
2024 General Election 
Cass County Poll Worker Training



Election Day Contacts

Election Office –
• 145 N 4th St, Room 201, Plattsmouth, NE 68048

• 402-296-9309

District Inspectors –
• East - Sabrina Parriott – 402-510-8281

• West - Alan Vervaecke – 402-670-8612

In the event of an emergency - dial 911

In the event of an accident, incident, injury or safety

concern - call the Election Office 



Compensation 

➢ If you complete the training, you will receive $20.00 

➢ Clerks/Judges receive $12.00 per hour

➢ Inspectors receive $15.00 per hour 

➢ Mileage is paid only for supply pick up and drop off (outside Plattsmouth)

➢ It takes approx. 4-6 weeks for checks to be mailed o



General Information

General Election: First Tuesday after the first Monday in November (§32-403)

Working Hours: 7:00 a.m. – 8:30 p.m. (approx.) 

Polls Open: 8:00 a.m. – 8:00 p.m. (§32-908)

Appointment Tenure: 2 Years (§32-231; §32-236)

The General Election will be held on Tuesday, November 5, 2024. 

❖ Special Elections which require polling sites to be open seldom occur; however, be aware 

they may happen (i.e., 2022 Congressional District 1 Special Election)



Time off for the Election Duty 

According to Nebraska statute, no employee shall be subject to:

➢ Discharge from employment

➢ Loss of pay

➢ Loss of sick leave

➢ Loss of vacation time

➢ Threat of any action or penalty

➢ Any other form of penalty

❖ Any issues regarding employment protection, please immediately reach out to our office or the 

Nebraska Secretary of State

** Nebraska does have employee protection rights for those working the elections, so our office can send a letter to your employer if they have an 

issue with you working the elections. 

** Employers may ask for the check to be turned into them so it may be deducted from the pay of the volunteer or draftee. Be sure to ask if anyone 

needs a letter to their employer; some employers qualify this in the same category as jury duty.

(§32-241)



➢ Clerk of the Election (§32-913)

➢ Responsible for maintaining the Alphabetical Rosters and List 

of Voters Book. 

➢ Judge of the Election

➢ Responsible for issuing and receiving the ballots at each 

polling site.  

➢ Precinct Inspector

➢ Manages each polling site and poll workers individually. 

Responsible for the proper conduct and enforcement laws of 

the election at their precinct. Completion of the set up of

ExpressVote machine, board payroll, oaths, certifications and 

all other paperwork associated with the election. 

➢ District Inspector

➢ Oversees the election process at multiple polling sites and 

enforces election law; acting as “an agent and deputy of the 

Election Commissioner” (§32-225); must be a registered 

voter; for very experienced election workers (approx. 2+ 

Election cycles).

Election Worker Positions 



District Inspectors



Before Election Day

➢ Notify Employer of election duty immediately (§32-241) 

➢ Complete training (§32-235)

➢ Vote Early (in Election office or by mail)  

➢ Precinct Inspectors MUST contact the polling site, reach out to your 

election team members, and pick up ballots and supplies (§32-232) 

➢ If you are a poll worker and have not heard from your Inspector within in a 

month before Election Day, please contact the Election Office 

➢ District Inspectors will receive their supplies the morning of Election Day



Supply Pick Up & Return Locations

201 Main St. - Plattsmouth

Election Office

145 N 4th St. Plattsmouth

Extension Office

8400 144th St. Weeping Water





Precinct Inspector - ExpressVote

➢ Remember to set up the 

ExpressVote Machines.

➢ Even if you do not have any 

voters who use it, the 

ExpressVote MUST be set up.



ExpressVote Machine Ballot
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➢ Judges will initial in the box on the back prior to inserting 

the ballot into the ExpressVote machine

➢ The ExpressVote ballots are initially blank and the machine 

will print the information out after the voter has completed 

the voting process



Ballot Certificate & Audit Report 

Verify that the seal number on the 

ballot box matches what is recorded 

on the Ballot Certification sheet.

Remove ballots from the ballot box, 

count them by precinct splits and 

then record the totals in the green

“Received” column. These numbers 

should match the numbers in the 

“Issued” column – if it does not 

match, please count again to make 

sure our numbers are accurate!)

Record the total of all ballots, 

including the ExpressVote ballots 

here. 

The precinct inspector will

complete the following 

sections of the Ballot 

Certificate & Audit Report 

before the polls open



OPEN THE POLLS AT 8:00 AM

❖ In the event the polling site is not completely set up at 

8:00 a.m., open the doors and allow the voters to line up 

inside the building.

