
INSPECTOR TRAINING
NOVEMBER 5, 2024, GENERAL ELECTION

We will begin shortly,

thank you for being here!



WELCOME



QUESTIONS?

INSPECTOR TRAINING

WHAT YOU SHOULD HAVE IN FRONT OF YOU

Training
Evaluation

Declaration 
of Inspector

PenQuestion
Sheet

Precinct 
Ballot 

Statement



INSPECTOR TRAINING

WHAT TO EXPECT FROM THIS TRAINING

Learn/Review the basics of every position at the polling location

Learn/Review Opening and Closing Procedures

Become comfortable with Election Day rules, procedures, and laws

Learn how to serve, accommodate, and process voters

 



THE MISSION OF A 
PRECINCT WORKER

1
To help every registered 

voter cast a ballot



THE MISSION OF A 
PRECINCT WORKER

2
To ensure each ballot is 
safely secured until it 

can be counted



THE MISSION OF A 
PRECINCT WORKER

3
To provide a witness to 

the accuracy and 
integrity of the election 

process



THE CALIFORNIA 
VOTER BILL OF 

RIGHTS

Every voter 
should know 
their rights!



Code of Conduct
Remember that you 

represent the San Luis 
Obispo County Elections 

Division. 

Please always be 
professional and 

courteous while serving 
the voters of San Luis 

Obispo County. 

Be punctual when arriving 
to work and returning from 

break. 

Perform tasks as assigned 
by the Precinct Inspector. 

Remain at the polling 
place during your shift 

unless directed elsewhere 
by a San Luis Obispo 

County Elections Official. 

Do not leave until all 
closing/clean-up 
procedures are 

completed. 



Code of Conduct 
Continued Phones should be kept silent and 

should not be used in a way that is 
distracting or disruptive to voters or 
polling place staff. 

Any conversation that is political in 
nature—about measures, initiatives, 
political party activities, political 
party philosophy, voting activities of 
individuals or groups—is prohibited. 



Quick Note About 
Dismissal

Zero Tolerance for working under the influence of 
illegal drugs or alcohol. 

Respect is Mandatory: Any insensitivity or disrespect 
toward voters or fellow precinct workers is grounds for 
removal.

Election Integrity: Actions threatening the voting 
process or infringing on voter rights will lead to 
dismissal and potential exclusion from future elections. 

Impartiality: Precinct workers must treat all voters with 
respect and remain neutral toward any party, issue, or 
candidate.



INSPECTOR TRAINING

WHAT IS YOUR ROLE IN SECURING 
CALIFORNIA’S ELECTIONS?



INSPECTOR TRAINING

BUT FIRST, A QUICK VIDEO



INSPECTOR TRAINING

THE ROSTER CLERK

Key Responsibilities:
• To greet voters
• To verify their name and address
• To complete Vote -by-Mail Ballot Status log
• To have voters sign the roster
• To complete the Line # Tracker/Voter Tally 

hourly
• To determine if a voter needs to vote 

Provisionally

 

“A voter’s first point of contact”



INSPECTOR TRAINING

THE BALLOT CLERK

Key Responsibilities:
• To issue voters a ballot, secrecy sleeve, and 

black or blue pen
• To inform voters how to complete a ballot, 

and what to do if a mistake is made
• To inform voters where to return their 

completed ballot, pen, and secrecy sleeve 
when finished

• To inform the Inspector if a voter wishes to 
use the Ballot Marking Device (BMD)

 



INSPECTOR TRAINING

THE BALLOT BOX CLERK

Key Responsibilities:
• To insert voted ballots into the correct 

precinct & color ballot box, ensuring voters 
remove the ballot stub before handing them 
to you in a secrecy sleeve

• To complete the ballot tally for the precinct 
and provisional ballot boxes

• To give out ‘I Voted’ stickers

 



INSPECTOR TRAINING

THE PROVISIONAL CLERK

Key Responsibilities:
• To inform voters and answer questions 

about provisional voting
• To assist voters in completing the 

information on the provisional envelope
• To fill out the provisional roster
• To issue voters a provisional ballot
• To update the provisional voter tally

 



INSPECTOR TRAINING

THE ICX CLERK 

Typically,  the  Inspector

Key Responsibilities:
• To inform voters about the ImageCast  X 

Ballot Marking Device (BMD) and answer any 
questions

• To issue voters an ICX activation slip and 
secrecy sleeve, and activate their ballot

• To update the ICX voter tally
• To show voters how the ICX is used
• To set up accessibility devices if requested

 



Our office runs a program with local public & private 
high schools allowing students to serve as High 
School Student Clerks on election day.

