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MESSAGE FROM THE CHIEF ELECTORAL COMMISSIONER AND
CHAIRPERSON OF THE NATIONAL ELECTORAL COMMISSION,
SIERRA LEONE TO POLLING OFFICIALS.

The 17" November 2012, marks another historic event in the democracy of our country. Sierra
Leoneans will be going to the polls to elect a President, members of Parliament,
Mayors/Chairpersons and Councilors that will lead this nation for the next five years.

This will be the first time Sierra Leone will be conducting four elections at the same time.
Elections for the Paramount Chief Members of Parliament will be conducted on the 10%
November 2012.

This Polling and Counting Manual contains detailed procedures and instructions to guide all the
officials who will be performing the task of conducting these elections.

The importance of the duties and responsibilities of the elections officials therefore cannot be
over emphasized. It is a sacred duty for all the officials to read and familiarize themselves with
the contents of this manual and to carry out their duties in an honest, credible and impartial
manner.

It is a privilege to have been chosen to help carry out this all important national duty. I will
therefore urge all the elections officials to study the manual very carefully and always use it as a
reference guide. This will enable you to know your roles and how you relate to other members of
the team.

This manual will be useful to Political Party/Independent Candidates Agents, Observers and all
those who in one way or the other will be participating in the process.

On behalf of the National Electoral Commission, I want to wish everyone success in the
preparation and conduct of the 2012 Presidential, Parliamentary and Local Council Elections.

Chrit t. M. Thotpe (Dr);
Chleﬁ\ETe oral Commlsslloﬂgr/Chauperson

N -
National, El;egto;a.LCGnﬁu’, sion (NEC), Sierra Leone.
N v tar™ S

=
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GLOSSARY

ADEO Assistant District Electoral Officer
DEO District Electoral Officer

FPTP First Past The Post

FVR Final Voters® Register
HQ Head Quarters

MTF Material Transfer Form

NEC National Electoral Commission

PC  Polling Centre

PCM Polling Centre Manager

PCSRS Polling Centre Summary of Results Sheet
PCQCPolling Center Queue Controller

PO  Presiding Officer

PP  Political Party

PS  Polling Station

PSQC Polling Station Queue Controller

RRF Reconciliation and Result Form

RSF Record of Seals Form

SLP Sierra Leone Police

TEE Tamper Evident Envelope

TOT Training Of Trainers

VEO Voter Enquiry Officer

VIO Voter Identification Officer

VR  Voter Registration

VRC Voter Registration Centre

WC  Ward Coordinator
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N OTES FOR ALL TRAINER S

PURPOSE OF THIS MANUA L

This manual is part of a set of materials for training those who will conduct the 2012 elections in Sierra

Leone. It contains polling and counting procedures that govern, guide and regulate the conduct of pol ling

and counting organized and managed by the National Electoral Commission (NEC).

The primary audiences of this manual are all NEC officials that will be directly involved in polling and

counting at various polling centres/stations and will actually imp lement the procedures.

Stakeholders including political party agents, agents of independent candidates, security personr
accredited observers and members of interested institutions will also find it very useful. It will not only
enhance the cooperationollaboration between staff at various levels and stakeholders but also give at
insight into the nature and scope of the mechanism by which the will of the people is reflected in Sier
Leone.

All trainers are required to make themselves familiar with al | the detailed procedures described in this

manual for the successful implementation of the elections.

PRIMARY GOALS OF THE TRAINING OF TRAINERS (TOT)
As a result of the training, the NEC trainers should be able to:
1 Organize training sessions for all election officials, especially polling personnel;
1 Lead training sessions which fully prepare polling staff to conduct the 2012 elections, count and
report the result of the elections at their respective polling stations;
1 Have a clear understanding of the polling and counting procedures, and serve as a resource or

reference for polling day staff as they conduct the elections.

Trainers are advised to read this manual thoroughly in advance to enhance the conduct of the training and
the conduct of an effective and efficient polling and counting. We hope that this manual enriches your

work as a trainer.
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PRIMARY GOALS OF THE TRAINING OF POLLING STAFF
As a result of the training sessions, polling staff should be able to:
T Identify and implement effective polling and counting procedures including:
T Performing all the duties according to procedures;
1 Setting up of the polling centre/station to ensure orderly queues outside and an easy flow of people
inside it, in one direction from entry to exit;
1 Processing eligible voters whose names are in the Final Voters' Register (FVR) at their respective
polling stations;
1 Provide guidance and assistance to eligible voters who need assistance (i.e. people with disabilities,
people who cannot read or write, the elderly and first time voters);
T Identify accurately the necessary materials required to conduct polling and counting activities.

1 To make returns after the polls appropriately

TRAINING MATERIALS

The NEC procedures and training unit has identified a set of materials for the various trainings using the

cascade strategy. The trainers will receive the following materials:

Training of Trainers manual and a training kit (large)
To be used for the training of District Trainers, Ward Coordinators (WC), Polling Centre Managers (PC M),
Presiding Officers (PO) and Voter ldentification Officers (VIO).

Quick Reference Guides
To be used, together with the Manual, during the training of the remaining polling staff (voter enquiry
officers, polling centre/station queue controllers, ballot paper issuers and ballot box controllers) on the last

day of training before poling.

The training kit contains all the electoral materials and forms that will be used during polling and

counting, so that the staff will be familiar with them through form al presentation, practice session and role

plays.
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TRAINING AGENDA

The trainin g will be conducted in cascade manner. The first set of trainees will be the three District staff

who will further train the senior polling staff (WC, PCMs, POs and VIOs). The senior polling staff will then

train the other polling staff on the day before polling using the Quick Reference Guides.

The contents of the training will include but not limited to:

"
i
.
"

i

Duties of various polling staff,

Processes and procedures involved inpolling,

counting and dispatch of electoral materials,

Description and use of all polling related documents and role plays of the processes,

Relation with party agents, SLP, observers and media

The agenda for the training will be given to the district t rainers during their training to be further

disseminated for the other levels of the cascade training.

PCMs, POs and VIOs will train the other polling staff using the Quick Reference Guides extracted from this

Manual.

10
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CHAPTER 1

BACKGROUND AND GENERA L INFORMATION

This chapter deals with general facts and aspects of the upcoming polls in the next Presidential,

Parliamentary and Local Government Elections in Sierra Leone scheduled for 17 November 2012.

1.1 AUTHORITY TO CONDUCT THE ELECTIONS
The National Electoral Commission (NEC) of Sierra Leone is the institution established by the 1991
Constitution with the sole authority in charge of, among others, preparing and conducting all public
elections in Sierra Leone. Section 38, subsection (8) ofthe 191 Const i tuti on states
voters and the conduct of elections in every constituency shall be subject to the direction and supervision
of the Electoral Commissiondd.
A number of different but inter -linked electoral tasks have been canpleted in order to successfully conduct
the upcoming polls in the Presidential, Parliamentary and Local Elections.
These electoral tasks included:
0 Theallocation of 2,298 voter registration centers.
Note: The 112 constituencies and the394 wards delimite d in 2006 and 2008 respectively will be used
for the 2012 elections
0 The creation of a Biometric Voters Register, credible and acceptable to all stakeholders;

0 The distribution of voter cards to all registered voters.

1.2TYPES OF ELECTIONS FOR WHICH POLL ING WILL BE CONDUCTE D
i.  Presidential elections
ii. Parliamentary elections (conducted in 112 constituencies)
iii. Chairpersons/Mayors elections (conducted in 19 localities)

iv. Councilors elections (conducted in 394 wards, out of which 20 are multi-member wards)

Presidential Election

11
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In this election registered voters elect one presidential candidate (and the associated vicepresident). Only
candidates that are members of and nominated by registered political parties can contest such elections.
There is no independent candidate for presidential election.

A presidential candidate requires 55 percent of the total valid votes cast to win the elections. If not, a runoff

el ection wild be conducted through a o0si mple mag or i
candidates who obtained the highest number of votes in the first round. The candidate who obtains a

simple majority of valid votes in runoff the second round shall be declared elected.

Parliamentary Elections

This is the election in which voters elect candidates to represent them in parliament from 112
constituencies i n t he country. One me mber i s el e
majority/ FPTPO system by which the candidate who ot
constituency is elected for a five-year term. Candidates can contest either under a registered political party

or as independent candidate for a particular constituency.

Local Council Elections

a) Chairpersons/Mayors elections

These are the elections conductedo choose the 19 chairpersons/mayors of the 19 localities (local councils)

in which the Republic of Sierra Leone is divided. These elections are held every four years. The election of
mayors/ chairpersons will be conduRa& etdny, smeaming ghat ahe 0 s i
candidate who obtains the highest nhumber of valid votes cast in the locality is elected. Independent
candidates can also contest in these elections. While Chairpersons represent District Councils, the Mayors

represent City Councils and Municipalities.

b) Councilorsdé6 elections

I n the councilorsd elections, a total of 456 counci
of the 19 local councils around the country. There will be one councilor elected for each ward, except in 20

wards where the number of councilors may vary from 4 to 8. 374 Councilors will be elected in single

me mber wards and 82 from mul ti me mber war ds. El ec
majority/ FPTP6 system; m evdhm abtaigs the highest nunfber of vadichvdtésctastt e / s

in the ward is/are elected. Both political party and independent candidates may contest theseelections.

