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This guide is intended to assist you in planning for emergencies.  A copy of Iowa Administrative Code Section 721-21.1(47)  is also included, read and understand it  thoroughly.  

If an emergency affects the precinct operations during election day, Iowa Administrative Code Section 721-21.1(47) will regulate your actions.  Assess the nature of an election day emergency and determine if it falls under the authority of IAC.  Consult with the state commissioner if your emergency does falls under the code defined “Emergency election procedures.” You will need to obtain a declaration of the emergency from the state commissioner’s office to proceed.

If a natural or other disaster or extremely inclement weather prohibits you from safely conducting the election, you can request permission from the state commissioner to postpone the election. Postponement should be requested for only the most extreme conditions.  Re-scheduling  is extremely difficult for your office to administer, plus it is very expensive since all election day procedures must be repeated.  Additional burdens are also placed on voters and precinct locations.  Voters that had voted prior to a declaration of emergency to postpone on the original election day must vote again on the re-scheduled election day and precinct building availability is difficult at best with such short notice.  

MAINTAIN PUBLIC CONFIDENCE 

[image: image1.wmf]If any type of emergency causes you to vary from standard election night procedures, you need to give careful consideration to maintaining public confidence. Accurate and open procedures are essential to preserve the integrity of an election.   An action taken that requires concealment is an action that should not be taken. 

Although your top priority is to handle the emergency, take time to explain to the press and public the nature of the emergency and all procedures as you work toward it’s resolution. 
Perceived problems can be just as damaging as actual problems. Remember to give thorough explanations.   By taking the time to inform the public as things progress, an election night emergency, large or small, will be thought of and reported as a problem that you accurately and efficiently handled, not an election night disaster.

BACKUPS and PRINTED REPORTS
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Careful attention to backups are always important.  They can save you time, lend confidence to the process and most important, prove accuracy.

Counties with backup capabilities on their scanners should periodically store a backup and print a summary and status report to keep with the backup.  

Counties whose scanners lack backup capability would still benefit from the printed reports.  Reports can be used as a starting point to resume scanning  if  an equipment or power failure  causes you to lose totals.   You would have two reports to add together at the end of the night but  that could be preferable to starting over at the beginning.  

PREPARE FOR THE UNEXPECTED

Keep careful track of the progress of your scanning.  

Print a report to keep with your data backup for proof of accuracy.

Label clearly all backups and reports so that you may match them    

accordingly.

Always run a backup and report at the completion of absentee ballot  tabulation.  This will

ensure that you don’t have to re-run the absentee ballots in the event of an equipment 

failure.

If the quality of your backup is questionable or if there is any doubt as to it’s contents, do not hesitate to start over from the beginning.  Late, accurate results are better than dubious results.

NATURAL DISASTERS

ELECTION WORKER SAFETY
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It is likely that if extremely inclement weather affects your precinct operations on election day, Iowa Administrative Code Section 721-21.1(47) will govern your procedures.  A copy is attached.  Read and become familiar with these procedures before you need them.  Any other procedures suggested by this checklist are in addition to IAC rules, not instead of.

If a tornado warning occurs, remember that many of your officials will not have radios or current information.  You should talk to your emergency management people regarding ways to advise your precincts of dangerous weather conditions.

[image: image4.wmf]If the road conditions are dangerous after the polls have closed, you will need to decide if you want to wait it out, send the precinct officials home, or send someone after the ballots.  Inquire at your Secondary Road and Sheriff’s Departments regarding the level of help you can expect from them.  

Keep in mind ballot security, and have election officials keep a paper trail with signatures of whoever is responsible for the ballots.

Emphasize to your election workers that their safety ALWAYS comes first.  Be sure to include emergency procedures in your Precinct Officials handbook and discuss these issues at your school of instruction.

Include large garbage bags with each polling place’s supplies.   In the event of heavy rain, they can be used to protect the ballot boxes and precinct supplies  from moisture.   Damp ballots are a scanner operator’s nightmare.

POWER FAILURE AT THE COUNTING CENTER

· [image: image5.wmf]Know where your fuse box is and which circuits will affect you,  especially which one your scanner is on.  Know where the  fuses are kept and how to replace them. 

· Obtain the emergency phone number for the building maintenance manager, and know which electrical  contractor to call if you cannot reach maintenance.