(§32-908)



While the Polls are Open

Precinct Inspectors:

• Open & close the polling site

• Setup of ExpressVote machine

• Assign duties to other poll workers

• Ensure proper conduct of election 

and enforce laws relating to 

elections

• Assign breaks/cover positions

• Assist provisional voters

• Media contact

Clerks:

• Check voters in Roster or 

List of Voters Book

Judges:

• Issue and receive ballots 

and ballot sleeves



Early Ballots

• Do NOT accept early ballots at the polling site

• These ballots were issued with specific instructions for the voter

• Voters have until 8:00pm Election Day to return the ballots to a 

ballot drop box or to the Election Office.

• If the voter does not have time to return the early ballot as 

directed, the voter may vote a provisional ballot at their proper 

polling site.



Where do I vote?

• You may get voters who are unsure of where they are assigned to 

vote, they may have moved and haven’t updated their registration 

with the election office

• You can refer them to one of the Voter Check websites or you can 

call the election office for guidance

➢ votercheck.necvr.ne.gov

➢ ne.gov/go/votercheck

➢ sos.ne.gov (Elections – Voters – Voter Information Lookup)



Clerk 1- Manage Roster
(Black Book)

1. Ask the voter, “What is your name?” (§32-914)

2. Ask the voter, “Where do you live?” (§32-914)

3. Find the voter in the roster 

4. Ask the voter for a photo ID and they must show an 

accepted form of ID to vote. You only need to 

verify their picture on the ID not the address. 

5. If they have shown a valid form of ID - initial next to 

their name with a RED pen

6. If they provide a more “unusual” form of ID 

(passport, public school ID, etc.) mark it next to 

their name with a RED pen

7. Capture the signature of every voter (§32-914)

8. Record the line number of each voter (§32-914)

9. Tell Judge the name and ballot style of each voter  

(§32-914) 

#1 - Voter names are 

listed in alphabetical 

order

#5

passport
kb

#2

#8#6 #7

#3



Clerk 1

Things to remember:
• Every voter issued a ballot MUST sign 

the Roster or Provisional Roster

• Power of Attorneys may NOT sign for 

the voter

• Signature stamps are allowed for 

those who have a disability (§32-118)

• Voters unable to sign may make their 

“mark” in the Roster. The election 

worker witnessing the mark will write 

“Mark of (Voter Name) witness by 

(election worker’s name) next to the 

mark

• If a voter signs the Roster (black book) 

but does NOT end up voting at the 

polling site or votes provisionally, 

remember to cross out that voters’ row 

in red ink.

• If notified of a deceased or recently 

moved voter, please write the contact 

information on the notation sheet 

located in the inspector book



NE SOS Training Video

Nebraska Secretary of State Voter 

ID Poll Worker Training Video

https://vimeo.com/910583393/b3d8fe5546?share=copy


Voter ID

• June 2023 – Voter ID was put into effect - §32-123

• IDs must show NAME and a PHOTO

• IDs can be expired





Additional forms of Voter ID

• Nebraska driver’s license or state ID receipts

• Nebraska college or university ID

• Certificates of naturalization

• Concealed carry permits

• State/county/city employee IDs with a photo

• Any other photo ID meeting the requirements of Sec. 3



What is RIC and P-VIV?

Definitions of new terminology:

Reasonable Impediment Certification (RIC):

An RIC is a form that can be completed when a voter has a reasonable impediment preventing the voter from 

obtaining valid photographic identification due to:

• Disability or illness that prevents the voter from obtaining valid photographic identification.

• Lack of birth certificate or other required documents and an inability to obtain a birth certificate or other 

required documents without significant difficulty or expense.

• Religious objection to being photographed.

Provisional Voter Identification Verification (P-VIV):

• A P-VIV envelope is a provisional procedure for voters who do not present an acceptable form of photo ID 

at the poll site on election day. The voter completes their ballot, places it inside the P-VIV envelope, fills 

out and signs provisional voter’s certification on the front of the envelope or attached form. The judge will 

place the P-VIV envelope in the ballot box. The voter presents an acceptable form of photo ID on or 

before the Tuesday after the election.



RIC and P-VIV Forms



Clerk 1 – what to do if…
• Name is in the roster, address is correct and they show proper photo ID: they vote normally – this is not a 

provisional or P-VIV voter.