High School Student Clerks:
• attend precinct worker training
• get compensated and/or receive service hours
• assist Inspectors and Precinct Workers at 

precincts around the County

 INSPECTOR TRAINING

HIGH SCHOOL STUDENT CLERKS



 

INSPECTOR TRAINING

Drive  Up Ballot  Drop -Off

• Som e  pollin g loca t ion s will h a ve  a  Drive -Up  
Ba llo t  Drop  Off

• Stu de n t s  ca n  be  a ssign e d  to  th is  ro le  a s  
lon g a s  th e re  is  a lwa ys on e  a du lt  with  th e m



INSPECTOR TRAINING

AND THEN THERE’S YOU!   

THE INSPECTOR

Key Responsibilities:
• To be the on -site representative for the SLO 

County Elections Office
• To answer questions from voters and Precinct 

Workers
• To organize shifts & breaks, and communicate
• To ensure election procedures are followed 

accurately and communicate with the SLO 
Elections Office when issues arise

 



INSPECTOR TRAINING

THE LEAD INSPECTOR

Polling locations with more than (1) consolidated precinct will have a
Lead Inspector whose responsibilities are:

• To contact the polling location one week in advance to ensure access to the 
facility the day before Election Day for setup and the day of Election Day

• To unlock and lock the polling facility on Election Day
• To be the on -site representative for the SLO County Elections Office

 
CON 117

CON 121

Both Precincts have 
a separate 
Inspector

(1) will serve as the 
polling location’s 
Lead Inspector



INSPECTOR TRAINING

THE PRECINCT ASSISTANT

Key Responsibilities:

• To travel between a set of polling locations and 
ensure all precincts are in compliance with 
California Elections Code and County election 
procedures

• To respond to escalated voter conflicts and acts 
of attempted electioneering

• To help improve voter service, and find ways to 
make polling locations run efficiently

 



INSPECTOR TRAINING

SUPPLY PICK UP – 1475 Kansas Avenue,  SLO

Thursday 

October 31st

Friday

November 1st

Saturday

November 2nd

10:00am – 3:00pm 11:00am – 4:00pm 9:00am – 2:00pm



INSPECTOR TRAINING

INVENTORY SUPPLIES



INSPECTOR TRAINING

PREPARING THE ROSTER



INSPECTOR TRAINING

PREPARING THE ROSTER

Combined:
• Alpha listing of all registered voters as of the print date

Supplemental:
• This roster is generated as an update to only include 

voters with updated information

SR



INSPECTOR TRAINING

CONTACTING YOUR PRECINCT 
WORKERS & POLLING PLACES

LEAD 
INSPECTOR/INSPECTOR 

Contact assigned 
Precinct Workers

Contact the Polling 
Place

Conduct “on-site” visit 
if not familiar with 

location

Lead Inspector - 
Contact other 

Inspectors



 Contact  Precinct Workers and ask for assistance setting up the polling place

Pre-Election Day Tasks (Monday before Election Day):
• Display inside notices and signs (e.g., facsimile ballot)
• Set up precinct table and chairs
• Arrange voting booths for privacy
• Set up ICX – Accessible Ballot Marking Device

Items to Keep with Inspector Overnight:
• Precinct and Provisional Ballots
• Secrecy Sleeves
• ICX Ballot Stock
• Ballot Boxes
• Indexes, Rosters, and Tally Sheets
• Provisional Envelopes
• Cell phones
• Clerk Procedures

Critical: These items ensure smooth operation in case of facility access issues on Election Day.