ACouncilorsé elections in single member wards

12
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In single member wards voters will mark the ballot on ly once in the box of the candidate of their choice.

The candidate with the highest number of valid votes will be elected.

ACouncilorsd elections in multimember wards
I'n mul ti member wards voters wild@/ mar k t h enumberwh ci |
councilors required to be elected in that particular ward. The candidates with the highest votes will be

elected.

1.3THE LEGAL AND REGULAT ORY FRAMEWORK FOR ELECTIONS
A legal framework (i.e. the laws that deal with the electoral process/conduct of elections and related
matters) is necessary for the conduct of national elections.
The conduct of the upcoming elections is governed by the following:
a) The 1991 Constitution of Sierra Leone;
b) The Public Election Act, 2012;
c) The Local Government Act 2004;

d) NEC regulations and procedures.

1.4ELIGIBLE VOTERS
All eligible Sierra Leoneans who have been registered by the NEC during the recently concluded bio metric

voter registration exercise.

1.5POLLING CENTRES AND P OLLING STATIONS

Aopol | i ng(PC &saformer &oter Registration Centre (VRC) where Exhibition and distribution of
Voter Cards also took place. It is defined as the location where voting for the 2012 elections will take place.
Each PC hasthe same code as the one used during registration. Ony voters bearing a specific VRC code on
their voter cards are supposed to vote in that very centre. Within any particular PC there will be a number
of polling stations where a number of voters will cast their ballots. A PC can have a single polling station or
a number of polling stations.

A polling station 6 () B $he designated place within the PC where a team of polling officials work

together to issue ballot papers to voters.

13
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Example 1: PC 1233 has 685 registered voters asaigd to the respective PSs as follows:
PS 1: 300 voters and PS &85voters.
Example 2: PC 1234 has 750 registered voters assigned to the respective PSs as follows:

PS 1: 300 voters, PS 2: 300 voters, and PS150voters.

1.6DATE AND TIME FOR POLLING

Polling will take place on Saturday 17h November, 2012. Voting will start at 7:00amand end at 5:00pm.

1.7PERSONS ALLOWED TO EN TER THE POLLING CENT RE/STATION
Only the following categories of people are allowed in a polling centre or station:

1 Registeredvoters, voting or waiting to vote at that particular centre/station;

1 polling officials;

1 NEC officials with special duties relating to polling and counting;

1 UN technical assistance team;

9 accredited agents of political parties and independent candidates;

1 accredited national and international electoral observers,;

M accredited members of the media;

1 Sierra Leone Police or other security officers assigned to the polling centres.
Party/Candidate agents and observers must wear a badge issued by NEC. Also, the police or other officers
must wear their official uniforms and display ID cards where available. No one may carry arms in a
polling centre, with the exception of police officers, if invited into the polling centre/station by the Polling

Centre Manager (PCM) or Presiding Officer (PO).

1.8NEC STAFF AND POLLING PE RSONNEL

Ward Coordinators (WC)
The Ward Coordinator (WC) supervises all elections in his/her area of responsibil ity. Each Ward
Coordinator will liaise with the DEO, A/DEO, VETO, the Polling C entre Managers, Presiding Officers,

Voter Enquiry Offic ers (VEO) and other polling staff to ensure the smooth running of the election process.

14
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Polling staff:

The polling staff are the personnel responsible for running PCs and PSs and processing voters.

Polling centre staff:

1.
Note:
2.
3.

Polling Centre Manager (PCM), in centerswith 2 polling stations or more.
In PCs with only one PS, the PO will act as the manager of the centre.
Voter Enquiry Officer (VEO)

Polling centre queue controllers (PCQC)

The number of PCs staff will be based on the number of PSs in a centre as in the table below:

Number of polling Number of Polling Number of Voter Enquiry Number of Queue
stations Centre Managers (PCM) Officers (VEO) per PC Controllers per PC

1 0 1 0

203 1 1 2

4-5 1 1 3

6010 1 1 6

11 or more 1+ 1 deputy PCM 1+ 1 deputy VEO 8

Polling station staff:

1.

N o o~ w DN

Presiding Officer (PO);

Polling Station Queue Controller (PSQC);

Voter ldentification O fficer (VIO);

Presidential & Parliamentary Ballot Paper | ssuer 1 (BPI 1);
Mayor/ Chairperson & Councilor Ballot Paper | ssuer 2 (BPI 2);
Presidential & Parliamentary Ballot Box C ontroller 1 (BBC 1);
Mayor/ Chairperson & Councilor Ballot Box C ontroller 2 (BBC 2).

TOT
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Polling staff General duties
- Manages the assigned PC and reports to the DEO through the WC
- Trains polling staff (together with Presiding Officer)
Polling - Oversees the arangements in and around the PC and PSs
Centre - Ensures that voting and counting take place in an orderly manner and according to procedures at the
centre
Manager o . . .
- Oversees the distribution and retrieval of materials from the WC to the PC/PS and vice versa
- Completes the necessary forms for the centre
- Manages the assigned polling station
Presidin - Trains polling staff (together with PCM)
Officerg - Supervises polling staff to ensure the integrity and procedural accuracy of the polling operation
- Is responsible for counting the ballots at the PS
- Ensures that all documentation required for the PS is completed correctly
- Verifies the presence of each voter on the FVR
Voter - Instructs the voter to sign/thumbprint the FVR
Identification | - verifies that the voter has not already voted (no traces of ink)
Officer -Embossest he voterds I D card to prevent it from b
- Directs the voter to the Ballot Paper Issuer 1
Voter | _Confirms that voters with missing voter cards are included in the PC FVR and, after confirming |
Enguiry | theiridentity , issues receipt of confirmation and directs them to the correct polling station
Officer
PC Queue - Manages overall queue control at the polling centre
Controller - Assists voters by directing them to the correct polling station
- ldentifies and assists voters with special needs
PS Queue |- Controls the entrance and exit of the PS so that only authorized persons enter the PS
Controller |- Ensures that queue is maintained in an orderly manner throughout the day
- Validates the Presidential & Parliamentary ballot papers using the NEC validation stamp
Ballot Paper |- Issues the Presidential & Parliamentary ballots to the voter and carefully instructs him/her on how
Issuer 1 to mark them
- Directs the voter to a vacant voting screen 1 and shows him/her where to subsequently cast the
Presidential & Parliamentary ballot papers
- Validates the Chair/Mayor & Councilor ballot papers using the NEC validation stamp
Ballot Paper |- Issues the Chair/Mayor & Counci lor ballots to the voter and carefully instructs him/her on how to
Issuer 2 mark them
- Directs the voter to a vacant voting screen 2 and shows him/her where to subsequently cast the
Chair/Mayor & Councilor  ballot papers
- Makes sure that voters exiting from the voting screen 1 move towards the Presidential &
Parliamentary ballot boxes (flow control)
Ballot BoX | _Guards the Presidential & Parliamentary ballot boxes to ensure that all voters deposit their ballots
Controller 1 | in the appropriate ballot box
- Directs the voter to the Ballot Paper Issuer 2 (flow control)
- Makes sure that voters exiting from the voting screen 2 move towards the Chair/Mayor &
Councilor ballot boxes (flow control)
Ballot Box |- Guards the Chair/Mayor & Counci lor ballot boxes to ensure that all voters deposit their ballots in
Controller 2 | the appropriate ballot box

- Ink the voter's left index finger and ask the voter to wait for 3 minutes.
- Invites the voter to leave the PS

TOT 1 Polling and counting manualk012



Roleof polling officials®

All polli ng officials are representatives of NEC and must remember to behave impartially and honestly at all
times. The impartial behavior of polling officials is important for transparent, credible and acceptable
elections.

When an election official has accepted to serve NEC and Sierra Leoneans, the official must sign a
o0decl aration of secrecydé along with the contract wh
abide by the electoral rules and the administrative procedures governing these elections;

maintain impartiality at all times;

mai ntain the secrecy of each voterds vot e;

=A -4 -4 -

Count and report the results of the elections accurately and promptly.

1.9ASSISTANCE TO VOTERS

It is the policy of NEC to make the voting process as easy as possible for people withdisabilities. The PCM
and queue controllers should look out for voters with disabilities and accommodate their needs. PCM and
gueue controllers would provide assistance to voters in wheelchair in case there are steps in the PC/PS
premises. Voters with disability, old people and pregnant/nursing women should be given an opportunity

to go to the front of the queues.

In addition, here are some tips on respecting the human rights and dignity of people with disabilities

Use respectful language
Referring to people with disabilities using derogatory language is unacceptable. Polling officials need to

model how the rest of society should treat people with disabilities.

