public questions (referenda) on ballot 
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Races on the November ballot

Federal
• President/Vice-President
• Senator
• Representative in 

Congress in districts 6, 
10, 14

State
• Senator in district 31
• Representative in 

districts 51, 52, 57, 58, 
59,60,61, 62, & 64

• North Shore Water Reclamation 
District Trustee in districts 1, 2 & 
4

• Unexpired 2-year term in district 5

• Circuit Clerk
• Coroner
• Recorder
• State’s Attorney
• County Board Members in districts 

1, 2, 4, 7, 12, 13, & 16
• Unexpired 2-year term in district 20

• 19th Circuit Court Judgeship in 3rd

subcircuit

COVID-19 Safety Protocols

Based on the information provided by the Centers for Disease Control 
(CDC) as well as state and local guidelines, we will provide for the 
election judges:
• face masks and shields,
• hand sanitizer,
• sanitizing wipes,
• gloves,
• sneeze guards to be placed in front of ePollbooks, and
• sneeze guards for issuing ballots.

All Election Judges will be required to wear a face covering while at 
the polling sites. We ask that judges remain vigilant and remind 
voters that social distancing protocols should be followed and 
furthermore, recommend to voters that they use their own ink pen to 
mark their ballot.
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Public Act Highlights

• Only for November election
• Application to vote by mail sent to those who recently 

voted or registered
• Civic group also sending applications
• If not returned, Secretary of State will send reminder in mid-

September and mid-October
• Voter can still vote early or on Election Day

• Finalizing details
• Postage-free drop boxes
• An additional universal Election Day voting site to serve all 

voters

• Student election judges can be 16 years old
• Election Day is an Illinois government and school holiday

Voters
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Requirements

• Be 18 years or older by general/consolidated 
Election Day

• 17-year olds can vote in primary if 18th birthday is on 
or before general/consolidated Election Day

• U.S. Citizen
• Lake County resident for 30 days prior to Election 

Day
• Must be registered with Lake County Clerk’s office 

using correct name and address
• Can register and vote during early voting and on 

Election Day

Voter Information Card

• Sent to voter after 
registration or a 
change in Election Day 
voting site

• Shows voter’s districts 
and voting site 
information

• Cannot be used as 
identification

• Do not need to bring 
on Election Day
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Election Judges
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Who are they?

• Responsible for proper and legal processing of 
voters

• Work as a team in the voting site

• Equal authority

• Same number of party members to keep fair

• To keep certification status, attend class every 
two years
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Election Day 
Requirements

Arrive no later than 5:15 AM

Open doors at exactly 6 AM for 
voting

Remain at voting site all day

Polls close at 7 PM
Must process any 
voters already in 
line by 7 PM

Stay until all voters in line by 
7 PM are processed and closing 
tasks are completed

Types of 
judges

Before Election DayBefore Election Day
• Nursing Home Judges
• Early Voting Judges

Election DayElection Day
• Check-In Judges
• Ballot Issue Judges
• Voter Services Judges
• Ballot Box Judges
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Today’s training

Focuses on Check-In and Ballot Issue Judges

• Election Eve
• No assigned 

responsibilities

• Election Day
• Use ePollbook to

• Check in and verify 
each voter 

• Print application
• Verify voter’s 

signature
• Spoiled ballots

• Direct voter to Ballot 
Issue Table

Check-In Judges
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Ballot Issue 
Judge

• Election Eve
• No assigned 

responsibilities

• Election Day 
• Select, initial, 

issue correct 
ballot

• File voter 
application 

• Direct voter to 
available booth

Voter Services 
Judge

• Election Eve
• Voting site setup

• Election Day
• Voters with special 

circumstances
• Registrations
• Spoiled ballots
• Issue provisional 

ballot
• Assist voters 

needing ADA 
equipment

19

20



Basic Election Judge Training Part 1- November 
2020

11

Ballot Box Judge

• Before Election Day
• Pick up voting supplies
• Confirm access with 

voting site
• Verify judges assigned

• Election Eve
• Set up voting site 

• Election Day
• Bring ballots before 

polls open
• Verify voted ballots 

are initialed
• Transport election 

materials to transfer 
site after voting site 
closes 

Site Manager

• Not an election judge

• Liaison with clerk’s office

• Election Eve
• May assist with setup

• Election Day
• Ensures election judges 

are following 
correct/consistent 
procedures

• Assists with registrations 
and affidavits as needed 

• Resolves voter or 
pollwatcher concerns
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Pay Schedule

