ELECTION DAY
Worker Training Manual

INTRODUCTION
Elections in Jamaica, as in many other countries are the democratic means by which a
select group is chosen by the people and given the legitimacy to govern on behalf of
all citizens. On Election Day the Presiding Officers and Poll Clerks have the
important responsibility to ensure that polling takes place in keeping with the legal
requirements.

In order to ensure free and fair elections the Presiding Officer and Poll Clerk must
constantly demonstrate fairness and impartiality in the execution of their duties. Any
discretion that is conferred by law must be exercised objectively and fairly. There
should be no act or conduct on the part of any Presiding Officer or Poll Clerk
designed to give an advantage to any candidate or to prejudice the integrity of the
electoral system or compromise the Electoral Office of Jamaica. It is the duty of the
Presiding Officer to make sure that the election is run properly at his or her polling
station.

The instruction booklet explains parts of the Election Law which deals with the work
of the Presiding Officer and Poll Clerk at the polling station. These instructions
should be strictly adhered to and be used as a reference at all times as most exigencies
and all statutory requirements are covered herein.

If you are unsure of your duties you may unknowingly commit an
illegal offence or make the wrong decision. Therefore, if you are
unsure of any procedure or have any doubts or questions your
Returning Officer should be able to clarify the issue.

The Presiding Officer is in charge of the Polling Station and must make sure that all
the instructions in the handbook are carefully followed.

Upon your appointment as Presiding Officers and Poll Clerk you are now regarded as
an election officer. While you do this job, you represent the Electoral Office and you
report directly to the Returning Officer who appoints you.

After your appointment you are required to swear an oath of office. This commits
you to making sure that voters can choose their candidate in secrecy. You should not
break the secrecy of the vote for any reason, neither should you show support for any
political party, organization or other interest of any kind.

Please read this handbook and other instruction material carefully. Your knowledge
of these procedures will go a long way towards our achieving our goal of elections
that are free and fair, free from fear, one man one vote, same man same vote.

Director of Elections

WHO MAY VOTE:
In accordance with the constitution and the electoral laws of Jamaica, any citizen
of Jamaica aged eighteen (18) years of age and over who has been registered and
whose name appears on the official voters list is eligible to vote.
A commonwealth citizen who is eighteen years of age or older and who is
ordinarily resident in Jamaica (should reside in Jamaica for at least twelve months
prior to registration) is also eligible to register and to vote.

The law permits a single registration for each elector in one polling division only.
An applicant with multiple residences can be registered in one polling
division only.

GENERAL DUTIES OF PRESIDING OFFICERS AND
POLL CLERKS
Primary Duties
The main duties of the Presiding Officer and Poll Clerk are to carry out the statutory
requirements of polling as outlined in the Election Law and to make sure that voting
is conducted in an orderly manner.

Completing of Oath of Office:
The first official duty of the Presiding Officer and Poll Clerk is to swear his oath of
office. This is normally done before the Returning Officer who will then issue the
official instrument of appointment.

A Presiding Officer Must:
•

Swear oath of office or affirmation.

•

Ensure that he / she is supplied with enough material by the Returning Officer.

•

Post form 7 (Directions to electors) in place outside polling station.

•

Swear indoor agents of candidate.

•

Hand certificate of ballot paper to the agents of candidates.

•

Examine ballot box - ensure it is empty.

•

Ensure that persons who apply to vote are listed as electors and are

properly

identified.
•

Explain to voters:
 How to mark ballot properly, how to fold ballot and the symbol given
to the respective candidates.
 How to properly mark the (X) for selected candidate.
 Ensure order in the polling station.
 Ensure that the ballot being returned by the elector is the same one
issued to him check the serial number.
 Ensure elector immerses his/her finger in the electoral ink before the
ballot is placed in the box.

The Poll Clerk Must:
•

Request ID card or other means of identification from voter.

•

Check voter’s name on voter’s list.

•

If name appears, place a tick next to the voters name.

•

Keep proper records pursuant to the requirements of the poll book.

•

Assist Presiding Officer as may be necessary or as directed.

•

Enter in the poll book opposite the name of the elector the word “voted” when
the ballot has been deposited in the box.

•

Enter in the poll book the word “sworn” or “affirmed” opposite the name of
each elector to whom any oath or affirmation has been administered.

•

Record objection made by the agent of any candidate in relation to the taking
of the poll.