Do not make assumptions & ask first
1 Do not assume that people need help. The best way to provde assistance to a voter with disabilities

is to ask if assistance is needed, then find out how you can be helpful. You can say something like:

0Sir/ Madam, my name is OLucyd and | am a NEC p
poll ing sMaadtaino nvPadyl do you | i ke to come to the fr
youo6?

|l dentify the type of disability and make an effort

When communicating with a person who does not hear well:

17
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9 Face the person and gain his/her attention before speaking and make sure he/she can see your face
clearly

9 Assist him/her to read your lips by keeping your hands away from your face

1 Smile should be on your face and not dazzling the voter

1 Speak a little more slowly than normal and as clearly as possible- there is no need to raise your
voice, and to perform exaggerated gestures, and do not be patronizing

1 Keep your language simple and go to the point

1 Rephrase your words instead of repeating them

9 If necessary, write down the important point s if the voter can read.

When communicating with a person with visual impairments:
A person with visual impairment needs to be guided with specific directions. Indicate whether the person
should go to the right, the left, straight forward; speaking out lo udly if there is a step before the voter

reaches it, etc.

It is your responsibility as a representative of the NEC to ensure that every

registered citizen participates in the electoral process.

Remember: people with disabiliies have the same fundamental and

constitutional right as the people without disabilities!!

Voters with disabilities marking the ballot papers
A voter who has a physical disability may request the assistance of a helper of his/her own choice (i.e.
either a friend or relative, but not any of the polling staff or party agents) to assist him/her mark the ballot.
However, the friend or relative must:

1. assist one voter only on polling day;

2. be aregistered voter.

In such a case the presiding officer (PO) must allow the voter with disability to be accompanied by the
helper of his/her choice in the voting screen. The PO must however explain to the helper about the need to
vote according to the voterds choice and to keep

disabili ties shall go with him/her to an unoccupied voting screen and help him/her in the preparation and

18
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marking of his/her ballot papers and return the ballot papers, properly folded, for deposit in the correct

ballot box. The PO will also ensure that the reasonf or t he assistance wil |l be
name on the FVR.

In the case of a voter who cannot mark the ballot with a pen, the PO must inform such voter that he/she

can mark the ballots by putting a thumb print in the space provided correspondin g to the candidate of

his/her choice, using a pre -inked thumb pad.

é/ﬂaz!”'” Note: Polling staff, party/candidate agents and observers must not give assistance to

&)
2, . . .
.\“W“'ﬂ’ a voter in marking the ballots and must not witness the process.

1.10RIGHTS AND RESPONSIBI LITIES OF PARTY/INDEPENDENT CANDIDAT ES AGENTS
Party/independent candi datesd® agents have an i mp ol
transparent and credible. Although two agents from each party or candidate will be assigned to individual

polling stations, only one can be present at a time inside the station. Agents may only vote at the polling

station for where they registered.

A party/independent candidateds agent can:
1 Observe the polling exercise on behalf of her/his party/candidate;
9 Bring questionable or irregular activities to the attention of the Presiding Officer and record his/her
remarks in the polling centre journal;
1 Observe the counting procedures, sign the appropriate Reconciliations and Result Forms (RRF) and
record the results.

I Obtain a copy of the Reconciliation and Result Forms (RRF).

The party/independent candidates agents must comply with the guidelines below and the code of

conduct issued by NEC, and the PO will:

1 Ensure that each party/independent candidate is represented by only one agent at a time in the
polling station;

1 Ensure that the party/independent candidate agents carry an ID card or badge issued by the NEC

and make sure that it clearly refers to the Section/Area where the polling centre is located,;
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1 Ensure that agents do notinterfere with the polling and counting process esin any way;
1 Make sure that no agents display anything which indicates that s/he is a representative of a

particular party/independent candidate;

91 Order any agent to leave the polling station if s/he is not ¢ omplying with his/her obligations.

Under no circumstances should an agent be allowed to influence the political
views of any person within 400 yards of the polling centre.

The whole exercise of polling and countngwon 6t be affected
party/independent candidate agent is present in the polling station provided that
established rules and regulations are adhered to.

1.11RIGHTS AND RESPONSIBI LITIES OF ACCREDITED ELECTORAL OBSERVERS
Domestic and international observers accredited by NEC can:
1 Have access to the polling and counting centres at all times during the polling and cou nting
processes;
1 Observe all steps of the polling and counting processes;
1 Record any questionable or irregular activities in his/her Journal;
1 Sign the Reconciliation and Result Form (RRF) after counting and record results.

1 Obtain a copy of the RRFs.

Observers must comply with the guidelines below (and any other code of conduct issued by NEC) and the
Presiding Officer will:
1 Ensure that they act in an impartial and neutral manner while observing polling and counting
processes;
1 Ensure that they visibly displa y their accreditation badges/ID Cards and that they do not wear or
carry any sign that associates them with a political party or a candidate;
1 Make sure that they do not interfere with the polling and counting processes in any way, or touch
any polling mate rial;

1 Order the Observer to leave the polling station if s/he is not complying with his/her obligations.

1.12ROLE OF MEDIA REPRESE NTATIVES AT THE POLL ING CENTRE /STATIONS
Mass media are natural partners in the efforts of the NEC to disseminate accurate information and relevant

and effective messages to the Sierra Leone population.
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Media representatives, with official press cards, can:
I Have access to the polling centre/stations at all times during the polling and counting processes to

perform their tasks.

The PCM and the Presiding Officer will:

1 Ensure that they act in an impartial and neutral manner inside and outside the Polling
Centre/station;

1 Ensure that they visibly display their valid Press Cards and NEC accreditation badges and that they
do not wear or carry any sign that associates them with a political party or a candidate;

1 Make sure that they do not disrupt or interfere with the polling and counting processes in any way.

1 Explain the polling and counting processes, if needed but do not release staements over the process,

1 Ensure that media personnel do not communicate with any voters inside the PS or photograph in

such a way that the votero6s choice of candidate i

1.13SECURITY AND SAFETY

Before commencing polling, the PCM must, in collaboration with the SLP, ensure that the polling centre is
safe for the voters and the staff. The PCM may suspend polling and counting if the station is threatened by
riot, violence, storm, flood, or any other occurrence that will make the proper conduct of polling and
counting impossible.

There will be SLP or other security personnel either attached to individual polling centres or patrolling
them.

The security personnel will always be outside of the polling station unless their presence is required by the

Presiding Officer.

1.14ELECTORAL OFFENCES

Electoral Offences are specifically breaches or violations of the1991 Constitution of Sierra Leone, the2012
Public Elections Act and other NEC rules and regulations. They could be committed not only by poli tical
parties, candidates and members of the public, but also by election officials/staff.

The actions below constitute an offence in connection with polling and counting procedures, which can, if
convicted, result in fines and/or imprisonment or being ban ned from holding public office for ten years

(the list is not exhaustive).
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Printing, distributi ngorballotpapers;er i ng of Voteros Ca
Prevention of election by force;

Impersonating another person when applying to vote;

Voting or attempting to vote more than once;

Hindering or obstructing a polling staff in the execution of his/her duties;

Hindering or obstructing a voter from voting;

Infringement of secrecy of the votersd ballot;
Improper practice by election officials e.g. partiality and undu e influence by polling staff;

Interference with voting materials by unauthorised persons;

Falsification of the elections results to give advantage to a particular party or candidate;

Bribery;

Campaigning within 400 yards of the polling centres in support for a particular party or candidate.

=A =2 =2 =4 =4 =4 =4 =4 A4 =4 A4 A =

Over voting.

If any of such offences occur, the PCM and POs shall collect as much information as possible about the

suspect and record the incident in the journals, and hand over the suspect to the SLPsecurity personnel.

1.15DEALING WITH COMPLAIN TS RECEIVED ON POLLING DAY
Complaints regarding perceived irregularities observed during preparations for polling, polling or
counting should be resolved with the complainant immediately. A voter, a party/candidate agent, an

observer or even a polling official can lodge a complaint.

Complaints regarding alleged irregularities witnessed during the polling or counting processes can be
made either in writing or orally to the PO or directly to the PCM at the time the irregularities are

witnessed.

All formal complaints, including oral complaints, must be recorded in the PO or PCM Journal, and must be
signed by both the complainant and the polling official receiving it. Any response or action by the polling

official in relation to the complaint must also be recorded in the journal.

If the complaint is made to the PO, and the PO considers it necessary, a complaint can be referred to the
PCM for advice. In this case the PCM will also record the complaint and the response in the PCM journal,

and the entry must be signed by both the presiding officer and the PCM.

Both the PO&ds journal and PCM journals must remai n

are to be removed from the journals. At the conclusion of polling and countin g, all PO journals for the
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polling centre, together with the PCM Journal, must be returned, together with all other election materials,

to the DEO in the tamper evident envelope provided for that purpose.

If the complainant is not satisfied with the resp onse to the complaint from the PO and/ or the PCM,
he/she must be advised to address the complaint in writing to the respective District Electoral Officer

(DEO) who is the returning officer in the NEC electoral district.

If the complainant is not satisfied with the response from the DEO, he/she can appeal the complaint in

writing to the NEC -HQ.

