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Our Purpose 
To provide Western Australians with an electoral experience that they understand, trust and 
can access easily and efficiently. 

Our Values 
Impartial 

Our electoral outcomes will not be influenced by others. 

Professional  

Our work will be at the highest standards for ethics, accuracy and efficiency. 

Respectful  

Our relationships will be courteous, honest and fair with all. 

Innovative 

Our systems and processes will adapt to customers’ needs. 

Collaborative  

As a team we will consult and test new ideas with customers. 

 

 

IMPORTANT 

COVID-19 Pandemic Implications 

The 2021 State general election is likely to be like no other. 

But given the uncertainty over what the precise community health circumstances will be in 

February/March 2021 and recognising the speed with which things can change under a pandemic 

scenario, this manual has largely been written to reflect a traditional in-person State election. A final 

COVID Management Plan with Guidelines will be published closer to the election. Information will 

also be included in online training and your Polling Place Manager will provide further direction. It is 

possible that some procedures described in this manual may be subject to change. 

Nevertheless, even if Western Australia is not experiencing any community transmission at the time 

of the election, public health directions will apply at polling venues, which currently include 

maintaining a minimum of 2 sqm per person and managing shared spaces to ensure physical 

distancing. The regular wiping down of common surfaces and touch points will be a new 

responsibility for Ordinary Issuing Officers as part of their task rotation. The use of hand sanitiser, 

plastic inserts for voting screens, single use pencils will be some of the other changes at this election. 
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MESSAGE FROM THE ELECTORAL COMMISSIONER 

 

Congratulations on being appointed as a Polling Official to work at a polling place on election day. 

As a Polling Official employed by the Western Australian Electoral Commission, your work is crucial 

in the conduct of the election in the district to which you are appointed.  

You have a key role in helping electors participate in this State electoral event.  

It is extremely important that you become familiar with the contents of this manual as soon as 

possible so that you will know where to refer when required.  

You must not disclose any confidential elector information that you see or hear while working for 

the Commission.  Remember the need for impartiality and professionalism in your conduct is part of 

the Commission’s commitment to providing a successful election outcome. 

A key to the smooth running of the election is your ability to ensure that all members of the 

community are treated with courtesy and in accordance with electoral procedures. 

Thank you for your involvement in our democratic system.  Your contribution is a very important 

part of one of the largest statewide events in Western Australia and you should be proud of it.   

 

Robert Kennedy 
ELECTORAL COMMISSIONER 
 
2021 State General Election 
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YOUR EMPLOYMENT 

 

Arrival time for polling staff 

All staff must report to the Polling Place Manager (PPM) by 7.00am on polling day. Your PPM will 

conduct a general briefing session and allocate duties before opening the polling place at 8.00am. 

Upon arrival you will be given a blue electoral vest to wear whilst on duty and your own tube of 

hand sanitiser. 

 

Payment 

Your payment is not for fixed hours, but rather is a package covering pre-reading and online training 

and all your duties related to polling, counting the votes and packaging polling materials for return 

to the Returning Officer (RO). Your duties finish when your PPM releases you, which may be quite 

late at night. 

 

Breaks 

There are no fixed meal breaks for polling staff. You will be advised by the PPM when to take your 

break based on voter traffic and staff rotation. Bring enough food and drink for lunch and snacks as 

time will not allow for you to leave the polling place. 

 

Training 

Ordinary Issuing Officers are not required to attend face to face training prior to polling day. You are 

required however to complete the mandatory online training and read this manual carefully before 

polling day. Your PPM will also provide instruction and answer any questions you may have on 

polling day. If unclear about a particular procedure, ask before the doors open at 8am.  

