
 16 

 

Nassau County Board of Elections 

240 Old Country Road—5th Floor  

Mineola, N.Y. 11501 

(516)571-VOTE (8683) 

Rev. 8-2019 

 

Nassau County Board              
of Elections 

Poll Worker 

Orientation  

    JOSEPH J. KEARNEY   

REPUBLICAN COMMISSIONER OF ELECTIONS          



 2 

 

Nassau County Board of Elections Rev. 8-2019 

 

Nassau County Board of Elections 

  Spanish Translators  

 Not all polling locations will have a Spanish Translator. If 

your location is assigned a Translator, they are under the auspices of 

the Poll Coordinator and they have only one responsibility, and that 

is to translate.  They do not advise any voter nor do they fill in for 

missing inspectors or set up the polling location. If however, your 

location does not have one and you have a Spanish–speaking               

person that needs assistance, you can call the Board of Elections, 

where a  Spanish translator will be available.  

 In addition, the AutoMARK is programmed to translate              

ballots into Spanish, as well. 

Notes 
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Difference Between Inspectors and Chairpersons:  

Chairpersons are considered Inspectors too, but have additional            

responsibilities than Inspectors. They are the ‘team leader’ for the 

Election District.  

 

Poll Coordinators 

 There are two Poll Coordinators assigned to each polling 

place, one from each political party. The Poll Coordinators oversee 

the polling place on Election Day.  This means they have specific             

duties to ensure things run smoothly, which includes:  

• distributing supplies from the Supply Cart to each Chairperson; 

• setting up the polling place privacy booths;  

• setting up and assisting voters with the AutoMARK BMD;  

• posting polling place signage inside and outside;  

• greeting voters, directing them to the correct Election District 

table, if needed;  

• assisting voters with problems; and 

• troubleshooting jams on the DS200 voting machines and the  

AutoMARK ; and  

• they are the last to leave the polling location .    
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Welcome to the Nassau County Inspector Program! 

  

 The Board of Elections works hard all year to ensure that          

elections run smoothly, but we can’t do it alone.  

 Each election, we count on you and many other Inspectors 

throughout our communities to make sure that every voter leaves 

the polling place satisfied, confident in the democratic process, 

and eager to return on the next Election Day.  

 The objective of this orientation booklet is to provide you 

with an overview of pre-election information. 

 

What makes you qualified to become an Inspector  
 First, you must be a registered voter.  

 Second, you must be a resident of Nassau County.  

 Third, you cannot hold any publicly-elected office or be a  

candidate for public office or party position at the district 

where you will work. Nor can you be a spouse, parent, or 

child of a candidate who is running for office at the district 

where you will work.  

 Fourth, you must be able to speak, read, and write the           

English language.  
 

 In order to become certified, you must attend an official 

training class conducted by the Board of Elections and pass the         

examination.  
 Once you are a certified Inspector, you will be ready to      

assume your responsibilities.  
 We hope you enjoy the electoral process of which you are 

to embark and find your service to voters equally rewarding.   

Nassau County Board of Elections 
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Voter’s Bill of Rights                                                      

posted in all Polling locations 

Nassau County Board of Elections 

    PLEASE                    POST 

Rev. 8-2019 

 

Nassau County Board of Elections 

Inspectors 

 For each election district in the county, the Board of Elections 
will appoint four (4) Election Inspectors (two from each of the two  
major parties).  Appointments are made from lists certified by the                   
Chairpersons of each Party.  

 The appointment is for one year. Each Inspector takes an oath 
of the office given by the Board of Elections. If you are called to fill-in 
for an Inspector who is unable to work, sign and return the Inspector 
Oath to the Board of Elections with your other supplies.  

 Inspectors help set up their Election District and assist voters. 
It is important that Inspectors work as a team to ensure that an             
honest, efficient election is conducted and that proper order is           
maintained in the polling place.  

 

 

 

 

 

 

 

 

 
 

Chair persons  

 The Chairperson is a team leader who supervises Election Day        
activities.  If you are chosen to be a Chairperson, you are paid an         
additional amount to reflect additional duties.   

