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A. INTRODUCTION 
 
The following is an outline of the manner in which this General Election on November 3, 2020, is 
to be conducted. The step by step operation is based on the method set forth by state statute in 
‘Title 19 - Elections’ and therefore must be carefully adhered to. 
 
This booklet has been written as simply and as accurately as possible to explain the full extent of 
election workers’ responsibilities in conducting a fair and honest election. 
 
Novice and experienced clerks are expected to read the instructions contained herein before 
undertaking duties on Election Day. 
         
 
NOTE: The numbers following each section of this booklet are references to specific sections of 
the State of New Jersey Election Law in Title 19. 
 
 
This General Election, to take place on November 3, 2020, has been modified by the State of 
New Jersey, specifically in accordance with Governor Murphy’s Executive Order #177, due to the 
COVID-19 pandemic.  This Executive Order was written to ensure the full participation of voters 
and candidates in the election process by offering an alternative to reporting to public polling 
places during the crisis, voting-by-mail.   
 
Also, according to the Order, an individual who receives a vote-by-mail ballot but has not voted 
and returned the ballot, may proceed to their polling place and vote using a provisional ballot.  
Also, voters who complete a mail in ballot may proceed to their polling place and submit it there.  
Mail in ballots may also be dropped into secure drop boxes, located throughout the County.  The 
Governor has ordered the opening of a limited number of public polling places that meet public 
health standards to mitigate the spread of COVID-19, to support historically disenfranchised 
citizens’ ability to vote.  
 
Your participation as a Poll Worker in the election process is integral to this support.  The 
following guidelines have been set to define the steps for provisional balloting, mail in balloting 
and disability-assisted voting for this election.  These guidelines adhere to Executive Order #177 
to ensure the safety of all poll workers, voters, and the public. 
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B. ORGANIZATION OF THE  
DISTRICT BOARD OF ELECTIONS 

 
On or before the second Tuesday preceding the Election, the members of the District Board, 
otherwise known as Poll Workers, must meet and organize.  One member is elected as Judge, who 
shall be Chairman, and another member of the opposite political party is elected the Inspector.  If 
the Board fails to elect either on three ballots, the senior member in length of service on this 
respective District Board shall be Judge and the next senior member of the opposite political party 
shall be the Inspector.  The remaining members are Clerks of the District Board.  

19:6-10 
 
While the Judge is responsible for completion of paperwork, all Board Members have equal 
authority on Election Day.  District Board Members must always wear their badge and have 
their Certificate of Appointment with them while performing their duties.  Emergency 
Certificates of Appointment may be used if a substitute District Board Member is appointed to fill 
a vacancy.  Emergency Certificates of Appointment are included with the Election supplies.  
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C.  GOVERNOR PHILIP D. MURPHY, 
EXECUTIVE ORDER #177 

Section 6: 
 

County Boards of Elections must ensure that polling places and poll workers implement, at 
a minimum, the following requirements:  
a. Limit occupancy within a polling place to a number that permits voters to maintain a 

distance of six feet between each other and poll workers at any time;  
b. Ensure six feet of distance between voters and ensure six feet of distance between 

voters and poll workers through the demarcation of six feet of spacing in voter lines 
and poll worker stations to demonstrate appropriate spacing for social distancing;  

c. Require infection control practices, such as regular hand washing, coughing and 
sneezing etiquette, and proper tissue usage and disposal;  

d. Provide poll workers break time for repeated handwashing throughout their shifts;  
e. Require frequent sanitization of high-touch areas in polling places consistent with CDC 

guidelines as of the date of the election;  
f. Place conspicuous signage at entrances and throughout the polling place alerting poll 

workers and voters to the required six feet of physical distance;  
g. Provide sanitization materials, such as hand sanitizer and sanitizing wipes, to poll 

workers, voters, and those accompanying voters;  
h. Require poll workers to adhere to CDC guidelines as of the date of the election 

regarding face coverings while in the polling place, except where doing so would inhibit 
that individual’s health, and require poll workers to wear gloves when in contact with 
voters and those accompanying voters. County Boards of Elections must provide any 
required face coverings and gloves for poll workers, without charge to the poll 
workers. If a poll worker refuses to wear a required cloth face covering for non-
medical reasons, then a county Board of Elections may decline entry to the individual. 
Nothing herein should prevent a poll worker from wearing a surgical-grade mask or 
other more protective face covering if the individual is already in possession of such 
equipment. Where a poll worker declines to wear a required face covering at a polling 
place due to a medical condition that inhibits such usage, they shall not be required to 
produce medical documentation verifying the stated condition; 