If the complainant is still not satisfied with the response from the NEC, he/she can refer the complaint to

the Election Offences Court, or petition the results of the election to the High Court.
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CHAPTER 2

ELECTORAL MATERIALS A ND PREPARATION FOR P OLLING

This chapter describes the materials that will be used on polling day, and the necessary arrangements of

polling centres and stations for a proper conduct of the election.

2.1ELECTORAL MATERIALS

Electoral materials are categorised as either sensitive or norsensitive.

Sensitive materials are those materials that, due to their specific nature and in the event of damage, non
availability or misuse by non authorized p eople, could seriously affect the electoral process. All sensitive
materials are centre specific.

Non -sensitive materials are important and necessary, but will not adversely affect the election process in
case they are damaged or destroyed; they should, havever, be replaced in a short period of time. Both,

sensitive and non-sensitive materials are crucial to the election process.

2.1.1SENSITIVE MATERIALS U SED ON POLLING DAY

Ballot papers

These are papers on which voters should mark their chosen candidateg) for each election.

At all polling stations, there will be specific ballot papers with the details of candidates contesting for the

four elections.

The four types of ballot papers for the upcoming 17t November 2012 polls are:

1 Presidential. Only one type of presidential ballot paper will be made for the whole country

1 Parliamentary. Ballot papers for Parliamentary elections will be made specifically for each constituency
(112).

1 Chairperson/Mayor. These Ballot papers will be made specifically for the m unicipality or district
council as the case may be (19), and

1 Councillors. Ballot papers for Councilors will be made specifically for each ward (Remember: there are
394 single and multi-member wards)

Identification of ballots

Ballot papers will have differe nt colour and design for the four elections.

1 Presidential ballot papers: Blue frame with blue stripes on the back
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1 Parliamentary ballot papers: Yellow frame with yellow stripes on the back
1 The chairperson/mayor ballot papers: Pink frame with pink stripe s on the back
1 Councillor ballot papers: Brown frame with brown stripes on the back (for both single and multi -

member wards).

Structure of ballot papers

Each ball ot paper for the four elections will,thhave
second for the candidate's Surname andOther Names, the third for symbol , an (
mark.

Ballot paper quota for polling stations
Each PS will receive 300 ballot papers for eactelection. The last PS in each PC will receive fran 101 to 400
ballots depending on the total number of voters in the PC. All ballot s will be packed in booklets of 50

copies each with a sequential number both on the stubs andon the ballot.

Any movement of ballot papers from polling station to polling station must be carefully documented
(through the Presiding @fSéciion A of thesReddmcitiatiom and Raswdt Fdrng.n F o r

NEW Sample of the ballot papers: to be added for training purposes.

Final Votersod® Register

Each polling station within a PC will receive its own specific Final Voter's Register (FVR), which is
arranged alphabetically by surname and also according to the sequential Voter Card Number.

PCs with more than one station will receive a centre-wide copy of the FVR containing all voters eligible to
vote at that centre.

The PC FVR will have the same format as the FVR used in polling stationsand it will be used by the VEO
to handle casesof eligible voters without ID cards.

SAMPLE OF THE FVR

Both the PS and the PC FVRs willhave the same layout presented below

PC Code Preprinted Code PC Name Preprinted Name  Polling Station: Preprinted number

SN |Registration | Card |[Form 14| Sumame | Other Names |Sex| Dateof | Address |Occupation| Father's | Mother's |Voter's| Voter's
D Number | Barcode {First name, Birth Name Name Phote | Flprint o
Middle Naie) Slgnature
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Official validating stamp

For the 2012 electionstwo stamps, with different design (see below), will be used in each polling station.

One stamp is to be used for Presidential and Parliamentary ballots, while the other is to be used for the two

local councilel ecti ons® ball ot s. The stamps are used to v
papers with no stamp will be rejected and treated as invalid. The stamp must be placed on the top right

hand corner on the back (reverse side) of the ballot papers. An inkpad will be provided to stamp the

ballots. See below samples of the two stamps>

Indelible ink

Each Polling station will have indelible ink to mark the fingers of voters showing that they have voted.

This is an added security feature to ensure that a voter votes only once.

Each voter will dip the left hand index finger in the inde lible ink bottle after casting the votes.

Note: To avoid spillage of ink when removing the bottle seal you are advised to use scissor (or any other sharp obj

to make a hole through the seal and then remove it.

Embossing device
For the 2012 Electionseach PS will be provided with an embossing device to impress Voter Cards with a

circular mark meant to attest that the voter has voted in the 2012 Elections

2.1.2 [ESSENTIAL NON -SENSITIVE ELECTORAL
MATERIALS

Ballot box
Each polling station will have four transparent ballot

boxes, one for each election.
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The two ballot boxes for the Presidential and Parliamentary election s will have white cover s, while the two
boxes for the local council elections will have grey covers.

Each ballot box is designed so tha each of the four corners of the cover can be secured with plastic
security seals during polling and during transportation to the NEC District Office after the completion of
the election process.The two side holes donot need to be sealed.

The ballot box cover has a slot through which each voter must put his or her marked ballot.

This slot has a lid that must be sealed after the polling station is declared closed.

SEAL SEAL SEAL SEAL
SEAL SEAL SEAL SEAL
1. Seals used during polling (4) 2. Seals used after polling and for trans portation (5)

The PO must ensure that two coloured stickers are attached to the two sides of each ballot box so that the
ballot boxes can be identified by voters and officials. Stickers will have different colours as the ones on
the ballot papers for each election: blue for Presidential ballot box, yellow for Parliamentary, pink for
Chairperson/Mayor and brown for Councillor.
The PO must write (with the indelible marker) the following details on all 8 stickers before attaching them
to the ballot boxes:

9 Polling centre code: Write the five (5) digits code assigned to that PC.

1 Polling station number: Write the two (2) digits number assigned to that particular PS.

Important : Ballot Boxes becomesensitive materials as soon as ballots are cas

into them
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Security seals

These seals arerange plastic pull -through strips that, once engaged,
can only be released by cutting. These seals will be used totightly

. seal the ballot boxes and therefore guarantee that the boxes remain
sealed and are not tampered with at any stage of the process or even
during transportation.

Each seal has a unique serial number (six digits) that has to be

recorded on a specific form called Record of the Seals Form (RSF)
that keeps track of all the seals used in a PS during the proces. Throughout the polling and counting
processes seals will be either applied or removed six timesand in these circumstancesseals will become
sensitive materials. Each time, the seals' serial number has to be recorded in the relevant section of the RSF
and party/ candidate agents and/or observers who withessed the process will be entitled to sign the RSF.

When the counting process has concluded, seals will be applied for the last time.

Voting screens

In order to ensure the integrity of the process and the secrecy of the vote, voting screens will be delivered to all
PSs which will facilitate efficient, orderly and secret votin g. Each voting screen istwo sided and can
accommodate two voters a time. Each PS will be provided with two voting screens: the first for

Presidential and Parliamentary Elections and the second for the Chair/Mayor and Councillors Election.

Presiding officerds journal
The Presiding Officerds Journal is used to record
PO should manually record the following information in the PO

journal: —

Presiding Officer’s

9 the PC name and code as well as the PS number; Jomrnal

9 the names and mobile numbers of the PS staff member Dolling ComraName ___

Dolling Cenmre Code |||

Polling Station Mumber |_]_]

including him/herself;

1 thetime the PS opened and closed,
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1 the names of the party or independent candidates agents and observers present and their
organizations;

i any complaints made during polling day, and how they were resolved;

PCM6s journal

The polling centre journal is used to record routine as well as

Centre Manager’s
Journal 1

significant events or circumstances. The PCM should manually

record the following information in the journal:
Polling Cenire Mame

ritngcomcnte (1111

the PC name and code;

The number and codes of PSs<

)l

)l

1 thetime all PSs in that center opened and closed;
9 the time for the start of the counting at every PS;
ll

any complaints made and how they were resolved.

Both the POG6s journal and PCM6s jour

election process and no pages are to be removed from the journals.

2.3DELIVERY AND RECEIPT OF ELECTORAL MATERIA LS

The WC is responsible for receiving the election materials from the District Electoral Office s and delivering
them to the PCMs in his/her area of responsibility.

PCMs will receive the kits for the polling centre and for the various stations; additionally, they will receive
ballot boxes and voting screens for the whole centre. Quick Reference Guide for the training of PCQC,
VEOs, BPIs, BBCs and PSQC will be included in this transfer of materials.

Polling centre kit will include all items required for setting up and managing the center includ ing
materials for establishing queue control systems, forms and all sensitive materials required for the polling
stations.

Each polling station will be issued with a polling station kit . The PS kit will include all non -sensitive items
required to carry out the polling and counting processes in a station. The PS kits are not polling-station

specific, and therefore any PS kit can be delivered to any polling station.
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It is the duty of the PCM to carefully check and
sign for the materials delivered to them against
the list of items that have been provided, before
distributing them to the POs in that centre. In case
there are some materials missing, the PCM must
immediately notify the WC.

