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PREFACE 

 

This State of Georgia Poll Worker Manual is to be used as a guide for the 

administration of elections conducted by county election officials for poll workers. 

This manual is not intended to be used as a substitute for the Georgia Constitution, 

relevant statutes, applicable case law, or rules of the State Election Board. 

Prior to your assigned duties, be sure to collect county contact information, county 

information for board members (if applicable), polling place information, a county 

map, a supply list, and any other information provided by your county. 

 

 

GA Secretary of State Office 

Elections Division 

2 MLK Jr. Dr. SE #802 West 

Atlanta, Georgia 30334 

Phone: (404) 656-2871 
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GENERAL INFORMATION  

Qualifications, Conduct, and Training in the Code 

O.C.G.A. Ä 21-2-92(a) 

Poll officers appointed pursuant to Code Sections 21-2-90 and 21-2-91 shall be judicious, 
intelligent, and upright citizens of the United States, residents of or otherwise employed by the 
county in which they are appointed or, in the case of municipal elections, residents of or 
otherwise employed by the municipality in which the election is to be held or of the county in 
which that municipality is located, 16 years of age or over, and shall be able to read, write, and 
speak the English language. No poll officer shall be eligible for any nomination for public office 
or to be voted for at a primary or election at which the poll officer shall serve. No person who is 
otherwise holding public office, other than a political party office, shall be eligible to be 
appointed as or to serve as a poll officer. A parent, spouse, child, brother, sister, father-in-law, 
mother-in-law, son-in-law, daughter-in-law, brother-in-law, or sister-in-law of a candidate shall 
not be eligible to serve as a poll officer in any precinct in which such candidate's name appears 
on the ballot in any primary or election. 

O.C.G.A. Ä 21-2-99(a) 

The election superintendent shall provide adequate training to all poll officers and poll workers 
regarding the use of voting equipment, voting procedures, all aspects of state and federal law 
applicable to conducting elections, and the poll officers' or poll workers' duties in connection 
therewith prior to each general primary and general election and each special primary and special 
election; provided, however, such training shall not be required for a special election held 
between the date of the general primary and the general election. Upon successful completion of 
such instruction, the superintendent shall give to each poll officer and poll worker a certificate to 
the effect that such person has been found qualified to conduct such primary or election with the 
particular type of voting equipment in use in that jurisdiction. Additionally, the superintendent 
shall notify the Secretary of State on forms to be provided by the Secretary of State of the date 
when such instruction was held and the number of persons attending and completing such 
instruction. For the purpose of giving such instructions, the superintendent shall call such 
meeting or meetings of poll officers and poll workers as shall be necessary. Each poll officer 
shall, upon notice, attend such meeting or meetings called for his or her instruction. 

 

O.C.G.A. Ä 21-2-99(b) 

No poll officer or poll worker shall serve at any primary or election unless he or she shall have 
received instructions, as described in subsection (a) of this Code section; shall have been found 
qualified to perform his or her duties in connection with the type of voting equipment to be used 
in that jurisdiction; and shall have received a certificate to that effect from the superintendent; 
provided, however, that this shall not prevent the appointment of a poll officer or poll worker to 
fill a vacancy arising on the day of a primary or election or on the preceding day. 
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Election Offenses Involving Operation of the Polls 

Poll managers must familiarize themselves with the following sections of the Georgia Election 
Code to ensure that unlawful acts or omissions by poll officers do not occur.  

¶ O.C.G.A. Ä 21-2-584: Refusal or failure of manager to administer oath to poll officer; 
poll officer acting without being sworn; giving of false certificate as to swear of poll 
officer. 

¶ O.C.G.A. Ä 21-2-587: Frauds by poll officers. Failure to return memory cards. 

¶ O.C.G.A. Ä 21-2-588: Premature counting of votes by poll officer. 

¶ O.C.G.A. Ä 21-2-589: Willful omissions by poll officers. 

¶ O.C.G.A. Ä 21-2-590: Poll officer permitting unregistered or unqualified persons to vote; 
refusing to permit registered and qualified persons to vote; unlawful rendering of 
assistance. 

¶ O.C.G.A. Ä 21-2-591: Poll officers permitting unlawful assistance to voters. 