PRELIMINARY ARRANGEMENTS - GETTING READY

Checking of Election Supplies
The Returning Officer will transmit in the ballot box to each Presiding Officer the official
list of electors to be used by such Presiding Officer and other election workers at his
polling station.

All forms and supplies should be carefully checked as soon as they are received and if
there is a deficiency or an omission (especially if the official List of Electors had not been
included or the number of ballot papers received is considered incorrect or insufficient)
the Returning officer should be immediately notified, so that there may be no lack of
supplies at the polling station.

Upon receipt of the ballot box and other election supplies - great care should be taken to
properly secure these articles against theft or tampering by unauthorized persons.

The Presiding Officer is required to do the following:

1. Prepare Polling Station.
2. Post up necessary instructions, ensure that he / she has the following: a Bible,
voter’s ink, reliable time piece, pens, eraser, election pencil sharpener, lunch.
3. Swear candidates’ agents.
4. Count ballots, issue certificate to agents who are present.
5. Receive duplicate of transfer.
6. Examine Ballot Box and place on table.
7. Open Polling Station at 7:00 a.m. and admit electors.

MEAL BREAKS
No official meals are provided. Polling station staff should be permitted to
have lunch break at the discretion of the Presiding Officer when conditions
permit.

WHO MAY BE PRESENT-THE FIVE MINUTES RULE
The following persons are authorized to be in the polling station:
1.

Presiding Officer.

2.

Poll Clerk.

3.

Indoor agents (if they are absent, one elector is permitted to represent each
candidate on the request of the elector).

No candidate and his agent should be in the same polling station
for more than five (5) consecutive minutes.
4.

Observers are also permitted to enter any polling location for the
purpose of OBSERVING any procedure and the voting process
being carried out at that location.

No more than four (4) observers are permitted to remain in any polling
location at any one time.

A "polling location" means any premises established for the taking of
the poll and in which one or more polling stations are situated.
HOURS OF POLLING
Polling stations are open from 7:00 a.m. to 5:00 p.m. All polling officials
should report to duty no later than 6:00 a.m.

IDENTIFICATION
To help electors recognize officials, identification tags are provided. These
should be worn at all times by staff on duty and should be displayed
prominently on clothing.

SUBSTITUTE PRESIDING OFFICER
If the Presiding Officer dies or becomes incapable of performing his duties during the
taking of the poll, the Poll Clerk shall immediately assume the duties of Presiding Officer
and shall appoint some other persons to act as Poll Clerk. The new Poll Clerk shall take
his/her oath of office.

REPLACING PRESIDING OFFICER
The Electoral Commission/Electoral Office may at any time relieve
any Presiding Officer of his duties and appoint another in his place. The
Presiding Officer so relieved, must immediately return to the Returning
Officer all election documents and items belonging to the Electoral Office.

ARRANGEMENT OF POLLING STATION
The Presiding Officer or the Cluster Supervisor should, if possible, on election eve see
that arrangements for the polling station are satisfactory.
When the premises are being inspected, ensure that all available furniture
and equipment are properly laid out.
You must also pay particular attention to:
 Placement of voting screen to ensure secrecy of vote.
 Access by electors including disabled electors.
 Flow of electors through the polling station.
 Avoidance of congestion
 Access to ballot box.

Plan layout of polling station for security of ballot papers and secrecy
of the vote. NO CELL PHONE, CAMERA, OR OTHER VIDEO
RECORDING OR ELECTRONIC DEVICE IS ALLOWED TO BE USED IN THE
POLLING STATION.
DIRECTION TO ELECTORS
The Directions to Electors (Form No. 7) is to be posted up by the Presiding
Officer in a conspicuous place outside the polling station before the opening
of the poll. The Presiding Officer should also place a copy of (Form No. 7)
in the compartment provided for voting (polling booth).

One of the pencils supplied should be fastened by the string through the
eyelet in the pencil, to the voting screen surface upon which the ballots are
to be marked, or to the wall if the table is placed against the wall.

SWEARING AGENTS OF CANDIDATES:
Each candidate is entitled to appoint an indoor agent to act for him inside
each polling station and if at any station no person presents himself with an
authority from a candidate to act as his agent, any elector may assume that
duty on the candidate’s behalf.