 

Additional points to note 

o Mobile phones and electronic devices are not to be used in the polling place whilst on duty 

o No photos are to be taken within the polling place 

o You must remain politically neutral, no comments to electors or on social media 

o Personal property is always your responsibility to keep safe and secure 

o Ensure you maintain a high standard of personal hygiene with regular use of hand sanitiser 

o Please ensure you remember to vote yourself at some point between 8am and 6pm if you 

have not voted already. 
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ROLES WITHIN THE POLLING PLACE 

 

Polling Place Manager - PPM 

The PPM is responsible for the management of the polling place: 

o Overall supervision of staff  

o Operation of the polling place and the voting service  

o Maintaining hygiene standards and physical distancing of staff and electors 

o Liaising with key stakeholders such as scrutineers and party workers 

o Managing the count and ringing through results to the RO. 

 

Assistant Polling Place Manager - APPM 

In larger polling places an APPM may be appointed to assist in the operation and supervision of the 

polling place and to act as the PPM, if required. 

 

Declaration Issuing Officer - DIO  

 

Electors from outside the district in which the polling place is located must cast an absent vote. 

Electors whose name can’t be found on the electoral roll may be required to cast a provisional vote. 

These are often referred to as a declaration vote and these electors must be referred to the DIO in 

the declaration area. 

 
Ordinary Issuing Officer - OIO 

The OIO’s primary role is to find electors on the printed district electoral roll, correctly mark them off 

and issue them ballot papers. Other duties include: 

o Counting and recording the number of ballot papers received on the Account of Ordinary 

Ballot Paper PP15, which is the cover of the electoral roll 

o Keeping the roll and ballot papers secure at all times 

o Provide assistance to electors, including handling spoilt ballot papers. 

After polling closes at 6pm: 

o Recording the total number of ballot papers issued on PP15 

o Assist with sorting and counting of ordinary ballot papers as directed 

o Assist in packing up materials 

o Follow any further instructions as received from the PPM. 
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Ordinary Issuing Officers may also be rotated into the following roles: 

 

Ballot Box Guard  

The duties of a Ballot Box Guard are to: 

o Be responsible for the security of the ballot boxes and maintain a watch over ballot boxes 

throughout the hours of polling 

o Ensure all electors place their ballot papers in the correct ballot box before leaving the 

polling place. 

Queue Controller  

The duties of a Queue Controller are to: 

o Help ensure that the number of electors does not exceed the venue’s capacity 

o Ensure a smooth flow of electors to issuing points as they become vacant  

o Use the tablet device to help respond to enquiries or identify an elector’s district (to be 

wiped down each time it is handled by an elector to view a video or the multi-lingual guide) 

o Ensure electors maintain physical distancing in accordance with instructions 

o Prioritise electors who require assistance, e.g. disabled or elderly electors 

o Identify family groups and direct electors with the same family name to the same issuing 

point to streamline the process. 

Hygiene Officer 
 
The duties of a Hygiene Officer are to: 
 

o Regularly wipe down common surfaces (issuing point tables and voting screens) and touch 

points such as door handles and frames with disinfectant cleaning wipes  

o Clear voting screens of any pencils or election material left by electors 

o Remind electors of the need to maintain physical distancing. 

 
NOTE – Disinfectant cleaning wipes and appropriate PPE such as gloves will be provided for this 
purpose. Surfaces such as issuing tables and voting screens and touch points such as door handles 
must be wiped down at least every 15 minutes. Wipes are to be replaced every 2 or 3 separate 
surfaces and disposed of in the rubbish bin provided. 
 
 
General Assistant - GA 

In larger polling places a General Assistant may be appointed to work from 5.30pm to assist with 

dismantling the polling place and the count of ordinary ballot papers.  
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POLLING DAY – BEFORE 8AM 

Checklist  1 in this manual, will assist with confirming your materials. 

 

Ballot papers 

The PPM will issue each ‘ordinary issuing point’ with a supply of conjoined ballot papers for the 

district in which the polling place is located. During the day further supplies of ballot papers will be 

provided as required. 

o Count and record the number of conjoined ballot papers received on Account of Ordinary 

Ballot Papers PP15, which is the cover of the electoral roll 

o DO NOT transfer ballot papers between issuing points, unless advised to do so by the PPM 

o Issuing point security box - When an issuing point is closed temporarily during the day, the 

ballot papers and the electoral roll must be placed into the security box and stored securely. 