INSPECTOR TRAINING

THE INSPECTOR THE DAY BEFORE ELECTION DAY



INSPECTOR TRAINING

ICX INITIAL SET-UP



5-Minute Question Time



ELECTION DAY AT THE POLLING LOCATION



EMERGENCY SET-UP
SET UP A PRECINCT TABLE OUTSIDE THE 

POLLING PLACE FACILITY TO PROCESS VOTERS



EMERGENCY SETUP
CONTINUE TO PROCESS VOTERS NORMALLY
AND TRANSFER INSIDE THE FACILITY WHEN

YOU ARE ABLE



INSPECTOR TRAINING

POLLING LOCATION HOURS

The polling location serves Voters 
from:

Arrive no later than 6:15 AM for setup
The polling location will remain open until the last Voter in line by 8:00 PM has voted.

T
O



POLLING 
LOCATION BREAKS

• Breaks must be staggered to maintain adequate 
coverage at the polling location

• If you are eating, or on your phone during your 
break, please be out of sight of voters

Take care of 
yourself on 

Election Day!

FULL DAY

HALF DAY

(2) 30-minute breaks

(2) 15-minute breaks



INSPECTOR TRAINING

DECLARATION AND PAYROLL SHEET
Ea ch  Pre cin ct  Worke r  m u st  s ign  th e  Ele ct ion  Office r  De cla ra t ion  a n d  Pa yro ll Roste r  
p r ior  to  s t a r t in g you r sh ift .  

In spe ctors  sh ou ld  h a ve  th e se  docu m e n t s  re a dy for  e ve ryon e  to  s ign .



Let’s Finish Setting Up

• Additional Setup:
• Hang outside indexes at the outermost doors.
• Display flag outside with blue/white stars in the top left corner.
• Place "VOTE HERE" directional signs.
• ADA signage for accessible entrances (if needed).
• Post "100 feet No Electioneering" signs.
• Tape Ballot Box Tally Sheet to Ballot Box.

Workstation Setup:
Tape appropriate 
instructions to each 
table (Roster Clerk, 
Ballot Clerk, 
Provisional Clerk).

Roster Clerk Duties:
Set up Roster, Vote-by-Mail 
Ballot Status Log, ID Required 
Notice, pink Provisional 
Envelopes, blue Vote-by-Mail 
Replacement Envelopes, 
Signature Guide Cards, pens, 
and Line Number Tracker/Voter 
Tally.

Ballot Clerk Duties:
Prepare poll ballots 
(check "Precinct" in 
top left corner), 
Certified Write-In List 
(if applicable), and ICX 
Ballot Issuance Slips.

Provisional Clerk Duties:
Organize Provisional 
Ballots (verify 
"Provisional" label), 
Provisional Roster, "I 
Voted" stickers, labels, 
Signature Verification 
Letters, and pens.

Keep blue Vote-by-Mail 
and pink Provisional 
Ballot Bags open for 
the first voter.



INSPECTOR TRAINING

ICX SET UP ImageCastX – Accessible Ballot Marking Device



INSPECTOR TRAINING

SEALS AND CERTIFICATES

1.PRECINCT BALLOTS SEAL CERTIFICATE & CHAIN OF CUSTODY - GREY
2.VOTE-BY-MAIL BALLOTS SEAL CERTIFICATE & CHAIN OF CUSTODY – BLUE
3.PROVISIONAL BALLOTS SEAL CERTIFICATE & CHAIN OF CUSTODY – PINK
4.UNVOTED PRECINCT BALLOTS TAMPER-EVIDENT SEAL CERTIFICATE – GREY
5.UNVOTED PROVISIONAL BALLOTS TAMPER-EVIDENT SEAL CERTIFICATE - PINK
6.ICX BALLOT STOCK POUCH ZIP TIE SEAL CERTIFICATE – GREEN
7.SPOILED & SURRENDERED BALLOTS CANVAS BAG ZIP TIE SEAL CERTIFICATE – YELLOW
8.OUTSIDE DROP OFF VOTE-BY-MAIL BALLOTS SEAL CERTIFICATE & CHAIN OF CUSTODY - BLUE



Opening the Polls 



OPENING THE POLLS
• First Voter Procedure:  Precinct Ballot Boxes

• Open the Ballot Box for the first voter, who will verify the Ballot Box is EMPTY.