· Ask your local electric utility how to best obtain information concerning an estimated time for return of service in the event that a power outage occurs outside your building,  

UNIVERSAL POWER SUPPLY

You may want to consider the installation of an un-interruptible power supply (UPS) to protect your scanner’s power supply in the event of a power outage.  
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In discussions with the technicians at AIS, they indicted that a UPS can keep your scanner up so that it doesn’t lose memory, but a UPS WILL NOT provide enough power to continue scanning ballots if the power is out. 

 AIS can give you specifications for a UPS if you choose to purchase one.  A group purchase was suggested  to save money, but it does not appear to offer any substantial savings. 

EQUIPMENT FAILURES      

If the nature of your emergency is equipment related, for technical support call:




AIS

1 - 800 - 247 – 8683

or

1 - 402 - 593 - 0101
In the rare event that your equipment cannot be repaired on election night:
· Make a thorough record of the status of your tabulation progress

· Seal your ballots. 

· Have your election observers watch this process and encourage questions.  It is much easier to answer questions as they arise than at the end of  the night.

BORROW A SCANNER?

If it appears the wait for repair or replacement from AIS will take too long, a possible alternative is to borrow a scanner from a neighboring AIS county with the same model of equipment that you have.  You may want to work out an agreement for emergency situations ahead of time.  If so, remember these items for consideration:

· Who will transport the scanner?  The scanner MUST be transported to the ballots as there is no statutory authority to remove the ballots from your county.  

· If you are the lending county, remember to print out your reports for the media and candidates and then remove your program board from the scanner before lending out the scanner.  It probably will not be returned until the following day.

If equipment problems are significant, consider re-starting from the beginning.  The public may not have confidence in the results of the ballots tabulated prior to the failure.  This is especially true if your scanner could not be repaired and you will be finishing with a different scanner.  Remember to do another public test once you are ready to resume scanning.

[image: image7.wmf]BALLOT SECURITY

   An important consideration in any election emergency is ballot    security.  Always keep a record of how you secure your ballots.  

If scanning is interrupted, make sure that no ballots are left unattended.  Give thought to each group of ballots and whether they have been run through the scanner or not.  

Do you leave ballots unsealed and just wait to resume scanning?  If your wait will be long, do you seal the ballots?  If  you plan to seal them, in what?  Answering these questions ahead of time, at least in you mind, will help you to react appropriately and effectively if an emergency does occur.

EMERGENCIES AT THE POLLS

If an emergency is declared while the polls are open and a decision is made to postpone the election, follow IAC 721-21.1. If this occurs, give your election officials the following directions:

1. Halt all voting immediately.

2. People who are waiting to vote shall NOT be given ballots.

3. People who have been given ballots shall deposit them in the ballot box.

4. Unmarked ballots may be returned to the precinct election official.

5. Precinct Officials shall seal all ballots which were cast before the declaration of the emergency in the usual manner followed at the close of the polls.

6. The containers shall be clearly marked as voted ballots from a postponed election.

7. Have all precinct workers sign near the recorded seal number and indicate who will be in possession of the ballots.  Keep the paperwork with the ballots. 

8. If safe to do so, the ballot containers, election register, tally list(s) and other election supplies shall be transported to the commissioner’s office.

9. If it is unsafe to travel to the commissioner’s office, the chairperson or one of the co-chairpersons of the precinct election board shall see that the ballots, election register and tally list(s) are securely stored until it is safe to return to the commissioner. 

10. The commissioner shall then store the unopened ballot boxes in a secure place.

If the counting of absentee ballots has begun and then an election is suspended for emergency reasons,  to be rescheduled at a later date stop counting immediately.  

1. Seal all reports in an envelope and zero the totals in the scanner.   

2. Seal all absentee ballots until the date that the election is re-scheduled.

3. Voters are permitted to vote by absentee ballot again until the date the rescheduled election is actually held.

4. Start the  tabulation of absentee ballots over from the beginning on the resumed election date.  Open the original absentee ballots and tabulate them along with the additional new absentee ballots.   You will then only have one batch of absentee results.

EMERGENCIES AT THE COUNTING CENTER 

If ballots are in the courthouse and scanning cannot begin (Equipment or power failure) do not take the ballots out of ballot box until you know that you can start scanning ballots

[image: image8.wmf]If absentee ballots have been counted, but precincts have not been started and counting is interrupted, clearly mark and seal the absentee ballots.  Remember to record any write-in votes that were on the absentee ballots, some of your absentee ballots may need resolving by the resolution board. 