The appointed agent if any, or if none, the elector must immediately upon
their exercising their right to be in the polling station complete, ONE OF
THE AGENT’S OATH included in the Poll Book

An appointed agent may arrive at anytime during the day and if an elector
without an appointment has been acting before his arrival, the elector loses
his right to continue if the appointed agent desires to replace him.
NB. The written appointment if any of agent for a candidate will be
delivered to the Presiding Officer and this must be placed by him in the
envelope provided for that purpose.
The Presiding Officer will not allow more than ONE PERSON acting for
each candidate (one agent acting for or in the absence, an elector
representing any one candidate) to be present at the same time in the Polling
Station.
The Presiding Officer should not allow a candidate and his agent to be
in the same polling station at the same time for more than Five
Consecutive Minutes.
Each polling station agent must confine his activities to duties within the
polling station and must not give any information to anyone outside the
polling station concerning any matter connected with the voting.

The agent’s attention must be drawn to section 41 (3) of the Representation of the People
Act - Agents of candidates or electors representing candidates may, with the permission
of the Presiding Officer absent themselves from the polling stand but should return to the
station at any time before one hour prior to the close of poll.

The voting will proceed whether the agents are present at the polling
station or not.
If the Presiding Officer is obliged to leave the polling station for a short
time through necessity during the voting hours, he shall leave the Poll Clerk
in charge.
COUNTING THE BALLOT PAPERS AND OTHER SUPPLIES
BEFORE OPENING OF THE POLL
If agents of, or electors representing candidates are in attendance fifteen
minutes before the opening of the poll they are entitled to inspect all
papers in the possession of the Presiding Officer relating to the conduct of
the poll and may have the ballot papers counted in their presence.

The Presiding Officer should check the ballots again at this time even if no
agent asks to have it done.

If the number of ballots does not correspond with the number stated on the
Form 15, the Returning Officer should be instantly notified of the serial
numbers of the missing or excess ballot papers.

On Election Day the Presiding Officer must give to the agents of, or electors
representing the candidates, who are in attendance, COPIES OF A
CERTIFICATE signed by the RETURNING OFFICER setting out the
serial number of ballot papers issued for use at the polling station.

EXAMINATION OF BALLOT BOX:
At 7:00 a.m. when the voting should begin, the ballot box should be opened
and examined in the presence of the candidates and/or agents, at this time it
should be empty and any agents of or electors representing candidates must
be permitted to inspect it. It should then be locked and the key kept by the
Presiding Officer.

The box must be placed on the table in full view of all present and must
remain there until the close of the poll. The electors should then be
invited to vote one at a time.

DURING POLLING
Every person whose name appears on the official list of electors shall be
permitted to vote at the polling station established at which such list of
electors will be used. Voting is permitted subject to the following
conditions:

A. The electors name should appear on an official list (for particular polling
division).

B. The Presiding Officers must be satisfied as to the identity of the elector.

BEFORE THE POLL OPENS - SUMMARY OF PROCEDURES

1. Prepare polling station. (Post up Instructions and Directions to electors. Ensure
that there is a Bible, watch, pencil sharpener).

2. Swear Candidates Agents. (Poll Clerk should complete oath of Poll Clerk in Poll
Book).

3. Count ballot papers and issue certificates to candidate’s agents.

4. Re-check all election supplies.
5. Receive transfer certificates.

6. Examine Ballot Box, lock and place on Presiding Officer’s table.

ELECTION DAY: PROCEDURES FOR THE ORDINARY VOTER

STEP 1

-

The voter approaches the Presiding Officer/Poll
Clerk, gives his name and produces his
identification card.

STEP 2

-

Poll Clerk checks the voters list and places a tick
against the name of the elector.

ELECTION DAY: PROCEDURES FOR THE ORDINARY VOTER

STEP 3

-

The Presiding Officer checks the electors
I.D. Card and inspects his finger to ascertain if
there is any stain of electoral ink.

ELECTION DAY: PROCEDURES FOR THE ORDINARY VOTER

STEP 4

-

The Presiding Officer, once satisfied that the
elector is entitled to vote issues a ballot. The
elector’s number on roll, and the initials of the
Presiding Officer are recorded in the spaces
provided on ballot paper.

STEP 5

-

The Poll Clerk then begins to record the pertinent

information in the poll book. This information shall include the
serial number on the ballot paper issued to the elector. The Poll

Clerk also shall check that it is the same serial number on the
ballot returned to the Presiding Officer.
ELECTION DAY: PROCEDURES FOR THE ORDINAR Y VOTER

STEP 6

- The Presiding Officer detaches the

ballot and gives the elector the necessary
instructions on how to properly mark and fold the
ballot. He directs the elector to the voting
booth/screen.
N.B. At no time should the Presiding Officer attempt
to influence the voter to cast his ballot for any
particular candidate.