The Inspector will then complete the “Precinct Ballots Seal Certificate & Chain of 
Custody” document (Form #1) and one Precinct Worker will verify, place it inside the 
ballot box, and seal the Ballot Box shut BEFORE the voter places ballot in the Ballot 
Box.



OPENING THE POLLS
• First Voter Procedure:  Provisional and Vote-by-Mail Ballot Boxes

• Do the same empty box inspection and complete the appropriate 
certificate, but DO NOT put the certificate into the box before sealing. 
Return those certificates to the Seals & Certificate Envelope 
until the polls close.



SPOILED 
BALLOTS

Roster and 
Provisional Clerk



TRACKING BALLOTS 

# of Ballots Received

# of Ballots Deposited in the Ballot Box

# of Spoiled Ballots

# of Ballots Remaining



Tasks to do 
Throughout the 

Day

☐ Be sure that workers are taking their breaks.
☐ You may be answering lots of questions from 

the Precinct Workers, observers, or media. 
☐ Check hourly to make sure the Ballot Box Tally 

Sheets are being used correctly.
☐ Check hourly to make sure the Line # 

Tracker/Voter Tally is being completed correctly.
☐ Make sure that voting booths are being cleaned 

periodically.
☐ Confirm that the Clerks are following processes 

correctly.
☐ Confirm that any Provisional and Vote-by-Mail 

envelopes are being filled out correctly.



Vote -By-Mail 
Process



Vote -By-Mail 
Process

No VBM ID Envelope



Outside 
Vote -By-Mail 

Ballot Drop -Off

Not a t  a ll 
Polling Pla ces 



Surrendering a Vote-by-Mail Ballot



5-Minute Question Time



CLOSING THE POLLS

Whew! Almost done!

Voters in line at 
8:00pm are 
allowed to vote.
Wait until last 

voter deposits 
ballot to begin 
closing 
procedures.
Observers are 

allowed to watch 
the process but 
not interfere or 
touch ballots.



CLOSING PROCEDURE - BALLOTS

Seal Unvoted 
Ballots

1

Tally Voted  
Ballots

2

Seal Envelopes

3

Complete Ballot 
Statements:
• Precinct
• Provisional
• ICX 

4



CLOSING THE POLLS

DO NOT REMOVE PRECINCT BALLOTS FROM 
THE BALLOT BOX UNTIL THE UNVOTED 

BALLOTS ARE ACCOUNTED FOR
AND SEALED



UNVOTED
PRECINCT
BALLOTS

DO NOT REMOVE PRECINCT BALLOTS FROM 
THE BALLOT BOX UNTIL THE UNVOTED 

BALLOTS ARE ACCOUNTED FOR
AND SEALED

101 100



UNVOTED 
PROVISIONAL 

BALLOTS

DO NOT REMOVE PRECINCT BALLOTS FROM 
THE BALLOT BOX UNTIL THE UNVOTED 

BALLOTS ARE ACCOUNTED FOR
AND SEALED

21 30



COMPLETE THE LABEL ON THE UNVOTED BALLOTS CONTAINERS

100

1 1



Tally the Precinct Ballots

100

200
300

100

85
15
100
0

200
100



Tally the Provisional Ballots



ICX BALLOT STATEMENT AND TALLY  

Disneyland
Minnie Mouse
Mickey Mouse
Donald Duck

50

101 102

103 104

4

0
46



UNVOTED ICX 
BALLOT STOCK 
POUCH 

ZIP TIE 

SEAL 
CERTIFICATE 

101



COMPLETE 
CLOSING 
CERTIFICATE 

One hundred
100

Jordan Patel Rebecca Ronco
James Martinez Delilah Nishimura
Anne Smith



CHECKLIST: SIGNATURES REQUIRED



CLOSING THE 
POLLS

Clea n & Orga nize!