• Name is NOT in the roster, address is verified, provide proper photo ID and they are in the correct precinct: they 

vote provisionally. The voter signs the provisional sign in roster (not the black book) and completes and signs a 

provisional ballot application form before voting. The voter then encloses their voted ballot in the provisional ballot 

envelope and selects a PIN to access the website and check the status of their ballot after the election.

• Name is in the roster, address is correct but they forgot/don’t have a proper photo ID: the voter may go home and 

retrieve their photo ID and return prior to close of polls to cast a regular ballot OR:

1. The voter and poll worker fill out and sign the P-VIV form (with RIC if applicable)

2. Voter signs the provisional sign in roster (not the black book)

3. Attach the forms (P-VIV and/or RIC) to the white envelope

4. Voter encloses their voted ballot in the white envelope and deposits in the ballot box

5. The voter then has until the Tuesday after the election to present an acceptable form of photo ID to the 

Election Office

• Name is NOT in roster, address is verified, they are in the correct precinct but they forgot/don’t have a proper photo 

ID: the voter may go home and retrieve their photo ID and return prior to close of polls to cast a Provisional ballot 

OR:

1. The voter votes provisionally AND the voter and poll worker will then fill out and sign the P-VIV form (with RIC 

if applicable)

2. Voter signs the provisional sign in roster (not the black book)

3. Attach the forms (P-VIV and/or RIC) to the white envelope

4. Voter encloses their voted ballot in the white envelope and deposits in the ballot box

5. The voter then has until the Tuesday after the election to present an acceptable form of photo ID to the 

Election Office



Clerk 2



General Election Ballots
➢ Clerk 2 will hand the voter the 

appropriate split card for them to 

take to the judge.

➢ If the precinct has multiple splits            

they could be listed as 1.2, 1.3, etc. 

➢ Two workers must initial (in RED

ink) the front of each piece of ballot 

paper before the ballot is issued to 

the voter. Use the box under the 

bottom middle column of the ballot.

➢ Initials are affixed to verify correct 

ballot style and that there are no 

marks on the ballot other than two 

initials.



Judges

Duties

➢ Issue and receive ballots

➢ The voter will have a split card they received from Clerk 2 specifying which ballot 

style they should be given

➢ It is important that each voter receives the correct ballot – the ballot style is 

determined by the voter’s address

➢ Hand the initialed ballot, a black pen and a ballot sleeve to the voter

➢ Read the voting instructions to the voter



Judges

Ballots
➢ Once the ballot is initialed, it becomes an Official Ballot and must be spoiled if it does not get 

used

➢ 2 sets of initials must be on every ballot. This includes ExpressVote ballots

➢ Only use RED ink to initial the ballots. Black or blue ink can interfere with the timing track (the 

series of black boxes around the outside) that the machines use to identify the ballot

➢ If a voter needs a new ballot due to a mistake, change of mind etc., they may receive up to 4 

ballots. They must write INVALID or VOID across the ballot before receiving a new ballot. Place 

the voided ballots in the Spoiled Ballot Envelope

➢ Ballot sleeves should be given to every voter

➢ Voters wishing to vote without the use of a booth are permitted to do so. Please keep control of 

the situation at all times

TIMING TRACK



Judges: Verbal Instructions to Voters

Judges: Verbal Instructions to Voters

➢ Completely fill in the oval of your choice

➢ Use only the marking device provided

➢ For write-ins, you must write the person’s name and fill in the oval

➢ Be sure to look at both sides of the ballot

➢ If you change your mind or make a mistake, you may exchange your ballot 

for a new one

➢ When you are finished voting, place the ballot in the ballot sleeve so the 

initials face up at the open end of the sleeve

➢ Hand the sleeve to the Judge at the ballot box



Judges 

➢ When the voter completes their ballot, they must return the ballot to the judge

➢ Inspect the ballot for the proper initials – if the initials are not visible, only the 

voter can remove/adjust the ballot in the sleeve to view the initials

➢ Place the ballot in the ballot box, thank them for voting and offer them a sticker 

and our Results webpage information



Before the Ballot is Deposited into the Ballot Box

➢ Make sure the ballot is placed correctly in the 

ballot sleeve with the initials and ballot style 

visible.