Check-In or Ballot Issue Judge $140

Certified Ballot Box Judge (if assigned) $180

Certified Voter Services Judge (if assigned) $170

Serving out of township (not home site)                                            +$10

Nursing home voting before Election Day +$30

Early Voting Judges                                                                             
$10/hour

Preparation
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Vote before Election Day

• Online vote by mail ballot application form at LakeVoterPower.info 
• 1st day to mail ballot is September 24, 2020
• Last day clerk’s office can mail a ballot is October 29, 2020
• Your voted ballot must be postmarked by Election Day

By Mail

• October 19 to November 2, 2020
• Can visit any early voting location
• Weekday, evening, and weekend hours

Early Voting

One election web page-
LakeCountyClerk.info

• Candidate list

• Referenda

• Ballot preview

• Voter Information 
Guide 

• Voter registration 
info

• Voting options, 
dates, and locations
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Read Election Judge Manual

• Details on specific 
procedures

• Photos 

• Examples

Review checklists
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Some basics

DO
• Arrive on time
• Dress in layers to 

accommodate 
varying temperatures

• Bring snacks and/or 
medication you may 
need during the day

DON’T
• Make personal 

calls/texts/social 
media posts 

• Encourage or solicit 
any gifts/food from 
candidates or parties 

• Engage in any 
political discussions

• Leave the voting site 

A few more…

• Plan a test drive to assigned site
• Determine driving time ensuring 5:15 a.m. arrival

• Ballot Box Judge calls to confirm working
• Ask about meals - Brown bag or potluck?
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Online Reference Library
ElectionJudge.info

• Manuals

• Checklists

• PowerPoint presentations

Ballot content
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District boundaries

• Each unit of government establishes district 
boundaries: 

• Congressional
• Senate
• Municipal
• Township
• Precinct
• Libraries, school, park districts, etc.

• These borders may cut across precincts to 
create “splits”

Lake County has 
18 townships

Illinois is divided 
into counties
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Townships divided into precincts

• A precinct is a “neighborhood” grouped together 
and drawn on a map in order to assign voters to 
a common site for voting

• All residential addresses and voters are 
assigned to a precinct

• 415 precincts in Lake County

Each voter’s ballot

• Only races for taxing governmental units that 
provide services to voter’s address will show

• Neighbors might not have the same ballot 
because of boundaries

• Judges must ensure precinct and ballot style 
numbers on voter’s application match those on 
ballot being issued
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Example: High school districts

Precinct 333 split over two high 
school districts
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Precinct has two ballot styles

Ballot races for 
ZBHS and 

Precinct 333

Ballot races for 
WTHS and 

Precinct 333

Party headings on primary 
election ballot
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Electioneering
Page 7

What is it?

• Working “for” or “against” a party, candidate, 
or public question

• Includes:
• Signs,
• Wearing buttons, 
• Campaign shirts, 
• Handing out campaign literature, 
• “Talking up” a candidate or public question

• Site Managers and roving Assistant State’s 
Attorney staff assist with complaints
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Electioneering is prohibited

• Within 100 feet of 
entrance to room 
(interior door) where 
voting occurs

• Ballot Box Judge will 
mark borders with 
orange cones

• Inside the room for 
voting on Election 
Day 

Exceptions

• If the 100 feet falls 
inside a school building, 
electioneering zone is 
extended to building’s 
entrance

• Houses of worship and 
private schools can ban 
all electioneering on 
entire property

• Ballot Box Judges are 
advised of any 
exceptions
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Telephone etiquette

ALLOWED
• Voters may use phone 

for discrete texting 
and smart searches

• Judges and staff may 
contact Lake County 
Clerk’s office for 
election related 
questions

• Call for emergency 
medical assistance 

NOT ALLOWED
• Voters and 

pollwatchers to refrain 
from initiating or 
accepting calls in the 
voting site. Ask nicely!