i. Require appointed challengers to adhere to CDC guidelines as of the date of the 
election regarding face coverings while in the polling places and while in any location 
where the challenger is serving in such a capacity, such as while observing the 
counting of ballots. If an appointed challenger refuses to wear a required cloth face 
covering, then a county Board of Elections may decline entry to the individual; and 

j. Strongly encourage voters and those accompanying voters to adhere to any CDC 
guidelines as of the date of the election regarding face coverings while inside polling 
places except where doing so would inhibit that individual’s health. County Boards of 
Elections may provide such face coverings for voters and those accompanying voters, 
without charge to them. If a voter or person accompanying a voter refuses to comply 
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with the CDC guidelines, a poll worker shall not deny entry to the voter or person. 
Nothing in the stated policy should prevent voters from wearing a surgical-grade mask 
or other more protective face covering if the individual is already in possession of such 
equipment. 

 
D. SAFETY MEASURES IN THE POLLING PLACE 

 

P lease do not bring cleaning supplies to the polling place.   
Personal protective equipment and cleaning supplies w ill be provided  

for all Poll Workers. 
 
In accordance with the Center for Disease Control, the following safety guidelines are 
recommended to prevent the spread of the virus: 
 
Wash hands 
 Wash hands often with soap and water for at least 20 seconds, especially after nose 

blowing, coughing, or sneezing; using the bathroom; and before and after eating food.  If 
soap and water are not readily available, use alcohol-based hand sanitizer with at least 
60% alcohol. 
 

Cover up 
 Cover the mouth and nose with a cloth face cover at all times.  Secure the face covering 

over the mouth, nose, and chin.  Do not touch the front of the face covering with your 
hands.   

 Wear a face shield when interacting with others within the six-foot distance guideline. 
 Cover hands with gloves when interacting with voters.  Discard gloves and secure a new 

pair after cleaning or touching surfaces. 

Keep a six-foot distance from others 
 Stay at least six feet (about two arms’ length) from other people. 
 Use markers to guide distancing. (tape, cones) 
 Do not gather in groups. 

 
Cleaning and Sanitizing Guidelines 
 Discard any used tissues, wipes, masks, pens, and gloves. 
 Wear gloves when cleaning and disinfecting surfaces. 
 Clean and disinfect frequently touched surfaces: 

o Tables and chairs 
o Doorknobs and handles 
o Light switches 
o Phones 

*All Poll Workers are charged with cleaning throughout the day. 
 

Safety supplies 
o Hand sanitizer 
o Masks, Face shields 
o Gloves 
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E. OPENING OF THE POLLS 
*Polls must be open for voting from 6:00 a.m. to 8:00 p.m.* 

 
1. DELIVERY OF MATERIAL:  By the day preceding the Election, upon notification of the 
Municipal Clerk, one Poll Worker shall obtain from the Clerk’s office, the registration binders and 
all the other election supplies to be delivered to the polls for the Election.             19:14-35 
 
2. SUPPLIES:   See Checklists 
 Election supplies 
 Provisional balloting supplies 
 Ballot bag on wheels 
 Safety supplies 
 Cleaning supplies 
 Machine supplies 
 A-frame signs from state 

 
3. GENERAL DUTIES of ELECTION WORKERS: 
 
Board Vacancy:  If a District Board has less than the required four members in attendance when 
the polls open at 6:00 a.m., the remaining members (whether it shall be three, two or one) shall 
open the polls on time in readiness for the first vote. The remaining members shall function until 
the vacancy is filled.                     19:6-6
          
Arrival Time and Lunch Hour: 
District Board Members are directed to meet at the polling place at 5:15 a.m. to prepare the polls 
to open at 6:00 a.m.               19:52-1 
 
One District Board Member at a time may be absent from the poll for a period of one hour or 
less between the hours of 1:00 and 5:00 p.m.  A majority of the Board (three Board Members) 
shall be present at all the times when the polls are open.           19:15-2 
During this break, Poll Workers may remain in the building in a side room or break room but 
must be away from all active voting areas.  They may also leave the building for their break time. 
 