When opening the PC kit to check the materials
received, the PCM will cut only one seal, retrieve
the materials that can be used for the setting up of
the centre (like signs and barrier tape) and then

seal the kit back (with the dedicated seal).

9 PC kits containing ballot papers cannot be unsealed overnight

The safekeeping of the election materials is the responsibility of the PCM and SLP until the materials are
delivered to the POs for each polling station before 7am on polling day.

The PO will, as well, check and sign when they receive the election materials for their polling station from
the PCM.

Upon receipt of the materials, the PCM and the PO wiill:

1 check the contents of material kits;

f sign the oMateri al Transfer Forn

2.3.1INTRODUCTION TO THE O MTERIAL TRANSFER FOR M BEFORE POLLING O MTF 1
The MTF 1 is the form that will be used by different levels of the NEC structure (NEC HQ, DEO, WC and

PCM) to keep track of sensitive and/or non -sensitive materials handed over and received before polling .
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The MTF 1 comes in triplicate (one original and two cop ies) and each form is to be used for one single
movement of materials from one level to another of the NEC structure. In some cases the transfer of

materials will occur through a cargo monitor that would be responsible for the transport.

If a cargo monitor is involved in the transfer, t he second copy (pink) goes to thefirst officer handing over
the materials to the monitor (first transfer) . The first copy (blue) goes to the cargo monitor doing the
second hand-over while the officer receiving the materia Is will keep and safely store the original (white)

MTF 1 (second transfer).

If no cargo monitor is involved in the transfer, t he second copy (pink) goes to theofficer handing over the
materials while the first copy (blue) together with the original (whi te) MTF 1 will stay with the officer

receiving the materials (first - and only - transfer).

The MTF 1 is used to transfer the following items. Unlisted items, if any, can also be added in the Other

(please specify) rows.

1. Polling Station Kit 2. Presidential Election Ballot papers

3. Parliamentary Elections Ballot papers 4. Chair/Mayor Elections Ballot papers

5.C 0 u n c iEledions Rallot papers 6. Polling Station FVR

7. Polling Centre FVR 8. Voting Screens

9. Ballot Boxes 10. Polling Centre Kit

11. Other (please specify) 12. Other (please specify)

13. Other (please specify)

How 1o FIiLLIN THE MTF 1

All details below must be carefully entered for the first transfer of materials

From: | Tick 1 box only To: Tick 1 box only
NEC HQ NEC HQ
DEO DEO
WC WC
PCM PCM
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(Tick 1box only): Tick the level of the NEC structure that is handing over the materials and write in the
corresponding box the relevant detail (District Name or Ward Number or PC Code);
To (Tick 1 box only): Thick the level of the NEC structure that is receiving the materials and write in the

corresponding box the relevant detail (District Name or Ward Number or PC Code);

Items Description:
In the quantity column, carefully write the exact number of each item (see list of items in the table above)
that is being handed over. If available (i.e. for ballot papers), also carefully write the first and last serial

number in the dedicated column.

1st Transfer:

Handed over by: It is the portion where the officer handing over the materials writes his/her name, Title,
ID number (if available). S/he will then sign it an d enter the date when the form is filled in (f ormat:
dd/mm/yy) . The name should be copied from his/her valid voter card.

Received by: It is the portion where the officer receiving the materials will write his/her name, Title, ID
number (if available). S/he will then sign it and enter the date when the form is filled in (format:

dd/mm/yy). The name should be copied from his/her valid voter card.

If a cargo monitor is in charge of the transfer the section below would also be filled:

2nd Transfer:

Handed over by: It is the portion where the cargo monitor handing over the materials writes his/her
name, Title, ID number (if available). S/he will then sign it and enter the date when the form is filled in
(format: dd/mm/yy). The name should be copied from his/her  valid voter card.

Received by: It is the portion where the officer receiving the materials will write his/her name, Title, ID
number (if available). S/he will then sign it and enter the date when the form is filled in (format:

dd/mm/yy). The name should b e copied from his/her valid voter card.
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2.3.2INTRODUCTION TO THE O MAMTERIAL TRANSFER FOR M BEFORE POLLING 6 (FROM PCM TO PO)

MTF2

This Form is specifically used by the PCM to hand over all polling materials (sensitive and non -sensitive) to
the PO. The form is in duplicate . The original (white) goes to the official receiving the materials and the first

copy (blue) goes to the official handing over the materials.

PCMs and POs must safely and orderly keep all copies and originals of the

MTF 2. DEO may request such copies if there is a need to run any cross -check.

HOW TO FILL IN THE OMTF BEFORE POLLING 0 (FROM PCM 10 PO) 8 MTF 2

District: Write the name of the district where the polling centre is located;

Constituency number: Write the constituency num ber where the polling centre is located;
Ward number: Write the ward number where the polling centre is located;

Polling centre name: Write the name of the polling centre assigned to that particular location;
Polling centre Code: Write the 5 digits code of the polling centre as it is assigned to that centre;

Polling station number: Write the two digits number assigned to that particular polling station;

ltems:

1. Polling station kit:  Write the total number of PS kits received/handed over in the quantity colu mn;

2. Presidential Election ballot papers Write the total number of ballot papers received/handed over in
the quantity column, and the serial number of first and last presidential ballot papers in the serial
number column;

3. Parliamentary Elections ballot pape rs Write the total number of ballot papers received/handed over
in the quantity column, and the serial number of first and last Parliamentary ballot papers in the serial
number column;

4. Chairperson/mayor Elections ballot papers: Write the total number of ballot papers received/handed
over in the quantity column, and the serial number of first and last chairperson/mayor ballot paper in

the serial number column;
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5. Councilors Elections ballot papers: Write the total number of ballot papers received/handed over in
the quantity column, and the serial number of first and last councilors ballot paper in the serial number
column;

6. Polling Station Fi n\ite the/ oumizer of VR eeceivesihamded over in the
guantity column;

7. Indelible ink:  Write the num ber of indelible ink bottles received/handed over to that particular station
in the quantity column;

8. Voting screens: Write the total number of voting screens received/handed over in the quantity
column;

9. Ballot boxes: Write the total number of ballot boxes received/handed over in the quantity column;

10. Stamps: Write the total number of stamps received/handed over in the quantity column;

11. Embossing device: Write the total number of device/s received/handed over in the quantity

column.

Handed over by: It is the portion where the officer handing over the materials will write his/her name,
Title, ID number (if available). S/he will then sign it and enter the date when the form is filled in (f ormat:
dd/mm/yy) . The name should be copied from his/her valid voter ID ¢ ard.

Received by: It is the portion where the officer receiving the materials will write his/her name, Title, ID
number (if available). S/he will then sign it and enter the date when the form is filled in (format:

dd/mm/yy). The name should be copied from his/her valid voter ID card.

Whenever you sign a OMateri al Tr an

held accountable for the materials received.

PCMs and POs must keep safely all copies and original of the MTF

2.4PREPARATIONS IN THE P OLLING CEN TRES AND STATIONS

Preparations for the polling stations within a center must take into consideration the space needed for

sitting accommodation of polling staff, polling agents and accredited observers.
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PCMs and POs must plan the layout of the PCs and PS well in advance of polling day. All polling staff
must help in the arrangement of the setting up. The polling staff must arrive at the PC/PS no later than
6am on polling day to make the final preparations in the polling station.

Any rearrangement of the room or open space that may be necessary before the polls open must not delay

the opening of the polling stations at 7am on polling day.

2.4.1POLLING CENTRE LAYOUT CONSIDERATIONS
PCMs must plan the arrangement for the centre regarding the entry and exit points, the queue control for
the centre and for the stations, a place to keep the polling centre kit (it could be one of the polling stations),

and a place/table for the PCM and VEO to assist voters who have lost their voter cards.

2.4.2POLLING STATION LAYOUT CONSIDERATION S

The polling station must be organized to allow the most efficient flow of voters, from entry to exit,
throughout the day. The set up of the polling station will depend on the size and shape of the room or
open space, the location ofthe entrance and exit doors, and the tables and chairs or benches available.
TO ADD NEW POLLING STATION LAYOUT

The following diagram illustrates one possible polling station layout.

POLLING STATION LAYOUT
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Voter leaves
Ballot Box Controller

Queue Controller

Seating should be arranged so that the polling staff, party/candida te agents and observers are able to
view the entire voting process and have a clear view of the ballot boxes at all times;
All polling staff should be able to see the voters entering the polling station;

Position the various tables so that voters move in alogical order from one table to the next, without

BBC1 and BBC2 carefully monitor that each voter casts the ballots in the correct boxes.

Position the dedicated voting screens(1 & 2) so that the secrecy of the vote iensured, and voters

Set up the room so that voters complete a circle that allows them to complete all steps in the process

Set up the station in a way that allows free movement for voters with disabilities (as far as possible).
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POSITIONING

The PS Queue Controller will be stationed at the entrance of the PS and will move
PS Queue

Controller in its surroundings to keep the queue orderly and to check that voters queuing do

belong to the PS.

o . The PO makes sure that the PS is set up and functioning appropriately all day long
Presiding Officer _ _ _ _ ) _ _
according to the instructions and procedures provided. His/her desk, if available,
should be positioned in a place where s/he can have a clear view of the entire polling

station. In addition, the PO should assist in controlling the queue outside the PS.