• Personal phone use by 
judges and staff to 
include texting and 
posting to social media

The voting site
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Voting equipment

ePollbook
Electronic pollbooks 
verify voter’s identity 
and print on-demand 
voter applications

ExpressVote
ADA compliant ballot 
marking equipment that 
allows disabled voters to 
mark a ballot unassisted 
and in private. At the 
Voter Services Table only.

Ballot Bin
Voter deposits marked 
ballot

Who can be in the voting site?

• Voters
• Person selected by voter to provide assistance
• Voter’s children

• Election Judges
• Site Managers
• County Clerk staff and representatives
• State’s Attorney or Attorney General’s staff 
• Pollwatchers (must have credentials)
• Press

• Must have credentials 
• Cannot electioneer or disrupt voting
• Photos - must have permission of voters
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Pollwatchers

A person appointed by ENTITIES to observe the 
conduct of an election on behalf of a candidate, a 

political party, ORGANIZATION, or the proponents or 
opponents of a measure.

Page 91

Pollwatchers

• Must possess state or county issued credentials
• Surrender these to Site Manager
• Can sign in and out on Election Day or during early 

voting

• Observe the voting process

• Must be allowed to hear judge announce 
voter’s name, address (and party preference in 
primary)
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Pollwatcher rights & limitations

ALLOWED
• Observe voter’s 

signature comparison
• Challenge voter 

residency or 
signatures 

• Request clarification 
of procedures

NOT ALLOWED
• Be part of the ruling 

process on 
challenges

• Touch voting 
materials

• Campaign for 
candidate or public 
questions

• Assist voters

Let’s get started with 
processing a routine voter…

Page 17
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• Ballot Box Judge and Voter 
Services Judge

• Maybe Site Manager

• Ballot counter

• Voting booths

• Common area signs

• Tables and chairs for 
judges

• ePollbooks

Set up the 
night before
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Check-In Table Setup

To be completed by Check-In Judges on election morning

• Check-in and Voter 
Service Judges

• Black binder

• Check-In Table Envelope

• Surrendered Vote by 
Mail envelopes

• Voter receipts

• Misprinted application 
envelope

Supplies in black 
rolling case 
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Follow checklist

• Located in the black 
binder

• Follow each step in 
“Before Polls Open” 
section 

• Verify all tasks have 
been completed

Log in to ePollbook
Details covered in second session
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Zero Totals Report

• On election eve, Ballot Box Judge 
initiates the ballot counter’s printing 
of Zero Totals Report

• Shows no ballots have been cast

• Together on election morning, a 
Check-In Judge and a Ballot Box Judge 
verify the report and screen still shows 
no votes 

• Together, sign report

• Do not cut or remove tape from ballot 
counter

Table setup

• All Check-In Judges 
work as a team to set 
up table

• Tape flag to back of 
“Check-In Here” sign 
and place on chrome 
stand

• Set up “Do you need a 
receipt” signs

• Place election judge 
recruitment cards

• Locate pens
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Check-In Table ready for voters

If help is needed, place exterior 
signs
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Ballot Issue Table Set up

Page 63

Supplies in red 
rolling case

• Red binder

• Accordion files
• one for each precinct

• Ballot Issue Table 
envelope

• Ballot divider envelope
• one for each precinct

• Ballot marking pens

• Ballot privacy sleeves
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Ballot transfer 
cases

• Ballot Box Judge 
brings on election 
morning

• Individual 
precinct white 
ballot transfer 
case contains 
precinct specific 
ballots

Open ballot 
transfer case  

• Orange 
inventory sheet 
in lid

• Checklist on top 
of ballots

• Specimen 
ballots 
underneath 
checklist
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Follow checklist 

• Delivered in the red 
binder and in the 
ballot transfer case

• Complete all steps in 
“Before Polls Open” 
section

• Verify all tasks are 
completed 

Inventory 
ballots

• Total quantities on 
ballot labels

• Color coded by party 
in a primary

• Black and white in 
general/consolidated

• Check off totals on 
inventory sheet 

• Sign Inventory Sheet

• Give to Site Manager 
to be placed in Green 
Binder
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Verify content on 
official ballot