Election Day Procedures: See checklist 
 
4. SETTING UP and ARRANGING THE POLLING PLACE: 
Tables and chairs are arranged with distancing guidelines.  Tape lines on the floor indicate six-
foot distancing. 
 
AMERICAN FLAG:  The American Flag is displayed outside the polling place during polling hours. 
 
SAMPLE BALLOTS:  Two or more sample ballots must be open for inspection to all voters. In 
addition, wherever applicable, two or more multilingual sample ballots must be posted in the same 
manner.  (Not required per Executive Order #177.)       19:49-4 
 
SIGNS & MAPS:  All provided signs and an Election District map of the municipality must be 
posted. The VOTE HERE sign should be displayed at an outside entrance to the polling place.  All 
multilingual signs must be displayed. 
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Handicapped Accessibility signs must be posted at the handicapped accessibility entrance to 
the polling location. Affix the disability sign to the table by the voting machine, to inform the 
voters that the machine is for disabled voters ONLY. 
 
VOTING MACHINE PLACEMENT:  Place at least three feet from the wall or partition and at least 
four feet from any table where Poll Workers are seated. Place the machine so the ballots on the 
face of the machine can always be plainly seen by the Poll Workers and Poll Watchers (Challengers) 
when not in use by the voters. 
 
VOTING MACHINE PREPARATION: See Voting Machine Checklists 
 
DISTRICT BOARD MEMBER and CHALLENGER SEATING:  The polling place is arranged for 
the District Board Members to be seated at tables adjacent to the voting machine. Challengers are 
prohibited from sitting behind the Poll Workers or near the voting machine, or from conducting 
conversation with the voters. All tables with adjustable legs must be set at a height of 27 
inches to meet ADA requirements. 
 
**No individual, including District Board Members, may be in a posit ion that they may 
ascertain how  a voter has voted. 
 
5. POLICE POWER—ASSISTANCE:  The District Boards of Election are empowered to preserve 
the peace and maintain order in the polls at all times and are vested and charged with all the 
powers and duties of constables during the progress of the election. 
Any two Board Members may request the assistance of one or more policemen to assist 
in maintaining order if they deem it necessary.       19:6-16 
 
6. PEOPLE PRESENT IN THE POLLING PLACE:  The following people may be present: 

 District Board Members  
 Voters and their minor children  
 Legal Challengers with credentials from the Middlesex County Board of Elections 
 Candidates on the ballot – do not need to present credentials 
 Members of the County Board of Elections or their representatives  
 Police (if assigned)  
 Members of the media with credentials from the Middlesex County Board of Elections  
 Municipal Clerks or their representatives  
 Persons who have been chosen by disabled or illiterate voters to assist them with voting  

 
7. PREPARATION OF CERTIFICATION: 

Oath of Office – Before opening the polls, District Board members must take and sign the 
Oath of Office sent by the County Clerk.  The Certificate of Oath must be completed and 
returned with the election supplies at the conclusion of the election. 

 
8. CAMPAIGNING: 

There shall be no electioneering within the polling place or within 100 feet of the outside 
entrance to the polling place.                19:34-15 
Loitering within the same area is strictly prohibited.             19:34-6 
Campaign buttons, party insignia or campaign literature are strictly prohibited in these 
areas.                    19:34-19 
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F. BALLOTING 
 
Due to the ongoing public health crisis caused by the spread of COVID-19 virus, Executive Order 
#177 issued by Governor Philip Murphy dictates that balloting at polling places will be conducted 
with provisional paper ballots.  Poll workers are charged with assisting voters at polling places 
with obtaining provisional ballots and completing and submitting these ballots. 
 
Poll Workers are also charged with assisting voters with submission of mail-in ballots, which 
voters have received at their address.   
 
Provisional Balloting Supplies and Procedures – see checklist 
Mail in Balloting Supplies and Procedures – see checklist  
 

G. DISABLED VOTERS 
 
If a voter indicates that they are not able to complete a provisional ballot, are disabled and must 
vote on the voting machine, the Poll Worker must assist with verifying voter registration in the 
modified poll book, and in ascertaining if the voter has sent in a mail-in ballot.  
 
Poll Workers should call the Board of Elections at 732-745-3471 for assistance w ith 
cross checking if the voter has already voted by mail. 
 
If the voter is cleared to vote on the machine, the Poll Workers assist with the Disability 
Certificate of Assistance and the Authority to Vote slip.  After the voter signs these documents, 
the Poll Worker gives the voter a blank ballot card to insert into the machine and commence 
voting. 
 