 

Electoral roll – PP15 

The PPM will issue each ordinary issuing point with a copy of the electoral roll for the district.  

o Read the ‘instruction sheet’ 

o Only mark off names using the pen provided 

o Take care when handling the roll and avoid making unintentional pen marks 

o DO NOT move or remove any pages. 

 

Elector Information Report – PP34 

This report is used for: 

o Elector unable to vote – for example, an elector may advise you of a recent family death 

o Elector not found on the roll  

o Enrolment corrections – for example, an elector’s middle name is spelt incorrectly. 

Refer to the cover for instructions. DO NOT remove any pages from the pad. 

 

Declaration by an elector who has not received a postal vote – PP35 

You may receive a request for a ballot paper from an elector who has applied for, but not received, 

their postal vote or who has mislaid their postal vote pack and now wishes to vote in-person. Before 

issuing the ballot paper the elector must complete the declaration form PP35. 
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POLLING DAY – 8AM to 6PM 

 
Polling place doors will open at 8am sharp and close at exactly 6pm.  
 
During the hours of polling, you must ensure correct procedures are followed at all times. OIO’s are 

responsible for issuing ballot papers to electors from within the district who attend the polling place. 

 

ISSUING ORDINARY VOTES 

 

1. Identify the elector 

Before issuing the conjoined ballot papers, identify the elector by asking the following 3 compulsory 

questions: 

 ‘Have you cast an early vote for this election or already voted today?’ 

If YES, then the elector is not entitled to vote again, if NO, ask the next two questions: 

 ‘What is your full name?’ 

 ‘Where do you live?’ 

 

2. Find the elector and correctly mark the roll 

Take care to ensure you mark the correct name on the roll.  

With a black pen ONLY, draw a continuous straight line between the arrowheads to the left of the 

elector’s name. DO NOT draw through the number or name. 

For further instructions refer to the ‘instruction sheet’ inside the cover of the electoral roll. 

 

3. Issue the ballot paper 

Separate the Legislative Assembly and Legislative Council ballot papers along the perforation line 

before handing both papers to the elector. Issue a small pencil and direct the elector to an available 

voting screen. NOTE: The PPM may decide to have the Queue Controller issue pencils to electors as 

they enter the polling place. 

 

4. Instruct the elector as follows: 

o ‘Read the instructions on the ballot paper and use numbers only’ 

o ‘Complete both ballot papers’ 

o ‘Fold them separately and place in the appropriate ballot boxes’ 

o Electors can keep the pencil provided. 
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OTHER SITUATIONS & INFORMATION 

 

Name not on the roll 

If the elector lives in the district and the elector’s name cannot be found on the roll, check the 
following: 

o Reversal of surname and given name (may occur in some cultures) 

o Consider alternative surname spelling, if necessary, ask the elector to write down their name 

o Check for a former name 

o Individuals who have turned 17 can enrol as a provisional elector, however they cannot vote, 

and their name will not appear on the roll unless they turned 18 on or before the close of 

roll date 

o Verify if the elector enrolled prior to the close of roll. The close of roll date for the 2021 

State election was – 6pm Thursday 11 February. 

 

If the elector’s name still can’t be found on the electoral roll and they believe it should be listed, 

direct them to the Declaration Issuing Officer. The elector may be entitled to a provisional 

declaration vote. Use the Queue Controller to usher them to the front of the declaration voting line. 
 

Elector appears to have already voted 

If a mark has been made against the elector’s name and the elector states that they have not 

previously voted in this election, direct them to the Declaration Issuing officer. The elector may have 

been marked off in error. 

 

Different address 

If the elector’s new address is WITHIN the district, they are eligible to vote. 

If their address is OUTSIDE the district but they have lived there for LESS THAN 3 months, they are 

eligible vote. 