THE PROCESS
ELECTION DAY: PROCEDURES FOR THE ORDINARY VOTER

STEP 7

- The elector marks the ballot and

returns with it folded in such a way that his mark
is not seen but showing the initials of the
Presiding Officer. If an elector having marked a
ballot issued to him, displays that folded and
marked ballot paper to any person or persons in a
polling station or to persons in the vicinity of the
polling station in a manner which would allow
any other person to see how the elector has
marked the ballot, the Presiding Officer in the
first instance shall deem the ballot spoilt and
issue such elector with another ballot and an
appropriate warning not to repeat. If the

second ballot is marked and again displayed in the
same manner stated above, that displayed ballot
shall be deemed evidence of the voter’s intention
to facilitate fraud, bribery or to intimidate and as a
consequence of this, the second ballot so
displayed, shall deemed spoilt by the Presiding
Officer and NO FURTHER BALLOT SHALL
BE ISSUED TO THE VOTER.

ELECTION DAY: PROCEDURES FOR THE ORDINARY VOTER

STEP 8

-

The Presiding Officer examines the top of the
ballot and removes the counterfoil. The serial

number of the ballot returned must be recorded in the
poll book. If the elector returns a ballot with the
counterfoil not attached, the Presiding Officer shall
spoil his ballot and issued a second ballot, and make the
appropriate note in the poll book. The counterfoil,
which is removed from the ballot paper, must be
immediately destroyed in the presence of the elector.

STEP 9

-

The right index finger of the elector is stained
with electoral ink and then the ballot is deposited
in the ballot box.

N.B. If the elector refuses to immerse his finger in the electoral
ink, the Presiding Officer has the right to destroy his ballot. In
the remarks column of the Poll Book opposite the name of the
elector write the words “Refuse to Dip” and any other
particulars in relation to the destruction of such ballot paper.

ELECTION DAY: THE VOTER WHO HAS PROBLEMS WITH HIS
NAME ON THE LIST DUE TO INCORRECT SPELLING OR
OTHER VARIANCE

STEP 1

-

The voter approaches the Presiding Officer or Poll
Clerk and states his name. The list is checked
and there is an entry which closely corresponds to
the information given by the voter.

ELECTION DAY: THE VOTER WHO HAS PROBLEMS WITH HIS
NAME ON THE LIST DUE TO INCORRECT SPELLING OR
OTHER VARIANCE

STEP 2

-

The Presiding Officer ascertains the identity of
the voter and determines whether there is a
mistake on the list. If he decides that the variance
is due to a mistake he will administer Oath Form
#9.

ELECTION DAY: THE VOTER WHO HAS PROBLEMS WITH HIS
NAME ON THE LIST DUE TO INCORRECT SPELLING OR
OTHER VARIANCE

STEP 3

-

The Presiding Officer after checking the

appropriate digit for stains of electoral ink using the integrity lamp,
gives the elector a ballot.

STEP 4

-

Steps 4-8 as previously described for the normal
voter are then followed.

ELECTION DAY: THE VOTER WHO HAS PROBLEMS WITH HIS
NAME ON THE LIST DUE TO INCORRECT SPELLING OR
OTHER VARIANCE

STEP 5

-

The Poll Clerk records the correct spelling of
Elector’s name, his occupation, etcetera, in the
Poll Book. A notation is made that the oath has
been administered, also the oath form #9.

ELECTION DAY: THE VOTER WHO HAS NO IDENTIFICATION
CARD

STEP 1

-

The voter approaches the Presiding Officer/Poll
Clerk and states his name. His name is found on
the list but he is unable to produce his
identification card.

ELECTION DAY: THE VOTER WHO HAS NO IDENTIFICATION
CARD

STEP 2

-

The Presiding Officer by asking the proper
questions establishes to his satisfaction the
identity of the elector.
The demographic information in the Black Book
is checked.
Some of the questions to be asked are:
a. The elector’s date of birth.
b. His place of birth.
c. The maiden name of his mother.
d. The place of birth of his mother.
e. The name of his father.
f. The place of birth of his father.
g. The name of wife or husband.