The table of the VIO should be positioned as the very first point after the entrance in

Voter ldentification

Offi the PS. The VIO must have sufficient workspace to maintain the FVR.
Icer

The BPI 1 must have adequate workspace to ensure that ballots can be maintained
Ballot Paper Issuer 1 in good order and out of the reach of voters or other persons not authorized to
handle them. The BPI 1 must also have sufficient workspace to prefold and

stamp ballot papers for presidential and parliamentary elections with the official stamp.

The BPI 2 must have adequate workspace to ensure that ballots can be maintained
Ballot Paper Issuer 2 in good order and out of the reach of voters or other persons not authorized to
handle them. The BPI 2 must also have sufficient workspace to pre-fold and

stamp ballot papers for Chair/Mayor and Councilors elections with the official stamp.

The voting screens 1 & 2 should be positioned as the next point the voter goes to
Voting Screens 1 & 2 . _ _
after receiving his/her ballot pape rs from the two Ballot Paper Issuers. Voting
screens should remain in full view of all polling station staff and accredited party
agents and observers. However, care must be taken to ensure that voting screens are situated appropriately
so that the secrecyof the votes is maintained.
The voting screens must also be checked regularly during the day to ensure that there are no political

materials left in the screens and that marking tools provided (pen and inkpad) are available.
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The ballot boxes 1 & 2 mustremain in clear view of the PO, the other PS staff, and
Ballot Boxes 1 & 2
party/candidates agents and observers at all times. The ballot boxes must be placed

nearby the relevant voting screen 1.

The ballot boxes 3 & 4 must remain in clear view of the PO, the other PS saff, and
Ballot Boxes 3 & 4

party/candidates agents and observers at all times. The ballot boxes must be
placed nearby the relevant voting screen 2. The table with Ballot Boxes 3 & 4 would need enough space to

place the ink bottle.

Ballot B The two BBC will stand by the relevant ballot boxes and simoultsaneously have a
allot Box
Controller 1 & 2  clear view and control of their respective voting screen.

2.4.3POSTING SIGNS AND EDU CATIONAL POSTERS

POLLING POLLING The NEC directional signs and educational posters provided
STATION STAOTlION must be posted inside and outside the PC and PSs On the

::> T Ay el exterior of the building, appropriate signs should be posted to

identify it as a polling centre. Additional signs should be posted to clearly mark the

route to specific PSs when voters have been split numerically.

Strategically placed signs ident ifying which voters go to which polling stations (according to their
Voter Card numbers) within the polling centre are critical to the successful management of large crowds
and long queues on polling day . Each polling station will be clearly marked to iden tify which voters have
been allocated to it. In addition, this information will be posted outside the polling centre. POs, together
with other polling staff, are responsible for posting these signs. The following notices must be displayed in

the most visible and appropriate locations both inside and outside the building:

The polling centre number
Polling station number signs (with the range of Voter Card numbers for that station)

1
1
1 Directional arrow signs
1

Voter educational posters, if available
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2.4.4POLITICAL CAMPAIGN MATERIALS

In complying with the 24 hours silent period, no campaign materials will be allowed anywhere in or
around PCs.

Polling staff are to remove any campaign material found less than 400 yards from the PC the day before

polling day, and must check on polling day to ensure that no new campaign materials have been posted.
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CHAPTER 3
POLLING

This chapter deals with the procedures to process voters and other related activities connected to polling,

which must be followed by the polli ng officials on polling day.

3.1GENERAL RULES FOR PROCESSING VOTERS

In order to process the voters, polling staff must follow the rules that are mentioned below:

a)
b)

c)

d)

e)

f)
9)

Each voter must vote in person. Voting on behalf of another person is not allowed.

Before vating, each eligible voter will sign/thumbprint the FVR and s/he will have his/her voter
card embossed to prevent double voting.

Voters will vote at the respective polling centres (formerly registration/exhibition centres) where
they registered and collected their voter cards.

Each voter must mark his/her ballots in secret behind the dedicated voting screen provided for this
purpose.

More than one voter behind the voting screen at a time is not permitted, except when a voter with
disabilities is being assisted.

All voters will be inked before leaving the polling station.

The elderly, people with disabilities, nursing and pregnant women will be given assistance and

preferential treatment in the queue.

3.2WHO QUALIFIES TO VOTE ?

All registered Sierra Leoneans with valid Voter Cards whose names are in the FVR for a particular polling

station are qualified to vote .

Exceptional cases

In some cases, the polling staff will have to deal with unusual situations. Below are some of these

exceptional cases:

1.

The voter with missing voter card must approach the VEO. Entry on the FVR will be searched and
additional ID document will be requested. Detailed procedures on how to process these voters are

provided in the paragraph covering the VEO's tasks.
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2. The voter holding a voter card with unclear or missing picture will be required to produce either
one of the following ID documents ( National ID Card, National Passport or Driver -s License) or a
witness attesting the voter's identity (accepted witness are: paramount and section chiefs, religious
leaders or village headmen)

3. The voter whose picture is on the FVR but whose particulars (age, sex or misspelled name) do not
match, will be allowed to vote.

4. The voter whose photo on the voter card is damaged but the photo on the FVR can identify

him/her will be allowed to vote.

3.3BEFORE POLLING BEGINS
On polling day, POs and all polling officials must arrive no later than 6am to set-up the final preparations
at the polling station before the opening of the poll.
The PO, in full vi ew of party/candidate agents and observers present, will:
1. remind the polling staff working in that station about their duties and responsibilities;
2. put up directional signs on the building or around the area housing the polling station with the
assistanceof the polling staff;
3. make sure that the voting screens are well assembled and have pens and thumbprint pads(Note:
PO, from time to time, checks if these items are still in the voting screen);
4. write the station/centre particulars (PC name and codeand PSnumber) on the cover page of the
PO&6s journal;
5. prepare the two stickers for each of the four ballot boxes and the four envelopes for spoiled ballot
papers for each election;
6. hand over to each polling staff the required materials to perform their duties;

7. write the Polling Station number on the four Reconciliation and Result Forms (RRF) and write the

number of ball ots received for each of the four

paper reconciliationé form (Section A of the RRF)

Note 1 Apart from the PS number, the other five P®ridification details (District name, Constituency

number, Ward number and Polling Centre name and code) witdsprinted.
Note 2: Whenever filling the NEC set of RRFs also copy the same details on thettvaj RRFs for agents
and observers

8. Write all the required information on the four envelopes for Spoiled ballot papers

9. hand over the first booklet of 50 ballot papers for Presidential and Parliamentary elections,

beginning with the lowest serial number , to the BPI 1. Also hand over the first booklet of 50 ballot
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papers for Chairperson/Mayor and Councilor elections, beginning with the lowest serial number,
to the BPI 2.
10. Confirm with the 2 BPIs, that each of the 4 booklets contains 50 ballots

11. BPIs must aarefully count the number of ballots before they start using a new booklet.

1 BPIs open and count ballot papers booklets only when it is needed. Do

not open ballot paper booklets in advance.

9  BPIs must carefully count the number of ballot papers whenever t hey

start a new booklet.

3.40PENING THE POLL
At 7 am, in full view of party/independent candidate agents and observers who are present, the PO will:
1 open the ballot boxes one after the other and allow those present to see the empty boxes;
1 Seal the faur corners of each ballot box using the security seals. The seals must be tightened firmly
to ensure that the top of each box is held securely and there are no gaps along the edge of the top
through which any material could be inserted;

¢ Recordthesealnumber s used to secure the four ball ot

of the sealsd6 form (Before Polling) and announce

1 Party agents and observers will be invited to sign the form and record the numbers in their journ als
after physically inspecting the seals;

1 Handover the four sealed ballot boxes to the ballot box controller 1 (Presidential and Parliamentary
ballot boxes) and ballot box controller 2 (Chairperson/Mayor ballot boxes)

1 Announce that the polling station is open for voting.

3.5V OTING BY POLLING OFF ICIALS , SLP MEMBERS AND POLLING AGENTS

1. Party agents and observers will be allowed to vote before the general public votes only if they are on the

FVR for that polling station.
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2. Polling staff as well as SLP members on duty in the same polling center where they registered would

be allowed to be the first to vote in their respective polling station s.

Polling staff would also be allowed to vote later when their polling station is less busy, provided that the

PO is informed and s/he can replace the officer.

3. Polling staff as well asSLP members on duty in a different polling center

would be allowed to vote according to the following exceptional procedures.