If their address is OUTSIDE the district and they have lived there MORE THAN 3 months, they are no 

longer eligible to vote. 

o Refer the elector to the Have you moved recently card PP21 for them to read 

o They can use the QR code on the PP21 to update their enrolment details electronically with 

the Australian Electoral Commission (AEC). 
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Silent Electors 

Certain electors, for security reasons, have only their names listed on the roll (silent electors). Their 
address is replaced on the roll by ‘Section 51B’.  
 
Ask the elector the first two compulsory questions only, mark against their name on the roll and 
then issue their ballot papers 
 

Completed Postal Votes 

An elector or a friend or relative, can hand in a completed postal vote return envelope instead of 

posting it. Direct them to the PPM. 

Handing in of postal votes for any district may be accepted at the polling place until 6pm. 
 
 

Cancelling a Postal Vote 

Should an elector with a postal voting pack wish to cancel their postal vote and vote in-person 
instead, endorse the voting pack ‘CANCELLED at (name of Polling Place)’, date and sign it and give 
it to the PPM. 
 
Issue ballot papers in the normal manner. 
 
 

Spoilt ballot papers 
 
An elector is entitled to ask for a fresh ballot paper if they have made an error on the original.  
 

o Write the word ‘Spoilt’ on the back of the returned ballot paper 

o Place it in a Spoilt or Discarded Ballot Paper(s) envelope  

o Complete the details on the front of the envelope 

o Separate the two parts of the replacement conjoined ballot paper and give the elector only 

the ballot paper required 

o Place the other half of the ballot paper, which is not required, into the envelope along with 

the spoilt ballot paper 

o Retain the envelope until the close of polling, for reconciling.  

The number of spoilt envelopes is to be recorded on the Account of Ordinary Ballot Papers PP15 

 

Discarded ballot papers 

Staff may find a ballot paper left in a voting screen or on the floor, DO NOT place in ballot box.  Hand 

the discarded ballot paper to the PPM. 
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Electors who need assistance 

If the elector is illiterate, visually impaired or disabled, or has limited knowledge of English, they are 
entitled to receive help with voting. Direct the elector to your PPM or nominated officer for 
assistance. 
 

o Assistance with filling in a ballot paper 
 

The PPM may assist the elector in completing the ballot paper in the presence of a scrutineer or, 
if a scrutineer is unavailable, in the presence of a person nominated by the elector, or a polling 
official. 
 
o Taking ballot material outside a polling place 

 
If the elector is too incapacitated to enter the polling place, but is able to come near the polling 
place, the PPM can organise for ballot papers to be taken to the elector.  
ONLY the PPM or authorised substitute PPM is permitted to take ballot papers out of the polling 
place to the elector.  

 
The Queue Controller is responsible for ensuring that electors who have difficulty walking or are frail 
do not have to stand in a queue. Offer the use of a chair or bring them to the front of the queue. 
 
Let electors know that a tabletop voting screen is available if they wish to sit down to cast their 
vote. If additional assistance is required, please advise the PPM. 
 

o Unfamiliar with English 
 

The Multilingual Guide is available on the tablet device provided to each polling place, as well as 
in printed booklet form. There are also ‘How to Vote’ videos in different languages loaded onto 
the tablet which can be viewed by electors who need such assistance. 
 
Staff working at the polling place who can speak another language, will be identified by their  
‘I Speak ….’ sticker. 

 
Candidates, Party Workers and Scrutineers 
 
Candidates can only enter a polling place to record their own vote. 

Party Workers distribute ‘how to vote’ material for candidates. They can ONLY enter the polling 

place to record their own vote and MUST NOT wear any campaign advertising while in the polling 

place. 

Scrutineers represent the candidate in the polling place. They are free to observe all the operations 

of the polling place and they play an important role in the electoral process.  

o Scrutineers MUST wear a yellow Scrutineer vest provided by the PPM  

o Any questions raised by the Scrutineer should be referred to the PPM 

o Scrutineers MUST NOT handle ballot material under any circumstance or interfere with the 

electoral process. 
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POLLING DAY – AFTER 6PM 

 

Polling place doors will close at exactly 6pm. 