The Indoor Agent who objects to a person being issued with a ballot should
be allowed to see that person’s Black Book information to satisfy himself of
the identity.
The Presiding Officer makes the final decision. If objection still remains,
the Presiding Officer shall ask the Poll Clerk to record the objection in the
Poll Book.
ELECTION DAY: THE VOTER WHO HAS NO IDENTIFICATION
CARD

STEP 3

-

The Presiding Officer administer oath Form 11 (Oath of identity with fingerprint of elector).

STEP 4

-

The elector is given a ballot paper and proceeds as

for the normal voter.

ELECTION DAY: THE VOTER WHO HAS NO IDENTIFICATION
CARD

STEP 5

-

The Poll Clerk makes the necessary entry in the
poll book.

N.B Election Day: the voter who has no identification Card
If the electronic voter identification machinery is
in operation the polling station the steps 1-5
MUST NOT BE COMPLETED.
CHALLENGING AN ELECTOR: Do you have the right to vote here?

The Process:
In a polling station, there may be instances when there is an objection to an
elector receiving a ballot paper or an objection to the elector's right to vote in
a particular polling station.

The grounds for objection must be clearly stated. This is normally related to
the elector being qualified to vote in the polling station in which he requests
a ballot.
Once the elector's name is on the list and his identification is established
satisfactorily he must be allowed to vote.

Step 1.

The Presiding Officer must establish to his satisfaction the
identity of the elector.

Step 2.

Although the Presiding Officer has established to his
satisfaction the identity of the elector, since there is an
objection the elector is required to take an oath (Oath # 10).

Step 3.

The elector is then given a ballot paper with the necessary
instruction on how to mark and properly fold the ballot paper.

Step 4.

The elector marks his ballot behind the screen and returns it to
the Presiding Officer. All procedures as for the normal elector
are done.

Step 5.

The Poll Clerk in making the entry for such elector enters in the
last but one column of the poll book the name of the person

making the objection and the nature of the objection. Example,
"objected to by Clarke's agent as not person on list".

PERSONATED ELECTOR:
Cases may occur in which a personator has already voted in the name of an

elector before the elector himself comes to vote. In any such case the
elector, before voting, will be required to take an oath (Form 11). He must
also by his answers to questions put to him or by producing his identification
card or document, satisfy the Presiding Officer (Black Book) as to his
identity. The Presiding Officer will check the details on the registration
record file (Black Book) for the correct answers to the questions put to the
potential elector. A note to the fact and the word “sworn” or the words
“refused to be sworn” must be entered in the poll book.

On the ballot paper given to such elector there will be inserted, as usual in
addition to the Presiding Officer’s initials, the consecutive number given to
the elector in the first column of the poll book. In the remarks column of the
poll book will be inserted the words “Second Ballot, see consecutive no
……” stating the consecutive number given to the first elector in the poll
book when it was entered at the instance of the personator.

NB:

If the elector, refuses to swear, affirm or to answer relevant
and proper questions asked by the Presiding Officer he
must not be given a ballot.

VOTING IN SPECIAL CASES
ELECTION DAY: THE BLIND VOTER

The law provides for a blind voter to be assisted in casting his ballot with the
assistance of a friend or with the assistance of the Presiding Officer.

STEP 1

-

Both persons approach the Presiding Officer/Poll
Clerk and state their particulars. The blind person
states his reason for not being able to cast the
ballot.

ELECTION DAY: THE BLIND VOTER

STEP 2

-

The Poll Clerk checks for the name of the blind
person on List. The identification card is checked.
The Poll Clerk places a tick against the name of
the blind person.

STEP 3

- The Presiding Officer administers

Oath Form 14 to friend of blind Elector and Oath
Form 13 to blind elector.

ELECTION DAY: THE BLIND VOTER

STEP 4

-

The Presiding Officer initials the ballot
and gives instructions as per ordinary voter.

STEP 5

-

The blind elector and his friend
proceed to the Voting compartment.

ELECTION DAY: THE BLIND VOTER

STEP 6

-

The ballot is marked by the friend of the blind
elector, on the Instructions of the blind elector,
and they return the ballot to the Presiding Officer,
who checks the serial number and his initials.

STEP 7

-

The appropriate finger of the blind elector is
immersed in the electoral ink.

ELECTION DAY: THE BLIND VOTER

STEP 8

-

The ballot is deposited in the box, after the
counterfoil is removed.