¶ O.C.G.A. Ä 21-2-592: Failure of poll officers to keep record of assisted voters. 
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POLLING PLACE  

 
Before the polls open, your polling place must have the signs and 

supplies included in this section. All signs and supplies may be ordered 

online in the Georgia Elections Supply Store. The Store is for Georgia 

Election Officials only. It is password protected. 
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POLLING PLACE  

Polling Place Preparation in the Code 

O.C.G.A. Ä 21-2-267(a) 

The governing authority of each county and municipality shall provide and the superintendent 
shall cause all rooms used as polling places to be provided with suitable heat and light and, in 
precincts in which ballots are used, with a sufficient number of voting compartments or booths 
with proper supplies in which the electors may conveniently mark their ballots, with a curtain, 
screen, or door in the upper part of the front of each compartment or booth so that in the marking 
thereof they may be screened from the observation of others. A curtain, screen, or door shall not 
be required, however, for the self-contained units used as voting booths in which direct recording 
electronic (DRE) voting units or electronic ballot markers are located if such booths have been 
designed so as to ensure the privacy of the elector. When practicable, every polling place shall 
consist of a single room, every part of which is within the unobstructed view of those present 
therein and shall be furnished with a guardrail or barrier closing the inner portion of such room, 
which guardrail or barrier shall be so constructed and placed that only such persons as are inside 
such rail or barrier can approach within six feet of the ballot box and voting compartments, or 
booths, or voting machines, as the case may be. The ballot box and voting compartments or 
booths shall be so arranged in the voting room within the enclosed space as to be in full view of 
those persons in the room outside the guardrail or barrier. The voting machine or machines shall 
be placed in the voting rooms within the enclosed space so that, unless its construction shall 
otherwise require, the ballot labels on the face of the machine can be plainly seen by the poll 
officers when the machine is not occupied by an elector. In the case of direct recording electronic 
(DRE) voting units or electronic ballot markers, the devices shall be arranged in such a manner 
as to ensure the privacy of the elector while voting on such devices, to allow monitoring of the 
devices by the poll officers while the polls are open, and to permit the public to observe the 
voting without affecting the privacy of the electors as they vote. 

 

O.C.G.A. Ä Ä 21-2-328 and 21-2-375 
¶ At least one hour prior to the time set to open the polls, the voting machines and supplies will 
be delivered to the polling places in each precinct. 

¶ The machines will be set up in the proper manner, signs, sample ballots and other instructions 
will be posted, and other supplies will be distributed. 

 

O.C.G.A. Ä Ä 21-2-374, 379.24 and 379.25 

¶ Prior to opening the polls, the manager will break the seal on each voting unit, turn on each 

unit, certify that each unit is operating properly and set to zero. 

¶ A zero tape will be printed from each Polling Place Scanner certifying that no votes are 
present. 

¶ The manager shall keep this tape and record this zero count on the polling place scanner 

recap sheet. 

¶ At least one voting machine will be accessible to disabled electors at each precinct. 
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POLLING PLACE PREPARATION 

 

Opening the Polls Checklist 

 
Ç All poll officials are in attendance and oaths are administered. 

Ç Verified all ballot boxes are empty, locked, and sealed. 

Ç Reminders of law changes for Assisting Voters 

Ç List of all needed phone numbers of county office staff available 

Ç Badges are on and visible 

Ç All signs and notices are posted 

Ç All doors are accessible 

Ç Check parking lots and walkways to identify any concerns and add 

signage or staffing, if needed 

Ç All equipment, tables, chairs, supplies, list and ballots in place 

Ç Review list of Poll Watchers assigned 

Ç All stations are ready. 

Ç Notify Election Superintendent that poll is ready and opened 

 

There should be three poll officers in the polling place at all 
times, a manager and two assistant managers. If an emergency 
occurs and someone has to leave, the replacement must be 

sworn in. 
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NO LEAVING WITH BALLOT  

POLL ING PLACE PREPARATION  
 

Voting Area Posters & Signs 
 

 
Å Special attention should be paid to securing the Enclosed Space. 
Å A physical barrier must be defined. 
Å Poll Officials should verify  

Å Anyone that enters is allowed 
Å No paper ballots leave the space 
Å Voter cards do not leave the space 
             

 
 

 
 
 
 

 
 

 
 

 
 
 
 
 
 

POLL WORKER AREA   

 

VOTING RIGHTS POSTER  

INSIDE EACH VO TING BOOTH  INSIDE POLLING SITE  OUTSIDE POLLING SITE  
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POLLNG PLACE PREPARATION  
 

Voting Area Posters & Signs 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

PROHIBITION NOTICE  REQUIRED IDENTIFICATION  

CARD OF INSTRUCTIONS ELECTORS 75 YEARS & OLDER 
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POLLNG PLACE PREPARATION  
 

Voting Area Posters & Signs 

 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

NOTICE OF PENALTIES  ACCEPTABLE PROOF OF CITIZENSHIP  

VOTING INSTRUCTIONS  MAGNIFIED  BALLOT REQUEST  
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POLLNG PLACE PREPARATION  
 

Voting Area Posters & Signs 

 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

LARGE PRINT  SAMPLE BALLOT  

BALLOT REVIEW  VOTER NOTICE  


