




IN CASE OF EMERGENCY 
If your polling location needs emergency police on December 2, 2025: 

• Call 911 immediately in the event of any life- 
threatening emergencies (even if it is a site 
where a Police Officer/Deputy is posted)

• The on-site Poll Manager should then notify 
Captain Albritton via phone (470-421-4307)

REMINDER: ALL MEDIA INQUIRIES AND INTERACTION 
SHOULD BE DIRECTED TO: 

Erik Burton - DeKalb VRE Communications Consultant 
profilepr@gmail.com | 770-294-8475 

Contact your Area Manager 
if you have further questions 











1 

FINAL PREPARATION FOR DEPARTURE 
The Manager and one Poll Official in the same vehicle MUST turn in Election equipment and forms 

on Election Night. We recommend the one poll official is an Assistant Manager; inform the 

other Assistant Manager to be on call until Check-in is complete in case they are needed to sign 

paperwork. 

Station 1 

Items to turn in:  Black Rolling Bags (2) - Poll Pads – Blue Election Day Case-It Binder - 

Blue Precinct Bag

-Black roller bag(s) containing Poll Pads
-Black roller bag(s) containing Unused Emergency Ballots and Yellow zipper bag
containing Unused Provisional Ballots
-Blue Precinct Bag containing Election Day Case-It Binder

Item(s) given:  Manager Receipt (2 copies)

Station 2 

Items to turn in:  

Zippered Pouch with all contents, i.e., wire cutter, poll worker cards on a
lanyard, iButton/ICP Security Key, ICP lock key, etc.
Completed and SIGNED Scanner Recap AND Ballot Recap Sheet with
signed zero tape in a yellow envelope AND Opening the Polls/Zero Count
(Completed AND 3 Signatures)









EMERGENCY INSTRUCTIONS 
In the event of a situation that requires emergency evacuation of the polling location, the priority is the safety of the poll 
officials and voters; however, protection of ballots and voting documentation is of vital importance. The procedures that follow 
are intended to give broad guidelines to be followed in the event of an emergency. The poll manager should be familiar with 
these procedures and use them as necessary to meet the needs of each situation. Once emergency action has been taken, the 
manager must notify the Voter Registration and Elections Office of the situation immediately. 

If voting is discontinued for any reason, the manager must note the time that voting ceased and resumed. The poll manager 
must then notify the Voter Registration and Elections Office immediately. Georgia Election Code/Law requires the Election 
superintendent to obtain a court order to extend the closing time to allow 12 full hours of voting. (O.C.G.A.21-2-418(d) AND 
S.E.B Rule 183-1-12.06) 

No Access to Polling Location on Election Day 
If entry to the poll is not possible on Election morning, the provisional voting booth, electors list, voter certificates, provisional 
ballots and provisional bag must be used to ensure that voting begins at 7:00 a.m. Once the polling location is accessible and 
normal voting is resumed, the voters who cast a provisional ballot should not be added to the Poll Pad. All provisional ballots 
issued during this process should remain in the provisional ballot bag until the closeout using the provisional type “EH”. 

Both Poll Pad Units Inoperable 
If both poll pad units are inoperable, voters can and MUST still be checked-in by using the electors list. The process 
should be initiated without delay and is as follows: 

1. Immediately contact your Area Manager and the Voter Registration and Elections Office.
2. Using the elector’s list, verify the voter’s eligibility to vote within your precinct. Place an “X” in the EL column (RO column if

it’s a runoff) and place an “X” in the voter’s designated party choice (primary elections only).
3. Check the voter’s address, name, and date of birth to ensure that the voter does not need to complete a

name/address change card.
a. Check the elector’s list to see if the voter is indicated as IDR or Challenged.
b. Verify the voter has not voted during the early voting period and/or via absentee by mail. If there is an

“A” in the first column, contact the Voter Registration and Elections Office immediately.
c. Have the voter complete a paper Voters Certificate, then complete the Poll Official section.

4. Every voter marked on the elector’s list MUST be placed on the numbered list of voters (by party selection ONLY during a 
primary election/runoff). Keep this numbered list of voters separate from the numbered list of voters used at the check-in
station before the poll pad units became inoperable.