STEP 9

-

The Poll Clerk makes the entry recording the
facts, oath administered etc.
N.B. No person is allowed to act as the friend of more
than one Blind Elector.

ELECTION DAY: BALLOT MARKED BY PRESIDING OFFICER
ON BEHALF OF BLIND ELECTOR

STEP 1

-

The ordinary checks and verifications are entered
into.

STEP 2

- The blind elector who needs

assistance makes an oath of his incapacity to vote
without assistance (Oath #13).

ELECTION DAY: BALLOT MARKED BY PRESIDING OFFICER
ON BEHALF OF BLIND ELECTOR

STEP 3

-

The Presiding Officer ensures that all his
discussion with the blind voter is done in a tone
which is audible to all those present (Indoor
Agents).

STEP 4

- The Presiding Officer then marks the ballot as
directed by the elector in the presence of the Poll
Clerk and of the sworn agents of the candidates.

ELECTION DAY: BALLOT MARKED BY PRESIDING OFFICER
ON BEHALF OF BLIND ELECTOR

STEP 5

-

The finger of the blind voter is stained in the
electoral ink. The counterfoil is removed and the
ballot is then deposited in the box.

ELECTION DAY: THE VOTER WHO IS PHYSICALLY
INCAPACITATED OTHER THAN BY BLINDNESS

STEP 1

-

The name and identification of the elector is
verified.

STEP 2

-

The Presiding Officer administers Oath Form 12.

ELECTION DAY:THE VOTER WHO IS PHYSICALLY
INCAPACITATED OTHER THAN BY BLINDNESS

STEP 3

-

The Presiding Officer marks the ballot as
indicated by the elector in the presence of the Poll
Clerk and of the sworn agents of the candidates.
(This is done at the Presiding Officer’s table).

NB -

If the elector is accompanied by a friend/companion
the Presiding Officer shall require that the
friend/companion make an oath of obligation

promising to ensure the intent and secrecy of the vote.
The Presiding Officer shall administer an oath of
incapacity to the elector. The elector and his
friend/companion should then go behind the voting
screen. The elector and his friend/companion once
behind the dark screen mark the ballot as instructed
by the incapacitated elector.

ELECTION DAY:THE VOTER WHO IS PHYSICALLY
INCAPACITATED OTHER THAN BY BLINDNESS

STEP 4

-

The elector’s finger is immersed in the ink, the
counterfoil is removed and the ballot deposited in
the box.

STEP 5

-

The Poll Clerk makes the necessary entry.

NOTING OATH IN POLL BOOK:
The form number of an oath put to an elector shall be entered in the proper
columns of the poll book. In the appropriate column also there shall be
entered either the word “Sworn” or the words “Refused to be Sworn”
according as the oath is taken or refused. If the elector refuses to take the
oath when required or to answer proper questions, a line will be drawn
through his name on the official list and also through the entry made in the
poll book of his name and consecutive number, if such name has been
entered already in the poll book.

REFUSAL BY ELECTOR TO TAKE OATH:
If an elector takes the required oath he must be furnished with the ballot. On
the other hand, an elector who has once refused to be sworn or to answer
proper questions is not to be given a ballot either at the time or later in the
day, even if upon reflection or encouragement he wishes to change his mind.
Ballots are to be given in numerical order, i.e. the first one in the book
followed by the second and so on.

N.B. The words “Refuse to swear” or “Refuse to Affirm” or “Refuse to
answer” must be recorded as the situation demands. Objections made
by agents must be recorded.

SPOILED BALLOTS:
An elector who has received a ballot may, at any time before he has returned
it to the Presiding Officer to be placed in the ballot box, obtain another ballot
in lieu therefore, if he has inadvertently spoiled the first. In any such case
the spoiled ballot will be returned to the Presiding Officer, folded up so that
no one can see for which candidate it may have been marked.

The

counterfoil will be removed and the ballot defaced, for example, by the
Presiding Officer’s initial being struck out and the words ‘spoiled” written
across without any inspection by anybody present. Within reasonable limits
the word of the elector that he has spoiled a ballot will always be accepted.
An elector’s right to obtain another ballot in lieu of one he has spoiled is not
limited to one, but after one unsuccessful attempt he should have a very
good explanation of a second failure to mark his ballot if desired.

A “Rejected” ballot is one which is found in the box after close of poll,
whereas a “spoiled” ballot is spoiled during the day and is not found in
the ballot box.