• Work in teams of 
two

• Read from 
specimen ballot

• Confirm official 
ballot’s content 
matches specimen 
ballot

• When finished, 
place specimen 
ballots in Ballot 
Issue Envelope

Ballot dividers

• Ballot divider 
envelope 
delivered in red 
rolling case

• Envelope for 
each precinct

• Divider for each 
ballot style

• Party dividers in 
a primary 
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Set up ballot file

• Place bottom of 
ballot transfer 
case in cover and 
place on table

• Position the 
precinct-specific 
dividers 

• Stand appropriate 
ballot packets on 
side behind 
dividers 

Statement of 
Ballots form

• Locate in red 
binder

• One for each 
precinct
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• Open at top of shrink wrap 
so ballots remain in plastic 
sleeve

• One packet per party in a 
primary election

• Count ballots

• Confirm number matches 
label

• If count is different, 
count second time

• If still different, 
change number on 
label

Open ONE ballot 
packet per style

Labels
Remove label after opening and verifying count
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Statement of Ballots
Affix label to back of the corresponding precinct's Statement of Ballots

Special ballot 
packets

• Less than 10 voters

• Federal ballots

• Do not open until needed
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Place Statement of Ballots form and manila 
Spoiled Ballot Envelope at back of ballot file.

Will be used throughout the day

Accordion File

• One for each precinct

• Tabs are marked by time of 
day

• Holds voters’ signed 
applications

• Open and set up on table
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Complete table setup

• Tape flag to back of “Ballot Issue Table” sign 
and place on chrome stand

• Place on table
• Ballot marking pens
• Privacy sleeves
• Demonstration ballot pad
• 1-2 colored pens for initialing ballots

Colored pens for 
initialing ballots 

• Each precinct 
receives unique 
colored pens for 
initialing the 
ballots

• Helps at the end 
of the night 
when ballots 
are sorted by 
precinct 
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Ballot Issue Table
Ready for voters

Oath, time card & name tag

• Take oath 
administered by 
Site Manager and 
sign form

• Complete time card

• Complete name tag 
and wear with 
lanyard
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Let’s process a routine voter

All voters begin at the Check-In Table

Page 67
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Follow checklist

• Follow the “Use 
While Polls are 
Open” section 

• Verify all tasks have 
been completed

Processing 
routine voter

• Greet voter with 
a friendly smile

• Customer service 
is important

• Ask voter’s name 
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Enter only a few letters on 
ePollbook screen

Ask voter’s 
address

• Do not prompt 
and give any 
clues

• Read the 
ePollbooks on-
screen prompts

• Follow the 
instructions 
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Select correct voter

In a primary, ask party
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Pollwatchers

If pollwatchers 
present, announce 
voter’s name and 
address (party in 
primary) in audible 
voice

ePollbook will print 
voter’s application
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Precinct and ballot style (and party in a primary) 
are on voter’s application

Precinct
Style

Party

Voter verifies and signs

• Give application to 
voter

• Voter verifies and signs 
it

• Let voter know 
signature is going to be 
compared to signature 
on registration record, 
so sign carefully 

• Voter returns 
application to you for 
signature verification

NON
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Together, two judges verify 
signature

Signature match is only 
identification permitted in Illinois

95

96



Basic Election Judge Training Part 1- November 
2020

49

One judge initials to confirm 
signature was verified

Most important step
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Next voter

• Give voter the 
application 

• Direct to correct 
precinct box at the 
Ballot Issue Table

Direct voter
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Voter receipt, if requested

• Pads delivered in 
black rolling case

• Complete before 
handing to voter

Ballot Issue Table

While polls are open

Page 67 
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Follow checklist

• Follow the “Use 
While Polls are 
Open” section 

• Verify all tasks have 
been completed

Voter presents application to 
judge
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Judge will

• Circle ballot style on the 
application

• Help draw attention to style 
number

• Ensure voter gets correct ballot

Select correct 
ballot
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Verify match