There are a range of tasks to be undertaken once polling has closed. Your PPM will brief and direct 

you on these tasks. 

The major tasks will be: 

o Ballot paper numbers are reconciled 

o Ballot paper votes are counted 

o Electoral materials are packaged neatly and accurately labelled for return to the RO 

o A final clean of the polling place and return of furniture to previous layout. 

 

RECONCILING YOUR ISSUING POINT 

Checklist 2 in this manual, will assist with reconciling your issuing point. 

 

Before counting commences, all ballot papers for each issuing point must be reconciled. 

This is to be done by the last officer who worked at the issuing point, unless directed otherwise.  

Reconciled figures are to be entered on the Account of Ordinary Ballot Papers PP15, on the front of 

the electoral roll. DO NOT remove the front cover of the electoral roll. Any Issuing Officers that 

worked at the issuing point must sign the form. 

 

Once you have balanced and bundled all unused ballot papers and forms correctly, hand over to the 

PPM in your issuing point security box. 

 

COUNTING THE VOTES 

 

There are 3 separate counts to be conducted: 

o Legislative Assembly - First Preference  

o Legislative Assembly - Indicative Two Candidate Preferred (2CP)  

o Legislative Council - Above the Line First preference.  

The PPM will provide detailed instructions for conducting the counts. 
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The basic steps to counting ballot papers: 

o Unfold and sort the ballot papers face up and in the same direction 

o Sort the ballot papers into formal, informal and questionable 

o Sort the formal ballot papers according to their first preference 

o Count formal ballot papers into bundles of 50, secure each bundle with a rubber band 

o The Table Supervisor will examine the questionable ballot papers and the PPM will examine 

all informal ballot papers. 

 

PACKING AND RETURN OF MATERIALS 

Once the counting of ballot papers has been completed and the results phoned to the RO, the PPM 
will allocate final tasks including: 

o Packaging materials into plastic bags according to the packaging label 

o Dismantling the voting screens 

o Removing posters and signs (external posters and signs as soon as possible after 6pm) 

o Inspecting the venue to ensure no election material has been overlooked 

o Tidying the polling place and returning furniture to pre polling configuration 

o A final wipe down of furniture and touch points. 
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  BEFORE 8AM - MATERIALS               CHECKLIST 1 

 

Received from PPM 

 Conjoined ballot papers 

 Electoral Roll     PP15 – with instruction sheet 

  

Other materials needed for the issuing table  

 Issuing Officer Instructions PP37 

 Elector Information Report PP34 – pads 

 Declaration by an elector who has not received a postal vote pack PP35 – form 

 Have you moved recently? PP21 – card 

 Spoilt or Discarded Ballot Paper(s) PP36 – envelopes 

 Issuing Point Security box 

 Roll marking pen 

 Stationery items 

 Hand Sanitiser 

 Box of pencils (unless with Queue Controller). 
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  AFTER 6PM - RECONCILING                CHECKLIST 2 

 

Count, then place a post-it note on top of each bundle with the totals 

 Unused conjoined ballot papers 

 Spoilt or Discarded Ballot Paper(s) envelopes   

 

Complete on PP15 

 Total – ballot papers allocated – Column 4 

 Total – Spoilt or Discarded Ballot Paper(s) envelopes – Column 5 

 Total – unused ballot papers – Column 6 

 Total – ballot papers issued to electors – Column 7 

 All Issuing Officers who have used this roll need to sign on the front cover. 
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Western Australian Electoral Commission
Level 2, 111 St Georges Terrace 
Perth WA 6000  
GPO Box F316 
Perth WA 6841

PHONE (08) 9214 0400 or 13 63 06 EMAIL 
waec@waec.wa.gov.au  WEBSITE 
www.elections.wa.gov.au FAX (08) 9226 
0577 

Translating & Interpreting Service (TIS)
13 14 50 and then ask for (08) 9214 0400

National Relay Service (NRS)
Speak & Listen number 1300 555 727 SMS 
Relay number 0423 677 767