REJECTED BALLOTS
The law allows for ballot papers to be rejected for the following reasons:

A. Such papers were not supplied by the Presiding Officer.

B. They were not marked for any Candidate.

C. The vote was given for more than one Candidate.

D. There was writing or mark on the ballot paper by which the elector
could be identified.

The ballot should not be rejected because earlier the Presiding Officer
failed to remove the counterfoil or to place his initial in the designated
spot.

COMPLETION OF THE POLL BOOK
1. The word ‘voted’ is recorded after the elector’s ballot has been
deposited in the ballot box.

2. The word ‘sworn’ or ‘affirmed’ is written after an oath or affirmation
has been administered.

3. The oath number must be recorded.

4. The words ‘Refused to be sworn’ or ‘Refused to affirm’ or ‘Refused
to answer’ must be written in instances where this is applicable. If the
elector refuses to take the oath when required or to answer proper
questions, a line should be drawn through his name on the official list
and also through the entry made in the poll book if such name was
already entered in the poll book.
 An elector who has refused to be sworn or to answer proper
questions is not to be given a ballot either at the time or later in
the day.
5. Any objections made by the agent(s) in relation to the taking of
the poll must be recorded.
6. The poll book must not be pre-numbered by the clerk. It should
remain blank until the elector makes an application for ballot paper.

After checking the voters’ list the consecutive number and all
information pertinent to the elector must be recorded.

7. All information must be recorded in full. There should be no ‘ditto’
marks. The word ‘Voted’ must be recorded opposite the name of each
elector.

8. The consecutive number written in the poll book is different from the
entry number of the elector on the Voter’s List.
 Voters’ number on roll - should correspond to the consecutive
number given in the poll book.

9. At the close of the poll a line must be drawn across the existing space
so that no other entry is made. This is done by the Presiding Officer
after recording and endorsing a statement worded thus “The number
of persons who voted at this polling station in this election is
……………….’’

- The signature of the Presiding Officer must be affixed to
this statement.

ELECTION DAY: CLOSING OF THE POLL
The poll is scheduled to be closed at 5:00 p.m. If at 5:00 p.m.
there are persons still waiting to vote the Presiding Officer can
either invite them into the polling station and close the door
(depending on the number) or ask the policeman to note the last
person in the line and not to allow any other person to join the line.
The following procedures should be followed:

STEP 1

-

The Presiding Officer ensures that all eligible
voters in the line at 5:00 p.m. are allowed the right
to exercise their franchise.

ELECTION DAY: CLOSING OF THE POLL

STEP 2

-

The Presiding Officer seals slot on the top of
ballot box.
The Presiding Officer writes a statement in the
Poll Book below the last entry. “The number of
persons who voted at this polling station in this
election is ….” (Stating the actual number). The
signature of the Presiding Officer is affixed.

ELECTION DAY: CLOSING OF THE POLL

STEP 3

-

Admit required witnesses (if official agents are
absent).

STEP 4

-

Check and package spoiled ballots, record the
number on the envelope, (E8 tan colour) if there
are no spoilt ballots insert the word ‘none’ on tan
coloured envelope.

ELECTION DAY: CLOSING OF THE POLL

STEP 5

-

Check remaining unused ballots and note the
number, on the purple envelope.

STEP 6

-

Package unused ballots and stubs in purple

envelope (E5) and check against the number of
ballots supplied by Returning Officer.

ELECTION DAY: CLOSING OF THE POLL

STEP 7

-

Distribute tally sheets.

STEP 8

-

Open the ballot box and count the ballots. Do not
refold them.

ELECTION DAY: CLOSING OF THE POLL

STEP 9

- Encase ballots in appropriate envelopes as marked for
individual candidates, ensure packages are signed and
sealed.

STEP 10 -

Encase rejected ballots in special yellow

envelope for such ballot. Note the number. Initial
yellow envelope, allow agents to initial.

ELECTION DAY: CLOSING OF THE POLL

STEP 11 -

Swear Oaths 17 and 18 (Oath of Presiding Officer

and Poll Clerk after the Close of Poll).

STEP 12 -

Prepare preliminary Statement. Place one copy
(white colour) in E9 envelope. Give the agents
one copy each.
NB. A copy of the preliminary results is to be
made on a special B16 Form and pasted on the
side of the ballot box.