 This means you have specific duties to ensure things run 
smoothly, which include the following: accounting for and distributing 
all of the day’s election supplies; assigning lunch and dinner breaks; 
ensuring that all required forms are filled out completely and                  
accurately; making sure pay vouchers are signed and returning all     
supplies to the local police precinct.  

Hemp 14 009 

Election District 



 12 

 

 

 In 2010, Nassau County Board of Election replaced the          

mechanical Lever machines with electronic tabulators that scan paper 

ballots in compliance with the Help America Vote Act (HAVA).  There 

are 2-machines involved in the voting process. There’s the actual  

scanning tabulator known as the DS200 Voting machine and the Ballot 

Marking Device or BMD, known as the AutoMARK.  In addition to 

these machines, the polling place will have pri-

vacy booths and privacy folders for those who 

cannot use the privacy booths .  

DS200 is pictured left and the AutoMARK 

is pictured above 

 Voters complete a ballot in a privacy booth and cast them in the 

DS200 that is positioned behind each Election District table.   

 Voters who are unable to mark their ballots can use the                     

AutoMARK to do it for them. The AutoMARK is not a tabulator, 

after the ballot is marked it is printed for the voter to bring to the 

DS200 to cast.   

 Voters in wheelchairs who cannot reach the Privacy Booths but 

can complete a ballot by hand can use the Privacy Folder by the  

Poll Coordinator’s table for that purpose.   
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History  of Voting  

The Declaration of Independence declared that “All men are created 

equal,” and demanded that government represent the people’s           

interest—meaning the right to vote for representation.  

 

Voting is Private:  

No one is allowed to interfere with the voter’s right to vote.  

School children are taught that “In all states, voting is free.  It is also 

voluntary; no one can be forced to vote.  It is also a crime to try to 

stop another person from voting. Voting is private – no one can see 

how another person votes.”  A person may vote only once in an             

election. 

 

Voter’s Bill of Rights 

The Voters’ Bill of Right emphasizes their rights of which the most 
important rights are:  
 SECRECY IN VOTING: Secrecy in voting will be preserved for 
 all elections. 
 
 FREEDOM IN VOTING: Cast your vote, free from coercion or             

 intimidation by elections officers or any other person. 

 

Nassau County Board of Elections 
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In order to be eligible to vote, there are certain requirements that 

need to be fulfilled.  These requirements include: 

1. You must be a United States Citizen. 

2. You must be 18-years of age by the date of Election. 

3. You must complete a Registration Form and submit it to the 

Board of Elections. These forms are available on the Board of 

Elections’ website—www.nassauvotes.com, at schools, post        

offices and the Dept. of Motor Vehicles, just to name a few.  

4. You cannot vote if in jail or on parole for a felony conviction. 

 In completing the Registration Form, the registrant must  

provide I.D. such as a driver's license number or the last 4-digits of 

their social security number.  If this information is not provided, the 

Board of Elections will notify them of the deficiency by mail.  

 If the registrant does not respond to the request, they can 

still vote by providing I.D. on Election Day—you as an Inspector will 

know when to ask for that I.D. as there will be an ‘I.D. Required’ no-

tation beside their name.  This is the ONLY time you can request I.D. 

from a  voter.  More on this will be covered in class. 

 The Registration Form also asks the registrant to select a  

political party to which they want to be affiliated.  This is important 

for Primary Elections as you will learn. If the registrant chooses not to 

be affiliated with any party, then they may not vote in a Primary.  
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Nassau County Board of Elections 

                                       (Con’t)  

 

 If there is a chance you will be working at a polling place          
other than your own and unable to vote at any of the available Early 
Voting locations in the County, then voting prior to Election Day by 
Special Absentee Ballot is the best plan for you. 

What to Wear 
 

 It’s Election Day and you are ready to serve at the polls, but 
what should you wear? 

 Because you are a public employee for the day, appropriate 
casual dress is required.  What you wear helps set the professional 
tone that should be present in your polling place at all times.  