Voting Machines Procedures – see checklist 
 

The Board of Elections must approve the use of the 
Universal Voting Console for Audio Voting. 

 

CALL 732-548-2410  
TO RECEIVE APPROVAL  

to use the Universal Voting Console 
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SAMPLE 

DISABILITY CERTIFICATE OF ASSISTANCE 
 

I, _______________________________________   ______________ 
   Name of voter                                                                  Voter’s ID #   
 
Whose home address is _________________________ ______________ 

        (Street Address)                             City/Town 
 

DO HEREBY CERTIFY, subject to the penalties for fraudulent voting, that: 
I am a person with a disability that prevents me from voting a paper ballot or an  
electronic ballot without assistance. 
I have not returned and will not return my vote by mail ballot nor have I been  
issued an electronic ballot.  
 
________________________________________________ 
Signature of Voter 
 
 
 

SAMPLE 
DISABILITY CERTIFICATE OF ASSISTANCE 

 
I, _______________________________________   ______________ 
   Name of voter                                                                  Voter’s ID #   
 
Whose home address is _________________________ ______________ 

         (Street Address)                      City/Town 
 

DO HEREBY CERTIFY, subject to the penalties for fraudulent voting, that: 
I am a person with a disability that prevents me from voting a paper ballot or an  
electronic ballot without assistance. 
I have not returned and will not return my vote by mail ballot nor have I been  
issued an electronic ballot.  
 
________________________________________________ 
Signature of Voter 
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H. NON-ENGLISH-SPEAKING VOTERS 
 
VOTER ASSISTANCE: 
Voters who cannot read or write English are considered illiterate under Federal Law, regardless of 
their native language. They may be assisted by an interpreter of their own choice.  Neither the 
voter's employer nor officials of his or her union may assist the voter. 
 
Anyone who interferes with the right to vote or fails to comply with the law may be subject to civil 
and criminal sanctions. 
 
MULTILINGUAL MATERIALS: 
Middlesex County is a multilingual (English, Spanish & Asian Indian) county under the Federal Civil 
Rights Act, which mandates all election materials for the public must be in multiple languages. 
 
MULTILINGUAL CLERKS: 
Additional clerks may be assigned to districts as multilingual clerks, in addition to the normal 
contingent of clerks.  They work in conjunction with all District Board Members. 
 
MULTILINGUAL ASSISTANCE: 
If a multilingual clerk is not available and a voter needs assistance because they are not proficient 
in English, call the Board of Elections at 732-745-3471 for assistance. 
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I. CHALLENGERS - CHALLENGES 
*Per the Executive Order, all Challengers must abide by the safety guidelines as 

pertains to distancing and wearing masks. 
 
Challengers may be appointed to represent the following in each election district: 

 A candidate or group of candidates whose names appear on the ballot  19:7-2 
 Democratic and Republican Parties       19:7-1  
 Either side of a Public Question       19:7-2 

 
When appearing to serve, a Challenger files a certificate of appointment with the District Board.  If 
their certification is for a single district, it shall not be returned.  If the certification is for an “At 
Large” Challenger, it must be returned when they leave.  All challengers must be given the sheet, 
“Challengers Dos and Don’ts.”  The Challenger wears an Official Challenger Badge at all times while 
serving at the polls.  Only one (1) Challenger representing any of the above is permitted in the 
polling place at any given time.         19:7-6 
 
A Challenger has the power to challenge the right to vote of any voter.  They have the power to 
ask all necessary questions to determine this right.  However, only poll workers can directly 
question voters.           19:7-5 
 

WHO MAY CHALLENGE: 
 District Board Members by virtue of their appointment     19:15-18 
 Candidates in their own behalf providing their name appears on the ballot  

(Candidates are not issued badges.)        19:7-2 
 Official Challengers who have filed the proper credentials as stated above  

   19:7-1 and 19:7-2 
 
REASONS FOR CHALLENGING:  
A voter may be challenged if the voter is: 
 Under 18 years of age         19:31-5 
 Not a citizen of the United States - A person so challenged shall declare under oath that 

he or she is a citizen of this country and/or is so named in a certificate of naturalization. 
    19:15-20 

 Residency - Voter has moved out of Middlesex County more than 29 days before election 
day.             19:4-4.1 

 Not the person they say they are 
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When a Challenger challenges a voter's right to vote, the following steps and forms must be used 
in the correct order: 
 

1. FORM GP2 (Challenger's Affidavit) 
For each challenge, the Challenger must complete this form. One copy is given to the 
challenged voter. The original form is returned to the Board of Elections by the Municipal 
Clerk. 