ITEMS THAT 
STAY AT THE 

POLLS

Plea se do not bring 
with you to the 

Collection Center!



CLOSING
THE POLLS

THE
COLLECTION

CENTER

ALL BALLOT BOXES MUST BE RETURNED TO 
THE COLLECTION CENTER, EVEN EMPTY ONES!



5-Minute Question Time



VOTER RELATIONS



SENSITIVITY AT 
THE POLLING 

LOCATION

Impact over intent



DRIVE-UP 
CALL SIGNS

Helping all voters  
be a part of 
democracy

All polling locations will 
have (1) drive -up sign 
that directs voters to 
call the Election 
Command Center for 
assistance.

The Command Center 
will then route the 
voter’s needs to the 
Inspector through their 
county -issued flip 
phone.



LANGUAGE 
BARRIERS

We have 
Interpreters on 

standby!

English is one of many  languages spoken, 
read, written, and understood by the voters of 
the County of San Luis Obispo.

 
IF A VOTER PREFERS A LANGUAGE OTHER 
THAN ENGLISH:

• Alert your Inspector so that they can call the 
Secretary of State’s interpretation services

⚬ This service can provide real -time 
interpretation in 32 languages



ANSWERING 
VOTER’S 

QUESTIONS

It’s okay not to 
have an answer to 

everything!

Voters can ask 
anything, so it’s 
important we give 
them accurate, and 
consistent information 
every time!

GUIDE TO ANSWERING VOTER QUESTIONS

• Don’t make promises

• When in doubt, direct a voter to contact the SLO 
Elections Office

• It’s better to not have an answer than to give out 
incorrect information



Check-in: Election observers must check in with the Polling Place 
Inspector or Lead Inspector. Show the provided letter from the County 
Elections Office, if available.

Directing Questions: Questions about polling procedures should be 
addressed to the Polling Place Inspector/Lead Inspector to minimize 
disruption. Any concerns about operations should be directed to the 
county elections official.

Voting Booth Access: Only voters casting their ballots and authorized 
personnel are allowed in the voting booth area before polls close.

Precinct Board Desk: Only precinct board members and voters signing 
the roster are allowed to sit at the precinct board desk during voting 
hours.

Roster Inspection: Anyone may inspect the roster while voting or vote 
counting is in progress, as long as it doesn't interfere with the voting 
process.

ELECTION 
OBSERVERS

RULES AND REGULATIONS



ANSWERING 
VOTER’S 

QUESTIONS

It’s okay not to 
have an answer to 

everything!

Your polling location will have business cards 
for voters in both English & Spanish!

QR Codes for a 
voter to:

• Check their 
registration

• Find their 
polling center

Contact 
information for 
our San Luis 
Obispo and 
North County 
offices



DE-ESCALATING A 
SITUATION

Recognize

Assess

De-escalate

Report

THE SAFTEY OF YOURSELF AND THOSE 
AROUND YOU IS MOST IMPORTANT

When in doubt... alert your 
Inspector and remove yourself 
from the situation

De-escalation focuses on:
• Remaining calm
• Practicing empathy
• Listening to one’s concerns
• Directing a voter to resources that 

can manage their concerns

IF AN EMERGENCY EXISTS, CALL 9-1-1



DE-ESCALATING 
A SITUATION

Recognize

Assess

De-escalate

Report



ELECTIONEERING
California Elections Code

 Article 7, Chapter 4, Division 18

LET’S TALK 
ABOUT

Where:
Within the immediate vicinity of a person in line to 
cast their ballot or within 100 feet of the entrance 
of a polling place, curbside voting, or ballot drop 

box the following activities are prohibited

What activities are prohibited:

• Asking a person to vote for or against any 

candidate or ballot measure

• Displaying a candidate’s name, image, or logo



ELECTIONEERING
California Elections Code

 Article 7, Chapter 4, Division 18

LET’S TALK 
ABOUT

What activities are prohibited:

• Providing any material or audible 
information for or against any candidate or 
ballot measure near any polling place or 
ballot drop box