  On Election Day, select comfortable and appropriate attire. 
Please do not wear any political or campaign items, anything that pro-
motes a candidate or issue, or perfumes or aftershave, which may 
affect sensitive people.  

 You may wear patriotic colors. You may bring a jacket or 
sweater in case the temperature in the room is cool.                                                                         

What You May or May Not Bring 
 

 You may bring the following items to the polling place on Elec-
tion Day: food and drink for yourself; and any required medications.  

 Do not bring any political items, pets, or alcoholic beverages.  

Election Day is a long day, and we understand there may be times 
when no voters are in your polling place. 

 If newspapers and radio or television are present at your poll-
ing place, please set the newspapers aside and turn the radio or               
television  off, as political ads may be airing. 
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Voters Notified Where To Vote 

 Sometime in March, the Board of Elections mails out Acknowl-

edgement Cards to every voter advising them of their T/AD/ED 

(Township/Assembly District/Election District) and  voting location.  It 

also advises them of upcoming elections.  As you will learn, this infor-

mation is vital in the election process.   

Mail Check cards are barcoded. If a voter brings their mail check card 

with them to the polling place on Election Day, these cards can be 

scanned on the Poll Pad to locate the voter’s information.  

 

Every vote counts, including your own!  

If you are serving as an Inspector on Election Day, you are encour-
aged to vote in one of the following ways: 

• Vote at Early Voting Locations. 

• Vote on your lunch or dinner break, or 

• Vote by Special Absentee Ballot prior to Election Day. 

Rev. 8-2019 
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General Election  

 Election Day in the United States is the day set by law for the 

general elections of public officials. It occurs on the Tuesday right after 

the first Monday in November  (this does not necessarily mean the 

"first Tuesday" in a month because the first day of a month can be a 

Tuesday).   Any registered voter can vote in this election at their          

designated polling location.                                                                                              

   Primary Election 

 A Primary Election is held prior to the General Election.            

A   Primary Election may take place within each of New York State's           

official political parties. It precedes the General Election to provide 

enrolled political party members the opportunity to nominate the  

party’s candidates for elected office as well as to elect various party 

offices.  If there is no contest in a party then there is no Primary for 

that party. 

 In a Primary, only voters registered in the party in which the 

Primary is held can vote.  How will you the Inspector know? At the 

time the voter registered to vote, if they chose a party to which they 

wanted to be affiliated, then their name will appear in the Poll Pad of 

for that political party that day.                                                                         

   Special Election 

 A Special Election is held in jurisdictions to fill an office that 

becomes vacant prior the end of its corresponding terms. That means 

should an elected official be unable to complete his term in office, 

then a special election can be called (by the Governor or County Exec-

utive) to fill the vacant seat.  If a Special Election is called in a specific 

district, only registered voters (of any party) in that district can vote.  

 A Special Election can also be held if a special referendum is 

put before the voters.  If the Referendum is county-wide, then all          

registered voters can vote. 
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 Election Districts  

 Election Districts are determined by population. In Nassau 

County, each town is a piece of a larger pie.  We have individual 

towns, townships, assembly districts, senatorial districts and congres-

sional districts. Where you live determines to which of these districts 

you belong. 

Street Addresses Mapped 

 Where you live will either be within a Township or a City. 

Your Township or City is within an Assembly District and your actual 

street address is considered an Election District. The Board of             

Election codes this information as follows:    

 

 
 

 

 

 

 
 

Your street address is assigned an Election District or E.D. number. 

For example:  

If you live at 125 Main Street, Pt. Washington, your                                       

T/AD/Ed would be 416040 

4= Town/16= AD/040=ED.   

Township/City (T)  Assembly District (AD) Election District  (ED) 

Township/City Alpha Numerical 

GLEN COVE GC 1 

HEMPSTEAD H 2 

LONG BEACH LB 3 

NO. HEMPSTEAD NH 4 

OYSTER BAY OB 5 

Nassau County Board of Elections 

Townships and Cities are further coded as follows 