 
2. FORM C-3 
A District Board Member reads this form aloud, to inform the voter of their rights.  The 
voter is given a copy of Form C-3 if they wish to have it. 

 
3. FORM C-4 
The challenged voter must complete this form.  One copy is given to the challenged voter. 
The second copy is given to the Challenger.  The original form is returned to the Board of 
Elections by the Municipal Clerk.   

 
4. FORM C-5 (the voter’s complaint form and envelope)  
If the voter has a complaint, take all reasonable steps to address it.  If it cannot be 
addressed at the polls, issue to the voter a voter’s form and envelope.  The voter writes 
their complaint on the form and places it in the envelope.  The District Board Member 
collects the envelope and places it in the supplies to be delivered to the Board of Elections 
at the close of polls. 

 
DECIDING A CHALLENGE: 
 
The decision to allow a voter to vote is made by a majority vote of the District Board.  In the case 
of a tie vote, the voter is allowed to vote.        19:15-24 
 
District Boards handle all challenges and ask all the necessary questions required to determine a 
voter’s eligibility to vote. Challengers direct their challenge to the District Board, not the voter. 
Upon completion of the questioning, the District Board takes a vote amongst their members and a 
determination is made at that time.  
 
If a District Board Member does not agree with a decision made, an appeal or protest may be 
filed with the Board of Elections at 732-745-3471 on Election Day or in writing immediately 
thereafter.             19:16-6 
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J. EMERGENCY BALLOTS 
 

The law  requires that the Board of Elections must approve 
the use of emergency ballots. 

 

CALL 732-548-2410  
TO RECEIVE APPROVAL  

BEFORE THE EMERGENCY BALLOT BAG IS 
OPENED AND BALLOTS ARE ISSUED. 

 
 
CIRCUMSTANCES WARRANTING USE OF EMERGENCY BALLOTS 
 

 If there is a voting machine failure, contact the Voting Machine Warehouse immediately to 
request a technician - 732-548-2410. 

 
 The Voting Machine Warehouse will grant permission to use Emergency Ballots if the voting 

machine does not continue to function. 
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K. CLOSING THE POLLS 
 

At 8:00 p.m., announce to those present the Closing of the Polls. 
 
Any voter within the Polling Place and in line at 8:00 p.m. may vote.      19:15-9 
 

MATERIALS RETURNED TO MUNICIPAL CLERK:              
 Results envelope 

o USB drive, Zero Proof tape and Results tape 
 Voting machine keys 
 Modified poll books 
 Tally Worksheet 
 Two-Hour Public Notice Form 
 ATV pads 
 Affidavits - Court Orders 
 Replacement Challenger forms 
 Challenger Credentials returned 
 Disability Certificate of Assistance book 
 Blue Bins 

o Orange bags with unused provisional ballots and envelopes 
o Any spoiled ballots 

 Ballot bag – full of voted provisionals and mail-ins 
 Provisional Ballot Chain of Custody Forms (from the County Clerk)  
 Poll Worker Oaths  
 Emergency Ballot Tally Sheet (if used) 
 Polling place list and Drop box list 
 Signs and other materials 
 Unused pens, masks, wipes, gloves, face shields 
 
 
POLL WORKER DUTIES: 
 
Election Day Procedures - see checklist 
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L. VOTING MACHINE INSTRUCTIONS 
 
 

 
ALL VOTING MACHINE ISSUES or CONCERNS: 

Immediately call 732-548-2410 
--------------------------------------------------------------------------------------------------------------------------- 
 
 

Refer to 
 

 OPENING and CLOSING THE MACHINE CHECKLISTS 
 

 VOTING MACHINE PROCEDURE CHECKLIST 
 

Follow  these step-by-step instructions  
to work the machine and process voters. 
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Statement to read verbatim 

to Voters seeking to vote  
on the Voting Machine: 

 
“The machine is legally designated for 
disabled voters who can’t vote without 

assistance. Do you have a disability that 
prevents you from voting without 

assistance? “ 
 
 