• Have the voter re-position if necessary

➢ Make sure the ballot style is the correct precinct 

➢ If there are two pieces of ballot paper, make sure 

that the voter was not issued two of the same 

ballot paper 

➢ The Judge will verify that there are 2 sets of 

election worker initials (in red ink) at bottom of 

each piece of ballot paper. (§32-916)

Make sure to double check for two pieces of ballot paper





Provisional Voting
(§32-915)

Provisional Voting: “A procedure to protect the ballot”

Reasons for Provisional Voting:

• Voter was sent an Early Voting ballot but decided to vote at the polling location 

instead 

• Voter did not provide a valid form of ID for voting (P-VIV)

• Voter lives at an address in the precinct but is NOT listed in the Roster

• Voter requests a different ballot than what is listed in the Roster (i.e. different 

party)

• As directed by the Election Office

These voters will place their voted ballot in the provided envelope which will be 

separated at the Election Office for the canvassing process



Provisional Sign-in Sheet
*Provisional voters sign this roster ONLY – not the black book



Provisional Voters cont.



Provisionals cont.



Polls Close at 8:00 PM

➢ Anyone who is in line at 8pm must be allowed to vote

➢ Do not leave the ballot box or ballots unattended



Ballot Certificate & Audit Report 
After poll have closed, you will be using these sheets to complete your Ballot Accounting sheet.

1 2



Conduct at the Polls

Treat all voters
➢With Kindness

➢With Courtesy

➢With Dignity

➢With Respect

➢Refrain from excessive and loud visiting with voters or among yourselves

➢DO NOT engage in political conversations while conduction the election

➢DO NOT have food or beverages in open view of voters

➢Be professional and business like

➢Be prepared to deal with any situation – ex. Voter with campaign buttons, 

shirts, etc.

➢Due to the frequency of political advertisements, we prohibit the use of tv’s 

or radios during election hours



Voter Assistance

• Voters may be assisted by 

a trusted friend or family 

member, or two election 

workers of different parties

• The designee and an 

election worker will need to 

fill out a Voter Assistance 

Oath



With the large volume of campaign literature sent to the public we advise that you 

occasionally check the polling facility and voting booths for any media or 

campaign literature that have been left behind 



What to grab in an emergency, if time permits

• Personal belongings

• Ballot Box

• Precinct Roster(s)black notebooks

• List of Voters-red notebooks

• Unused ballots

• Provisional Roster

• Necessary forms & materials to allow

voting to continue such as Provisional 

balloting materials



General Information

➢ If any person removes a ballot from the polling room they forfeit and lose their 

right to vote.

➢ Voting time in booth is no more than 10 minutes.

➢ No loitering at the precinct-20 minutes max.

➢ Clear passageways to permit free ingress and egress must be maintained.

➢ No campaigning signs within 200 feet of the polling facility

➢ No observers permitted within 8 feet of the ballot box



Media

➢ ONLY THE INSPECTOR MAY ANSWER QUESTIONS 

FROM THE MEDIA REGARDING THE NUMBER OF 

PEOPLE WHO HAVE VOTED. 

➢ TV CAMERAS ARE ALLOWED AS LONG AS THEY ARE 

NOT DISTURBING THE VOTERS OR THE VOTING 

PROCESS.  

➢ THEY SHOULD GET PERMISSION FROM THE 

INDIVIDUALS BEFORE FILMING THEM.



Media Cont.

➢ Press representatives should contact the Election Commissioner as 

well as the judge of election or another poll worker at the site of their 

plans. Press representatives should have their credentials available.

➢ Press representatives are not to be disruptive at the polling place. As 

with all others, members of the media are prohibited from wearing or 

displaying campaign materials in the polling place.

➢ Official ballots, either blank or voted, should not be photographed. A 

photo of the sample ballot may be an appropriate substitute.

➢ The photographer should obtain permission from any voter, poll 

worker, or others that will appear in the photograph (or video). Voters 

are entitled to an expectation of privacy within their polling place.

➢ Any interviews with voters or videotaping standups or live broadcasts 

should be conducted outside the polling place so not to disrupt the 

voting process inside.



Exit Polls (Statute 32-1525)

Polling and interviews; prohibited acts; penalty.

No person shall conduct an exit poll, a public opinion poll, or any other interview with 

voters on election day seeking to determine voter preference within twenty feet of the 

entrance of any polling place or, if inside the polling place or building, within one 

hundred feet of any voting booth. Any person violating this section shall be guilty of a 

Class V misdemeanor.



Please complete the quiz that was sent 

with your Certificate of Appointment Letter 

and return to the Election Office to ensure 

you will be compensated for participating 

in training!

Thank you for your time 
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