ELECTION DAY: CLOSING OF THE POLL

STEP 13 -

Prepare Statement of Poll. Encase one copy

in E6 turquoise colour envelope. Give a copy of
statement of Poll on individual sheet to each
agent. The Statement of Poll in the Poll Book
must also be
completed.

ELECTION DAY: CLOSING OF THE POLL

STEP 14 -

Package remaining election papers/documents as
directed in special marked envelopes(pink, gold
fuchsia and yellow envelopes). These
documents include the Official Voters List, the
Letter of Appointment of Candidates Agents,
Transfer certificates, etcetera.

ELECTION DAY: CLOSING OF THE POLL

STEP 15 -

Seal Ballot Box.

STEP 16 -

Place Ballot Box key in red colour envelope.

ELECTION DAY: CLOSING OF THE POLL

STEP 17 -

Prepare Polling Station Accounts.

STEP 18 -Place Polling Station Accounts in envelope E9 (grey
colour) containing Preliminary Statement of Poll and
Ballot Box key.

ELECTION DAY: CLOSING OF THE POLL

STEP 19 -Deliver or dispatch ballot box and E9 envelope (grey
colour) with contents to the Returning Officer as
directed.

N.B. All sealed envelope must be initialled/
signed by Indoor Agents.
Failure to carry out precise instructions relating to the placing
of election documents and supplies in the proper envelopes
may result in the forfeiture of the Presiding Officer’s fees and
expenses.

ELECTION DAY: CLOSING OF THE POLL
LOCKING AND SEALING THE BALLOT BOX
When the ballot box has been ascertained to contain these envelopes, with
their enclosures, it will be locked and seals provided for the purpose will be
securely affixed. The Presiding Officer should put his signature on the seals,
the Poll Clerk and the candidates’ agents present may also sign the seal on
the ballot box. No sealing wax must be used on the lock. The ballot box
key must be put into the special small envelope supplied for it (Form E3).
This will be sealed and put into the envelope (Form E9), which will also
contain the polling station account and the preliminary statement of the poll
and this envelope will be kept outside the ballot box.

POLLING STATION ACCOUNTS
After the ballot box has been locked and sealed, the accounts for the
Presiding Officer and Poll Clerk will be made out according to the Schedule
of Fees for election officers, etc., at polling stations. The forms provided
contain the full instruction for their proper completion and these should be
carefully followed if prompt payment is to be obtained. The accounts must
be regular in form and signed by everyone whose signature is required.
Special care should be taken to see that the number of the Polling Station is
correctly stated on the account. Upon being properly completed, the account
will be put (with the preliminary statement of the poll and the ballot box
key) into the envelope provided for their transmission to the Returning
Officer and those will be sealed up and the address completed. The
Presiding Officer is specially requested not to place the above-

mentioned envelope (Form E9) in the BALLOT BOX. That envelope
with the polling station account, the key of the ballot box and the
preliminary statement of the poll enclosed in it must be kept OUTSIDE the
ballot box and delivered or sent, as directed, to the Returning Officer.

DISPOSITION OF THE BALLOT BOX
The ballot box and separately, the envelope containing its key, the
preliminary statement of the poll and the polling station account, will be
transmitted to the Returning Officer as directed. Arrangements made to
collect these items from the Presiding Officer should provide for the agent or
representative of each candidate to accompany the ballot box. The Presiding
Officer will carefully preserve the receipt given for the box and envelope,
either by the Returning Officer or Assistant Returning Officer or the
Recruiting Officer’s Agent, in order that, if either package goes astray, he
may be able at any time to prove their proper delivery. The Registration
Record File should also be delivered to the Returning Officer, also the
Integrity Kit complete with ink, stand and batteries.
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MISSION STATEMENT

The mission of the Electoral Office of Jamaica is: To so
conduct national elections that no unfair advantage is given
to any party or individual contesting the polls, ensuring that
the objective of one man one vote is met under the six
stated principles of universal adult suffrage.
The principles are:1. The Vote is Universal

All citizens who meet the qualifications established by
law have the right to vote.
2. The Vote is Free
The elector is entitled to vote free from pressure or
duress.
3. The Vote is Secret
The process guarantees not to publicize the preference
or will of each elector.
4. The Vote is Direct
The citizen elects the representative of his choice
5. The Vote is Personal
The elector shall attend in person at his /her
designated polling station.
6. The Vote is Non Transferable
The elector cannot transfer to anyone, his right to vote.
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