SLP members voting in a different polling station are allowed to vote only for Presidential elections.

from the one they registered

Polling staff are allowed to vote for each of the four elections based on whether the polling center they

work on polling day is within the same constituency, locality and ward

registered.

of the polling center they

SLP members and Polling staff voting in a different center than the one they registered have to show their

voter card (no Form 1A or 1 B is accepted as proof or registration) In addition SLP members' name must be

found in the Iist provided by

the relevant

aut hor i

theo Addi ti ons t o thahie meBnvtR bist tHe manms and details of all eligible voters (polling
PC different from that

staff and SLP members) allowed to vote in

a

form will be attached at the end of the FVR in each polling station.

1. ELEGIBILITY TO VOTE FOR PRESIDENTIAL AND PARLIAMENTARY ELECTIONS

different constituency

NEC polling staff PRESIDENTIAL PARLIAMENTARY
In the same polling centre (they go to the
respective PS as detailed above) v v
In a different polling centre within the same
Constituency v v
In a different polling center located in a v Should not vote for

parliamentary

2. ELEGIBILITY TO VOTE FOR CHAIR/MAYOR AND COUNCILORS ELECTIONS

NEC polling staf f Chairperson/mayor Councilors
In the same polling centre (they go to the
respective PS as detailed above) v v
In a different polling centre within the same
ward v v
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In a different polling centre located in a Should not vote for
\
different ward councilors
_ . _ Should not vote for Should not vote for
In a different polling center located in a _ _
_ . chairperson/mayor councilors
different locality

3.6 POLLING OFFICIALS AND VOTING STEPS

3.6.1POLLING CENTER STAFF

POLLING CENTRE M ANAGER (PCM)

0 Manages and maintains order in the centre

0 Sets up the PC with assistanceof the other polling staff, so that polling can start on time(7 am)

0 Writes the particulars of the centre in the PCM journal at the beginning of polling

o Ensurestimely distribution of election materials to the POs responsible for the PSs

o Provides assistance to voters when necessary

0 Monitors and ensures that POs and other polling staff follow all polling and counting procedures
accurately

o Deals with the media, observers and party/candidate agents at the centre

o Deals with complaints raised at the polling centre level

0 Records relevant/important events and complaints in the PCM journal, and refers issues which cannot
be resolved within the polling centre to the WC

o Oversees the polling and counting processes atthe various polling stations

o Completes the four oOPolling Centre Summary of Res
elections for each PS in his/her centre

0 Collect all election materials from POs and from his/her centre and hands them all over in a timely

manner to the WC for further delivery to the District Electoral Offices.

Voter Enquiry Officer
The VEO receives all enquires and processes voters who miss voter cards at the PC level according to the

following procedures:
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1. VEO requestsidentity documentary proof (National ID Card, National Passport or Driver -s License). If
documentary proof is not available a witness is allowed to attest the voter's identity (accepted witnesses
are: paramount and section chiefs, religious leaders or village headmen).

2. If the VEO is satisfied with the identity proof provided by the voter, s/he will search the voter's entry in

the PC FVR. If entry is not found the voter will be politely asked to leave the PC as no proof of registration

is available. If, instead, the entry is found and name and picture of the voter match, then the voter will be

asked to sign/ thumbprint against his/ her name in the FVR.

3. VEO writes the following details on a piece of paper and gives it back to the voter: voter's name, voter
card number, page of the FVRcontaining the voter's entry and the polling station number where the voter

has been allocated.

4.VEO directs the voter to the correct polling station.

5. The voter joins the queue of the respective PS and hand over the piee of paper to the VIO.

Note: Party/candidate agents and/or observers are allowed to witness all steps of the process carried out by the VE

Polling centre queue controllers:

o Ensures that only authorized people enter the centre and that voters do not remain at the centre after
voting;

0 Checks that voters have brought their Voter Cards and directs them to the correct PS;

0 Refers voterswith missing voter cards to the VEO ;

o Closes the gate of the polling centre at 5pm. No more voters will be allowed to enter, except those
already in the queue.

o Controls the entrances of the PC until the counting process has finished in all polling stations and all

POs have handed over materials to the PCM.

3.6.2.POLLING STATION STAFF

PRESIDING OFFICER (PO)

0 Is responsible for maintaining order inside the polling station

0 Sets up the PS with assistance from the other polling staff, so that polling can start at 7am

0 Supervises PS staff to ensure that correct procedures are followed and that sensitive materials can be
accounted for at all times

0 Ensures that the voting screens always have pen(s) and thumbprint pad(s)
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Ensures that the voters queuing at the station are within the range of voter card numbers for that
station

Provides assistance to voters when necessary, except marking bballots

Deals with political parties and independent candidates agents, observers and the media at the polling
station

Records i mportant events in the POO0s journal
Deals with complaints raised at polling station level

Refers issues which cannot be resoled within the polling station to the PCM

Closes the polling station after the last voter in the queue has voted

Completes the Reconciliation and Result Forms and other necessary forms

Ensures that the polling station is ready for reconciliation and countin g at the end of polling
Undertakes thorough and accurate reconciliation and counting of the votes cast and recording of the
results

Reports the results of the polling station in an accurate and timely manner to the PCM

Ensures that all sensitive and non sensitive materials are ready for transportation to the NEC District

Office after counting.

3.6.3VOTING STEPS

A simple voting process has been designed to safeguard against impersonation and multiple voting while

ensuring strict secrecy of the ballot. Essetially, the voting process will involve a series of steps shown

below

Step 1. Voter enters the polling station

Polling station queue controllers

[o]

[o]

Organises queues so that the PS does not

become crowded

Allows only authorised people inside the

PS and chec k s t hat t he ]

number is within the range assigned to

the PS; a
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o Takes position at the entrance of the polling station and keeps voters in an orderly line outside the
polling station;

o Ensures that the flow of voters to the identification officer is constant;

o Gives priority to the aged, voters with disabilities, pregnant voters and parents with babies;

o Reminds voters with disabilities in line that they can be accompanied by any person of their choice if
they need assistance to mark their ballots. k should be made clear that nobody can assist more than one
voter;

o Stays in contact with the PO who wil!/ indicate to
into polling station;

o From time to time informs the voters in queue about the range of voter card numbers assigned to that
specific station;

o Directs voters one at a time to the VIO and asks them to have their voter card ready;

o Keeps the entrance to the PS clear at all times;

o Ensures that voters leave the PS as soon as they finish voting;

o Reports any security concerns to the PO.

Step 2. Identification

Voter identification officer:

o Does not allow two voters at the table unless one voter has a disability and is being assisted;

0 Checks the left hand index finger for traces of ink before start identifying the voter in the FVR. If the
voter has been inked s/he cannot vote again

o Examines the voter card ({pbotoenatchuandcheckls that theovbterthécard i d e
has not been embossed for these electiondNote: Voters with missingcardmust hand over the piece of paper
produced by the VEO containing the name of the voter, the voter card number, the polling station number and tl
FVR page where the voterentry is located.

ol f s/ he doubts the vot er & doensuretmtthetcard belangskoghe votee v ot

o Checks the FVR to ensure that the vot eMolesl fnaamev oit:
name is not found in the FVR, but has a card for that PS, s/he should not be allowed to vote

o Confirms that the details in the voter card match the details in the FVR;
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0 Asks the voter to sign/thumbprint the FVR in the
dedicated space. Note: if voter chooses to thumbprint
make sure to carefully dry/remove ink with the cloth
provided so to avoid any unwanted stanark on the
ballot papers

0o Embosses he voter card exactly on the first circle in
the bottom left corner

o Directs the voter to the ballot paper issuer 1.

Ref Voting step 2

Exceptional procedures for polling staff and SLP members

As introduced in par. 3.5 polling staff and SLP members on duty on election day, will be allowed to vote

in a different PC from the one they registered. All Polling Stations i n each PC will be provided with the
0OAdditions to the FVR6 form where details of these

Note:The O0Additions to the FVR6 Form contains exactly

The VIO will process these voters according to thefollowing steps:
0 Checks theleft hand index finger for traces of ink. If the voter has been inked s/he can't votarag
o Examines the voter card to ensure the voterodos id
these el ections. I f s/ he doubts the voterds ident
to the voter;
o For SLP members only, carefully checks that the name of the officer is included in the list provided by
the relevant authority. If the name is not found, informs the voter that s/he cannot vote. If the name is
found, makes a tick against the name and proceeds with the following steps;
Remember:
1. SLP Members voting in a PC different from the one they registered would be allowed to vote only
for Presidential elections.
2. For Polling staff the following eligibility criteria will apply:
- All will be allowed to vote for presidential electi ons provided they have a voter card.
- Those registered in the same constituency of the PC where they are voting will be allowed to vote for
the parliamentary elections (check voter card);
- Those registered in the same locality of the PC where they arevoting will be allowed to vote for the

chair/mayor elections (check list of wards per locality);
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- Those registered in the same ward of the PC where they are voting will be allowed to vote for the

councillors elections (check voter card).

o Carefullyfils out al I details in the O0Additions to FVRO f

- Registration ID : This is the Voter Card Barcode Number . Copy this detail from the voter card

- Card Number : Copy this detail from the voter card

- Form 1A Barcode: Strike a line throughout this box . No Form 1A would be accepted for additions to the
FVR (only voter cards!), thus no detail must be entered in this box

- Surname: Copy this detail from the voter card

- Other Names: Copy this detail from the voter card

- Sex Copy this detail from the voter car d

- Date of Birth : Copy this detail from the voter card

- Address: Copy this detail from the voter card

- Occupation : Ask the voter and write this detail in the relevant box

- Father's Name: Ask the voter and write this detail in the relevant box

- Mother' s Name: Ask the voter and write this detail in the relevant box

- Voter F/print or Signature: Asks the voter to sign/thumbprint the
dedicated space.

