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Head Judge Training



Welcome!

• Responsibilities before Election Day

• Running your polling place

• Closing the polls 

• Election Night Returns & after Election Day



Responsibilities Before Election Day
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Contact your polling place

• Use the polling place information sheet
– Confirm the Election Day contact person
– Ask about break room, fridge, opening hours, entrance, etc.
– Inquire about Monday set-up
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Contact your election judge team
• Use the Polling Place Worker List for Workers
• Contact your team before Election Day

– Email first, then call or text (sample available on request)

• Cover the following topics:
– Arrival time and their schedule for the day
– Polling place details i.e., parking, access to refrigerator, etc.
– Bring meals and things to do during slow times. No laptops or phone use.
– Do not wear or bring anything political
– Monday set-up. All judges will be paid for their help
– Absentee or Election Day voting plan
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Election Judge Positions
• TJ = Trainee Judge (formerly “Student Judge”)
• NPJ = New Precinct Judge (equipment, greeter, poll pad, ballot)
• PJ = Precinct Judge (equipment, greeter, poll pad, ballot)
• NRJ = New Registration Judge
• RJ = Registration Judge
• IJ or INT = Interpreter Judge and/or INT
• AJ = Area Judge
• MJ = Mobile Judge
• HJ = Head Judge (You!)
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Evaluate your team’s skills
• Use the Duty Cards (Red Tub) to refresh yourself on polling place

roles and responsibilities
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Evaluate your team’s skills
• Assess their experience, strengths, and preferences
• Ask questions like:

– “Have you worked as an election judge before?”
– “Are you comfortable working with the poll pads?”
– “Were you trained as a Registration Judge?”
– “Are you able to work on your feet for long periods of time?”
– “Do you have any other obligations besides serving?”

• Consider shadowing and promotion
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Red tub pickup
• Saturday, August 9th from 9:00am –

3:00pm. (Sat. November 1st)
– Contact our office for a different 

pickup time

• Review the red tub materials before 
Election Day by using the checklist
– Confirm the materials are for your 

precinct
– Contact our office if you are unable 

to locate an item



Running Your Polling Place
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Opening the polling place

• Follow the Opening the
Polls Checklist

• Plan to assign setup
tasks as judges arrive

• Administer the election
judge oath and code of
conduct

• Follow the list, fill in Certs
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Scan Ballot Counter



• Record the seal numbers
on the Ballot Counter
Certification

• Complete this form on
Election Day, not before

• Use the provided
instructions to setup

• Equipment code is in the
lower left corner
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Don’t snip RED seals



Ballot-Marking Device / TouchWriter

• Complete the Ballot-
Marking Device
Certification

• Power on the printer
BEFORE the machine.

• Print a sample ballot using
the sample ballot paper
found in the printer

• Equipment code is in the
lower left corner
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Don’t snip RED seals
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• Record the blue seal 
number on the Poll 
Pads Certification

• Verify poll pad numbers 
match (sticker on back 
of the device)

• Set up poll pads using 
the Poll Pad Equipment 
Guide

• Call hotline for the code
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• Inventory the ballots
using the Polling Place
Ballots Certification

• Note all opened
packages of ballots on
the Certification
throughout the day.

• You will use this form
again at the end of the
night.



17

Small Group Discussion
• Share strategies for a successful opening of the polls

– Designating opening tasks
– Voting booths and tape
– Setting up equipment
– Setting up poll pad
– Signage (“Vote Here” on the front door)

• No voting before 7:00am! (election judges or public)
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Opening the polls tips
• Consider conducting an opening drill - role play as first voter!

• If possible, sequester a head judge table to review the
paperwork throughout the day



Envelopes and Seals
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Envelopes and Seals
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Election Day Forms
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Managing your polling place

• Use the Polling Place Reference guide

• Call your area judge with questions
– Area judges will have a direct line to

contact our office if more help is needed

• Duty cards for each position as well as
for Challengers and Exit Polling are
available in your red tub
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Supplemental duties for leadership roles (e.g. RJ)

• Set up equipment
• Curbside voters
• Split the RJ duties – one check proof of residence, one register on

Poll Pad
• Cover other judges during breaks
• Complete the Hourly Tracking Sheet
• Calling Area Judge with questions
• Step in whenever you, as HJ, are unavailable
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Managing your polling place

Pros:
• Gain experience and knowledge in

all areas of the polling place
• Provides variety throughout a long

day
• Election judges may prefer to rotate

Cons:
• Learning curve when starting a new

task
• A task may not match a skill set of

an election judge
• Election judges may prefer to

remain in one role

Rotating election judges to different positions
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Managing your polling place

• Voter cannot leave the polling place
and come back after check-in (show
“voted”)

• “See ID,” C-Unverifiable
• Unprecinctable
• Canceling a check in
• Emergency!

Scenarios that “might” happen



Closing Your Polling Place
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Timesheets
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Voter Statistics Cert – Pink Sheet
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Voter Statistics Cert – Pink Sheet
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Closing your polling place tips
• Follow the Closing the Polls Checklist

(you may review the closing procedure
well before close of polls but don’t start)

• Plan to assign closing tasks to your
team of election judges. Consider
writing names on the checklist.

• ALL Certifications have end-of-day
information to complete.

• Leave Poll Pads on for 15 minutes
after the last voter has checked-in.
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Closing your polling place tips
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Closing your polling place tips

• Designate an area for
materials to be
returned to Ramsey
County Elections, and
a different area for
materials to stay

• Materials that stay
will be collected by
a trucking company
after Election Day
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End Election Day on a positive note!

• Acknowledge the good work of your election judge team

• Encourage them to write about their Election Day experience in
the post-election survey

• Remember to review the timesheet before dismissing your
election judges



Election Night Returns & After Election Day
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Scan Ballot Counter

Election Night Returns
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Post-Election Survey
• All election judges are sent a post-election survey via email

• These responses shape future training and elections processes!

• Please let us know if you are interested, in a zoom debrief after the
November election.
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Thank you!
• New Head Judges – be sure we get your head judge badge photo.

• Thank you again for serving as an election judge.

• Please contact our office with any questions. We are here to help!

 Election Judge line  651-266-2219
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