5. Allow the voter to select a voting booth. Using the manual ballot activation code, activate the voter’s ballot manually on the
ICX.

a. Insert the Poll Worker card into the ICX and type in supervisor code.
b. Select “Ballot Activation”.
c. Identify the voter’s ballot style by entering the assigned ballot activation code. Ballot will appear on the screen.
d. Remove Poll Worker card and allow the voter to complete his/her selection of candidates

6. If a voter does not complete their voting selections at the ICX, their ballot must be cancelled. (NEVER SELECT “PRINT 
BALLOT” FOR A VOTER) 

1. Insert the Poll Worker Card.
2. In the upper right-hand corner of the ICX screen select the “More” button.
3. Select “Cancel ballot activation”.
4. Select “Yes” to cancel. The ICX screen will return to the starting screen for the next voter.



ICX-BMD Units are Inoperable 
If the ICX machines are inoperable, contact the Voter Registration and Elections Office immediately. Process all voters via the 
Poll Pad, create voter card but DO NOT give to voter. Issue voter a paper Emergency Ballot and direct voter to the voting booth 
station to complete their ballot. Once completed, the voter will cast his/her ballot into the ICP. 
If all BMD printers are inoperable, contact the Voter Registration and Elections Office immediately. Spoil voter’s ballot only in 
the Poll Pad and issue voter a paper Emergency Ballot and direct voter to the voting booth station to complete their ballot. 
Once completed, the voter will cast his/her ballot into the ICP. 

ICP Unit is Inoperable 
If the ICP unit is inoperable, contact the Voter Registration and Elections Office immediately. Until the unit is repaired/ 
replaced, allow voters to manually cast their printed ballots in the emergency bin located in the back of the ICP unit. The 
Monitor Clerk must keep a physical count of the ballots being cast during this time. Once the unit is repaired/replaced, before 
7:00 p.m. (end of the Election Day), the ballots in the emergency bin, must be removed and fed into the ICP for an automatic 
count. 

Emergency Evacuation of Polling Location 
In the event of an emergency evacuation of the polling location, ensure that all persons are safely removed from 
danger. Notify the Voter Registration and Elections Office as soon as possible. If the situation permits: 

1. Power down the ICX-BMD Units.
2. Power down the Poll Pad Units.
3. Power down the ICP (scanner) Unit.
4. Instruct voters who are in the process of voting not to leave, but to see a poll official at a safe location within the facility to

determine how they will cast their ballot.
5. Note which voters have begun the voting process and were unable to complete voting or casting their ballot.
6. Poll Officials must gather the following documents as they evacuate:

a. Emergency envelope containing elector’s list, voter certificates and numbered lists of voters
b. Provisional ballot bag 
c. Provisional ballots
d. Provisional numbered list of voters
e. Provisional inner and outer envelopes 
f. Provisional booth 
g. Voter cards
h. Completed provisional voter certificates
i. Pens 

7. Evacuate all individuals from the polling location except emergency personnel.

8. Use the process for opening on the sidewalk to continue voting in a safe location.

Emergency Lock Down of a School
The DeKalb County School System may implement an Emergency Lock-Down of one or multiple schools. If the situation 
permits, the manager must coordinate with the school to allow escorted access to the polling location. The voters may be 
escorted by either a poll official or school personnel. It is important that voting is not discontinued during the lock-down if 
it’s safe to do so. Notify the Voter Registration and Elections Office as soon as possible. 
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Inability to Contact the Voter Registration and Elections Office 

In the event of a communications failure to the Voter Registration and Elections Office: 
1. Contact your Area Manager for any technical problems or additional instructions conveyed from the Voter

Registration and Elections Office.
2. For any voter who is marked Absentee and states he/she did not request an absentee ballot and/or did not vote

during advance voting, allow the voter to cast a provisional ballot.
3. If asked, inform the public and/or press of the communications problem at the Voter Registration and Elections Office.
4. If the situation at the Voter Registration and Elections Office is severe, be prepared to go to an alternate location for

check- in. Your Area Manager will be notified of any changes.
5. The Area Manager will have special cell numbers for emergency contact with the Voter Registration and Elections Office.