• Precinct

• Ballot style

• Party in primary

Initial ballot with colored pen 
assigned to that precinct

ANH
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Second judge 
verifies

• Ballot and 
application 
numbers match:

• Precinct,
• Style, and
• Party (in a 

primary)

• Also confirm the 
ballot is initialed

Second judge empowers the 
voter 

• Verbally confirms precinct, style (and party in a 
primary) with voter

• Point out there may be items on both sides of 
ballot

• Show voter how to place ballot in privacy sleeve 
when finished voting so judges initials are visible 
for Ballot Box Judge

• Issue to the voter
• Initialed ballot
• Ballot marking pen
• Privacy sleeve

• Direct voter to available voting booth
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Ballots

• Do not pre-
initial any 
ballots

• Judges cannot 
add any initials 
to a ballot after 
marked by voter

• Ballot is spoiled 
and a new 
ballot is issued

Pollwatchers

If pollwatchers are 
near the Ballot Issue 
Table, announce 
voter’s name and 
address (party in 
primary) in audible 
voice
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Place initialed and signed application 
in accordion file

SPECIAL CIRCUMSTANCES
Election Day Registration

Voters can register to vote or update their registration on 
Election Day – Handled by the Voter Services Judge
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SPECIAL VOTER CIRCUMSTANCES

Page 27

Examples

• Assisted Voter

• Inactive voter
• Has not moved, but Lake County Clerk’s office has been 

notified by the U.S. Postal Service that mail is no longer 
deliverable to the voter’s registration or mailing address

• Voter is challenged 
• Signature doesn’t match
• Residency is questioned by pollwatcher or election judge

• Voter has spoiled ballot

• Voter requested a ballot by mail but never received it
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Special voter circumstances may 
require an affidavit

• An affidavit is a written statement confirmed 
by oath or affirmation, for use as evidence in 
court 

• It is our legal proof that correct procedure was 
followed

Most special circumstances 
handled at Check-In Table

• Answer questions on ePollbook’s screen

• Logic is built in

• If an affidavit is required, application and 
affidavit will print at the same time

• Make sure to complete required information
• Voter will be signing application AND affidavit
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Application and affidavit printed 
together

Voter’s 
application

Voter’s 2nd

signature

Judge’s
initials

2 forms 
of ID showing 

current address

Voter’s 
affidavit

Judge’s 
signature

Voter’s 
signature

Assisted Voter
Page 27
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Assisted voters

• Must qualify for assistance
• Cannot read or write English or Spanish language
• Physically disabled preventing marking a ballot

• Voter can choose assistant

• Can be family member or election judge

• Assistant must complete oath 

• Read and mark ballot as directed by voter

• Offer ExpressVote ADA equipment

Assisted Voter Affidavit

• Separate printed paper 
from

• The only printed affidavit 
• English and Spanish
• Must be completed 

manually on half-sheet 
form 

• Remember, only use if 
voter qualifies and is 
asking for help

• Affidavit not needed if 
voter uses ADA 
equipment. Send to Voter 
Services Judge.
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SPECIAL CIRCUMSTANCE
Voter with spoiled ballot

Page 33

Reasons

• Voter changed mind about choices already 
marked

• Ballot is ripped or torn

• Ballot counter cannot read marked ballot

• Before a ballot is cast, Ballot Box Judge sees 
that a voted ballot is not initialed by judges
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Check-in Judge who originally issued 
application

• Give voter white 
spoiled ballot security 
envelope

• Voter folds ballot & 
inserts in envelope 

• Voter seals envelope

Judge completes 
envelope front
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Look up and select voter

Verify you have the correct 
voter
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Select “SPOIL”

Code is voter’s year of birth

1963
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Re-process as routine voter

Spoiled ballot application

• Note: the second 
application should print 
“SPOILED BALLOT” at the 
bottom. 