• Distributing, or wearing any clothing (hats, 
shirts, signs, buttons, stickers) that include 
a candidate’s name, image, logo, and/or 
support or oppose any candidate or ballot 
measure



CHALLENGING A 
VOTER

California Elections Code
Sections 14240 through 14253

LET’S TALK 
ABOUT

If the Precinct Board determines that persistent 
challenging of voters is resulting in a delay of voting 
sufficient to cause voters to forego voting because 
of insufficient time or fear of intimidation, the Board 
shall discontinue all challenges, and so note on the 
roster. California Elections Code Section 14253



CHALLENGING AN 
ELECTION

LET’S TALK 
ABOUT

Even though a member of the public 
cannot challenge a voter, they are 

permitted to contest an election based on 
misconduct by a precinct worker.

Such misconduct includes:
•Discriminating against voters based on 
race, ethnicity, party preference, literacy, 
or disability.

•Denying an eligible voter the right to cast 
a ballot.

•Intentionally misinforming voters of their 
registration status or

•Coercing or intimidating voters.



MEDIA AT 
THE POLLING 

LOCATION

LET’S TALK 
ABOUT

• Inform them you are a Precinct 
Worker and alert your Inspector

• Do not make any statements or 
act as a representative of the SLO 
Elections Office

IF A MEMBER OF THE MEDIA ARRIVES:

• While photography and video is prohibited 
at polling locations, the SLO Elections Office 
occasionally invites members of the media 
to cover polling locations on election day

• You will always be asked first before 
appearing in any content



TIPS FOR ELECTION DAY

• Be prepared ~
• Layered clothing
• Any medication
• Snacks & Drinks
• Seat Cushion
• Arrive well rested



5-Minute Question Time



Please stand if you are able and raise your 
right hand. Repeat the paragraph when 

directed.

I do hereby solemnly declare that I will 
support the Constitution of the United States 
and the Constitution of the State of California, 

and that I will to the best of my ability, 
faithfully discharge the duties of precinct 

board member for polling place or vote center 
_______________ for the election to be held on 

November 5, 2024. 

DECLARATION 
OF INSPECTORS



Congratulations, you are now a 
sworn Inspector!

Please sign and date the bottom portion of
the declaration.

DECLARATION 
OF INSPECTORS



Thank you for attending today’s training!

Your feedback is important to us as we strive 
to improve our future training sessions.

Please take a couple of minutes to complete 
the Training Evaluation in front of you.

If you have other comments, concerns, or 
questions after this training class, reach out to 

precinctworker@co.slo.ca.us 
or call (805) 781-4989 

TRAINING
EVALUATION


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	EMERGENCY SET-UP
	EMERGENCY SETUP
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Let’s Finish Setting Up
	Slide Number 39
	Slide Number 40
	Opening the Polls 
	OPENING THE POLLS
	OPENING THE POLLS
	Slide Number 44
	TRACKING BALLOTS 
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Surrendering a Vote-by-Mail Ballot
	Slide Number 51
	Slide Number 52
	CLOSING PROCEDURE - BALLOTS
	Slide Number 54
	Slide Number 55
	Slide Number 56
	COMPLETE THE LABEL ON THE UNVOTED BALLOTS CONTAINERS
	Tally the Precinct Ballots
	Tally the Provisional Ballots
	ICX BALLOT STATEMENT AND TALLY  
	UNVOTED ICX BALLOT STOCK POUCH ��ZIP TIE ��SEAL CERTIFICATE 
	COMPLETE CLOSING CERTIFICATE 
	CHECKLIST: SIGNATURES REQUIRED
	Slide Number 64
	Slide Number 65
	Slide Number 66
	Slide Number 67
	Slide Number 68
	Slide Number 69
	Slide Number 70
	Slide Number 71
	Slide Number 72
	Slide Number 73
	Slide Number 74
	Slide Number 75
	Slide Number 76
	Slide Number 77
	Slide Number 78
	Slide Number 79
	Slide Number 80
	Slide Number 81
	TIPS FOR ELECTION DAY
	Slide Number 83
	Slide Number 84
	Slide Number 85
	Slide Number 86

