Machine Tenders--Duties and Responsibilities
Arrival at the Polls
· Materials are stored in a large plastic box and in the metal cabinet
· Refer to the Assistant Registrar for the polling place layout

· Use yellow caution tape for line control

· Set up outer signs (use 75 foot tape)
· Place blue painters tape on the floor about 6 feet from the ballot box to maintain privacy of the voter

During Polling Hours--Throughout the Day
· Monitor the polling place for any potential problems—report to the moderator
· One tender should be at the voting machine positioned about 4-5 feet in front of the ballot box. 
· Be sensitive to voter privacy by keeping voters waiting to place their ballots in the box back away from those at the machine.  

· Keep a file folder to use as a privacy sleeve in a voter has difficulty with a ballot while voting.

· Check inside of privacy booths for
· Missing pencil

· Literature or graffiti
Monitoring the Voting Machine
· Advise voter to insert their ballots upside down, one at a time slowly.

· If ballot is rejected have them (or help them) read the screen on the machine.

· Over Vote—Advise the voter he can get another ballot from the Ballot Clerk or if the voter wants to vote the remainder of the ballot—call the Moderator
· No Vote—Advise the voter that no vote on the ballot was registered.  He may have checked names and not darkened the ovals.  He may revote that ballot or get another from the Ballot Clerk.
· Machine Jam—call the Moderator

· HAND “I Voted” Sticker to exiting voter as is  DO NOT remove backing sheet
Helping the Voter
· Children under 15 may accompany voter, but SHOULD NOT place the ballot into the machine
· Handicapped voter may have another person assist them
· If the voter asks for assistance CALL THE MODERATOR!!
End of the Day
· Help take down and store crowd control material 
· Fold up voting booths 

· Assist in any other tasks assistant registrars request

· You may leave when the moderator excuses
Comfort Keys
· Bring a comfortable chair or cushion

· Bring your lunch