• If the ePollbook has not 
caught up (voter was not 
marked as having voted) 
you should manually 
write “SPOILED BALLOT” 
at the bottom of the 
application

• Send a chat with the 
voter’s name so we can 
watch for duplicates

131

132



Basic Election Judge Training Part 1- November 
2020

67

Voter again verifies information 
on application and signs

Verify signature matches and
initial application 
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“RECORD CHECK-IN” screen

Final instructional screen
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No need to match spoiled 
application with original

Ballot Issue Judge will

• Place spoiled 
ballot in manila 
envelope at back 
of ballot file box

• Circle ballot style 
on application

• Issue new ballot

• Second judge 
verifies

• Continue with 
normal process
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Voter requested a ballot by mail
Page 37

ePollbook screen shows 
envelope icon

Envelope 
icon
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Can the voter surrender the 
ballot?

• Logic and your procedures are built into the 
ePollbook

• Carefully follow the on-screen prompts

• If yes, Check-In Judge can process the voter

Here’s how…

Place in manila 
Surrendered Vote by Mail 
envelope and seal.

Complete front.

Voter signs.

Place in large collection 
envelope.

Continue to process 
voter following 
ePollbook prompts.
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Voter cannot surrender ballot

• Logic is built into ePollbook
• Three scenarios:

1. Did not bring it - Send to Voter Services Judge 
2. Never received ballot
3. Lake County Clerk’s office has not received the 

ballot

• Affidavit will print matching the scenario
• Process voter according to instructions on 

ePollbook

It’s 7:00 P.M. • One judge announces:
“THE POLLS ARE Closed”

• any voters in line at 7:00 p.m. must be allowed to complete voting
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Voters in line by 
7 PM are served

• Closing 
procedures 
begin after the 
last voter is 
served

• Election judge 
must stand 
behind last 
voter in line

Check-In Table 
closing procedures

Page 40
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Follow checklist

• Follow the “Closing 
Polls” section 

• Verify all tasks have 
been completed

Ballot Box Judge will 
verify ballot bin 
emergency slot is empty

• Any ballots will 
be inserted into 
the ballot 
counter
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While results tape is 
running, remove voted 
ballots for sorting

• Work as a team

• Take ballots to a 
cleared table 

Two or more Check-in 
Judges

• Separate ballots 
by colored ink 
used for initials 
or by precinct

• Set aside any 
ballots with 
write-in votes
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Printing the results tape

• Ballot Box Judge will 
initiate printing the 
results tape

• Can be quite long, 
especially in a 
primary

• When printing 
complete, Check-In 
Judges sign

Certificate of 
Write-in form

• One for each 
precinct

• In black binder
• Lists any declared 

candidates
• If no candidates 

listed, no need to 
look for write-in 
votes

• Still need to 
complete form
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Tally only VALID write-in votes

• Write-in candidates must have filed 
declaration in compliance with state law

• Votes for non-declared candidates are not 
recorded

• Voting for more candidates than allowed 
(over-vote) will not be counted as a valid 
write-in

Voter’s intent is clear – 
tally these write-in votes

VOTE FOR ONE VOTE FOR ONE
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If voter’s intent is not clear –
do not tally those write-in votes

No – would be an over-vote. 
Oval has already been tallied 
by ballot counter.

No – Ballot counter has already 
alerted voter this would be an 
over-vote and had opportunity 
to correct. Intent is NOT clear.

VOTE FOR ONE
VOTE FOR ONE

Add total of 
write-in votes 

for this 
candidate

Area for 
tick marks

All 
judges 

sign
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If no valid votes found for 
declared write-in candidate

Must still complete form

Mark box if 
no votes 

found

All judges 
sign
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• Place completed forms 
in black binder

Completed Certificate 
of Write-Ins

• Return ballots with 
write-ins to precinct 
stack

• Count all ballots in each 
precinct

Ballot count
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Return to Ballot Issue Table 

• Give precinct stacks of ballots to Ballot Issue 
Judges

• Tell Ballot Issue Judges each precinct’s total 
ballot count

• Confirm total matches results tape

• This is to ensure ballots are packed in correct 
precinct case

ePollbook and printer

• Verify that there are 
no pending voters on 
ePollbook

• Properly power down 
the ePollbook and 
printer 

• Unplug and replace 
power cord in pocket

• Close and secure 
zipper with security tie 
delivered in black 
rolling case
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Ballot Issue Table 
Closing Procedures