Note: if voter chooses to thumbprint make sure to carefully dry/rermivevith the cloth provided so to avoid any
unwanted stain/mark on the ballot papers

o Embosses the voter card exactly on the first circle in the bottom left corner

o Carefully informs BPI 1 and BPI 2 on the type of ballots to be issued to the voter present

o Directs the voter to the ballot paper issuer 1.

If there is a problem with the identification of the voter, the PO/ PCM({

decision is final. The person may be reported to the police officer if this is

considered to be an appropriate action.
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Step 3. Issuing of Presidential and Parliamentary ballot papers

The ballot paper issuer 1 :

(o]

(o]

Checks whether the voter card has been embossed,

Detaches the two ballot papers (Presidential and Parliamentary) from the respective books;

Remember: Voters going through exceptional procedures (SLP members and polling staff) may

receive less than two ballots. In these cases, carefully follow the instructions received from the VIO;

Stamps the back top right hand corner of each of the two ballot papers with the dedicated official

validating stamp;

Shows the two ballots and explains to the voter that the blue one is for Presidential elections and the

yellow one is for Parliamentary;

Expl ai ns t h a ticetshbeeretana hosonethas the tight to know how s/he voted.

Explains the method of voting. The explanation must be completely impartial

a. Show the Parliamentary and Presidential ballots
and instruct the voter to make only one mark on
both ballots;

b. Explain to tick or mark with a thumbprint against
the candidate of choice in the blank box that
corresponds to the symbol/photo of the candidate;

c. Explain that once the voter has made a mark,
especially by thumbprint, s/he has to wait a

moment till the mark beco mes dry before folding;

d. Show how to fold the ballots (pre-folds first

vertically if needed and then horizontally as in the
drawing) making sure the stamp remains visible (if
the voter is blind, explain verbally) and then unfold the
ballot papers;
Fold each ballot separately and instruct the voter to deposit
each in the dedicated ballot box when leaving the voting
screen. Reminds the voter that the BBC 1 will be there to

assist in casting the ballots;
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f. Gives the two ballot papers to the voter (one ballot paper at a time)

Directs the voter to a vacant voting screen 1;

Ensures that only one voter goes into one portion of the voting screen at a time, unless the voter needs
help;

Is responsible for the security of the ballots at all times. If s’lhe needs to |eave the polling station, the

PO takes her/his place.

How the BPI 1 deals with spoiled ballots

o

If a ballot paper is torn as it is being removed from the booklet or destroyed or soiled, writes
OSPOILED6 o n t he witharedlpend,fplacestit in ¢he corresponding envelope for spoiled ballots
(Presidential or Parliamentary) and gives the voter a new ballot;

If a voter claims that s/he has mis -marked his/her ballot, retrieves it without looking at the front of the
ball ot , wr i SROHLEDG6h eo natklodst, puts it in the corresponding envelope for spoiled

ballot papers (Presidential or Parliamentary) and gives the voter a new ballot;

V Ballot papers with no stamp will be treated as invalid

V Do not pre -stamp ballot papers. Stamping has to be in f ront of the voter

Step 4. Marking the Presidential and Parliamentary ballots

Voter:

(0]

(0]

Enters voting screen 1,
Marks each ballot with pen or a thumbprint only once in the
box of the candidate(s) of choice;

Folds each ballot paper separately, first vertically and then in ':
half, so that it is impossible to see which candidate(s) was !,
marked,; 1
Leaves the screen and deposits each ballot in the dedicated
ballot box. :
v R
_ |4\.__,_

51

TOT 1 Polling and counting manual012



A voter with disabilities has the right to be aided by another elector of his/her choice ir

marking the ballots.

Step 5. Casting the Presidential and Parliamentary ballots

The ballot box controller 1:

0 Makes sure that voters exiting from the voting screen 1 moves towards the Presidential and
Parliamentary boxes;

o Ensures that the voter places folded and stamped ballot papers in the correct ballot box. Note: If the
voter folds the ballot in such a way thhetstamp is not visible, ask the voter to refold it so the stamp can be seen.

o Directs the voter to the Ballot Paper Issuer 2;

o Ensures that the secrecy of the vote is always protected;

0 Guards the Presidential and Parliamentary ballot boxes at all times. If s/he needs to leave the polling
station, the PO takes his/her place;

o Does not admit more than one voter to the ballot box area (except a helper for a voter with disability);

o Ensures that NO ballot paper is taken out of the polling station or dropped on the floor;

o0 Ensures that the ballot boxes do not get too congested, by shaking them at intervals in order to re
distribute the ballots inside the boxes;

0 Ensures that no unauthorized materials are deposited in the ballot boxes and that no one tampers with

the ballot boxes.

G Remember: under no circumstances should a polling official inspect a marked b
&
| paper.

Step 6. Issuing of ballot papers for local elections (Chair/Mayor and Councillors)

The ballot paper issuer 2:

o Detaches the two ballot papers (Chair Mayor and Councillors) from the respective books.
Remember: Voters going through exceptional procedures (polling staff only) may receive less than
two ballots. In these cases, carefully follow the instructions received from the VIO;

o Stamps the back top right hand corner of each of the two ballot papers with the dedicated official

validatin g stamp;
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o Shows the two ballots and explains to the voter that pink one is for Chair/Mayor elections and brown
is for Councillors;
o Explains that the votero6s choice is secret and no
o Explains the method of voting. The explanation must be completely impartial
a. Show the Chair/Mayor and Councillors ballot papers and instructs the voter to make only one
mark on both ballots.

Note: For Councillors elections in multhember wards the voter must be instructed to makeaay marks
for candidatess the number of Councillors to be elected in that specific Vieltlexamplemithereate: 4

b. Explain to tick or mark with a thumbprint against the candidate of choice in the blank box that
corresponds to the symbol/photo of the candidate.

Note: multiple candidatesmiis be mar ked f or Coumemberwams 6s el ect i

c. Explain that once the voter has made a mark, especially by thumbprint, s/he has to wait a moment
till the mark becomes dry before folding;

d. Show how to fold the ballots (pre -folds first verticall y if needed and then horizontally as in the
drawing for BPI 1) making sure the stamp remains visible (when the voter is blind, this explanation
is given verbally) and then unfold the ballot papers;

e. Fold each ballot separately and instruct the voter to deposit each in the dedicated ballot box when
leaving the voting screen. Reminds the voter that the BBC 2 will be there to assist in casting the
ballots;

f. Gives the two ballot papers to the voter (one ballot paper at a time)

o Directs the voter to a vacant voting screen 2;

0 Ensures that only one voter goes into one portion of the voting screen at a time, unless the voter needs
help;

o0 Is responsible for the security of the ballots at all times. If s/he needs to leave the polling station, the

PO takes her/his place.

How the BPI 2 deals with spoiled ballots
ol f a ballot is torn as it is being remo8ROILEDOr corm t
the back of the ballot paper (with red pen ), places it in the corresponding envelope for spoiled ballot

papers(Chair/Mayor or Councillors) and gives the voter a new ballot;
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o If a voter claims that s/he has mis -marked his/her ballot, retrieves it without looking at the front of the
ball ot paper, SPOILED®s onhde hwormdck of t h ¢he domebponaing p a p
envelope for spoiled ballot papers (Chair/Mayor or Councillors) and gives the voter a new ballot.
Note: There are four envelopes $poiled papers. Each BPI will have two envelopes corresponding to the ballots

s/he deals with. Each sledl ballot paper must be placed in its corresponding envelope.

V Ballot papers with no stamp will be treated as invalid

V' Do not pre -stamp ballot papers. Stamping has to be in front of the voter

Step 7. Marking the local elections ballots

Voter:
o Enters voting screen 2;
o0 Marks each ballot paper (Chair/Mayor and Councillors) with pen or a thumbprint only once in the box
of the candidate(s) of his/her choice
o0 Note: multiple candidates must be-memberwadt f or Counci
o Folds each ballot paper separately, first vertically and then in half, so that it is impossible to see which
candidate(s) was marked;

0 Leaves the screen and deposits each ballot in the appropriate ballot box.

W A voter with disabilities has the right to be aided by another elector of his/her choict

\ 74, ~7 marking the ballots.

Step 8. Casting the local election ballots

The ballot box controller 2:

0 Makes sure that voters exiting from the voting screen 2
moves towards the Presidential and Parliamentary
boxes

o Ensures that the voter places folded and stamped

ballots in the correct ballot box. Note: If the voter folds
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