Page 71

Follow checklist

• Follow the “Closing 
Polls” section 

• Verify all tasks have 
been completed
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Ballot audit

• Remove from ballot 
file box

• Manila Spoiled Ballot 
Envelope 

• Statement of Ballots 
form

• Ballot packets
• Separate by 

opened and 
unopened packets

Tally number of spoiled ballots

• Count envelopes

• Record on back of 
manila envelope

• Do not seal and sign 
manila Spoiled Ballot 
Envelope until all 
paperwork is 
completed 
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Complete Statement of 
Ballots form

• An important 
accounting 
summary of used 
and unused 
ballots

• One form for 
each precinct

• Completed and 
signed by Ballot 
Issue Judges

Line A – Opened ballot packets

----
----
----

Total quantities 
on labels on 
back of form

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
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Line B – Unopened ballot packets
Add the numbers on the 
labels from unopened 
ballot packets

----
----
----

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____

Line C – Spoiled ballots

----
----
----

5

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
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Line D - Number of voters

----
----
----

5 Provided by Voter 
Services Judge 
from ePollbook

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____

Line E – Voted ballots

----
----
----

5

Provided by Ballot 
Box Judge from 
individual ballot 
counters’ results 
tape

Total bin numbers 
for final tally

Totals for D and E 
should match

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____

171

172



Basic Election Judge Training Part 1- November 
2020

87

Place completed form in red 
binder

----
----
----

5

All judges sign

Packing
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Ballot Issue Table can now…

• Close accordion file containing signed 
applications

• Remove dividers from ballot file box

• Repack ballot divider envelope

• Place both items in red rolling case

ExpressVote Application 
Envelope

• From Voter Services 
Judge

• Keep ExpressVote 
applications in 
envelope

• Pack in red rolling 
case with other 
applications.
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Pack the ballots!
Precincts with one 
ballot transfer case

• Pack all ballots in the same 
case

• Place UNVOTED ballots in 
first

• Opened and 
unopened ballot 
packets

• Place VOTED ballots on 
top

• Be sure to have all 
ballots with write-in 
votes

• Close ballot transfer case

• Secure box with signed official 
seals

• Place “Voted Ballots” sticker 
on ends of case

Precincts 
with two 

ballot 
transfer 

cases

Case #1

Pack VOTED 
ballots
•Close cover
•Secure box with 

signed official seals
•Affix colored “Voted 

Ballots” labels to 
each end of case. 

Case #2

Pack UNVOTED 
ballots 
•Close cover
•Secure boxes with 

signed official seals
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Give to Ballot 
Box Judge

All ballot transfer 
cases will be 
taken to the 
Transfer Site

Only Ballots in Ballot 
Transfer Cases

Very important!
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Repack supplies as listed

• Content list is printed 
on inside of door

• Ballot Box Judge will 
confirm all contents and 
lock

Pack ballot bin
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All judges remain

• Until all closing 
procedures are 
completed

• Leave together

Items left at voting site

ExpressVote 
terminal

Exterior signs

Orange cone

4-up voting 
booth

Ballot bins

ePollbooks

Special needs and 
regular voting booths

Chrome stands

ExpressVote 
table
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Voter 
Services 

Provisional 
Ballot Case

Red Rolling 
Case

Black Rolling 
Case

Ballot Transfer 
Cases

Provisional 
Ballot Transfer 

Cases

Ballot Box 
Judge Red Bag

Ballot Box Judge takes to Transfer 
Site

Part 2 – In person training

• Be sure you are registered

• 20 attendees per class

• COVID-19 safety protocols in place

• To be certified, must attend and take 
assessment
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Questions?

Election Judge DepartmentElection Judge Department
• 847-377-2408
• ElectionJudge@lakecountyil.gov

ElectionJudge.infoElectionJudge.info
• Class Schedule
• Reference Library

• Manuals
• Checklists, and
• PowerPoint presentations

Thank you!

You will do a 
great job!

• Robin M. 
O’Connor
Lake County 
Clerk
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