Save a backup of your absentee results, print a report and label them carefully. DO NOT release the results until the polls have closed.  

Remember:  If you do have an equipment problem after scanning the absentee ballots, a good backup can keep  you from re-running the absentee ballots and save you hours.

If you have an equipment or power failure after ballot boxes have been delivered to the counting center, opened and scanning has begun:

Never leave ballots unattended. 

Consider the location of all ballots.   Keep careful track of which ballots have been counted and which ones have not.  The resolution and write-in ballots are especially easy to confuse with interruptions.   You could have ballots in several locations:
· At a table being jogged

· At the scanner waiting to be scanned.

· Not counted and waiting for the resolution board.

· Counted but waiting for write-ins to be logged

· Finished and ready to seal.

Decide whether or not to re-seal the ballots until the problem is solved. Keep a record of how the ballots have been secured.  Clearly mark containers for precinct contents, personnel attending ballots,  and whether the ballots have been counted or not. 

If you decide to re-seal the ballots  a good substitute for ballot boxes and split lock seals can be a cardboard box with a lid.  Securely tape around the box and lid, then sign across the tape and onto the box with a marker.  If the tape with signatures is not broken, you can prove that the ballots were secure.
RESUME COUNTING - OR - START COUNT OVER

When scanning resumes, if the scanner was not turned off,  and totals were not lost (interruption was a mechanical adjustment):

· Print a new report to compare with your most recent  report previous to the adjustment  to ensure that totals were not lost.  (It is unlikely that you will have reports that match exactly.  If some ballots were scanned in between the two reports, obviously the latter report will have higher totals, but you can determine accuracy by comparing the absentee precinct and the precincts that  appear on both reports.

· Have your observers look at the two reports and sign them, similar to a public test.  It is much easier to answer questions at this point instead of at the end of the night. 

[image: image9.wmf]If the scanner was off, backed up totals were restored, significant changes were made to the equipment or a replacement scanner is necessary, you need to decide whether to resume counting at the point of your last backup OR to start over once the problem is solved.  Whether starting over or resuming your count:

· Do a public test immediately prior to starting over or resuming where you left off.

· Zero Totals and print a Zero Report before starting over or restoring data.

· Have a representative from both parties sign the new test and the Zero Report.

Resume counting.  If you are confident with your backup and decide to resume counting where you left off, do a public test, zero totals and then restore your data.

· Print a new report after you restore data.

· Match the report from the backup with the report after you restore  the data. A printout that matches your saved data is essential to prove that votes were accumulated correctly. 
· Have your observers look at the two reports and sign them, similar to a public test.  It is much easier to answer questions at this point instead of at the end of the night. 

Starting over.  If equipment problems were significant, or if you have any doubts of where to resume counting you should consider starting from scratch.  

· The public might not have confidence in results of  ballots tabulated prior to the failure, especially if your scanner could not be repaired and you will be finishing with a different scanner.   

· If you decide to start over and have a good backup of your absentee count, consider starting at that point.  Not having to re-run absentee ballots can save hours.

EMERGENCY NUMBERS

	Vendor
	Toll Free:
	Ph:             1-800-###-####        

	
	After Hours 
	Ph:

	
	Office:
	Ph:                

	
	Fax:
	Ph:                

	Road Conditions
	DOT:
	Ph: 

	Secondary Roads
	Office:
	Ph: 

	
	After Hours:
	Ph: 

	Sheriff / Police
	Office:
	Ph:   

	Emergency Management
	Communications  Desk:
	Ph:                

	Secretary of State
	Elections Division:
	Ph:                

	
	Fax:
	Ph:                

	
	Election Director-home:
	Ph:                

	
	Deputy SOS       -home:
	Ph:                

	Maintenance Supervisor
	Work:
	Ph: 

	
	Home:
	Ph: 

	
	Cell Phone/Pager:
	Ph: 

	Electrical Contractor
	Work:
	Ph: 

	
	Emergency:
	Ph: 

	Electric Company
	Office:
	Ph: 

	
	After Hours:
	Ph: 

	
	
	Ph

	
	
	Ph: 

	
	
	Ph


EMERGENCY SUPPLIES

	
	Counting Center
	
	Precincts

	
	
	
	

	· 
	Flashlight
	· 
	Extra Split Lock Seals 

	· 
	Heavy Duty Extension Cord(s)
	· 
	Large garbage bags to place ballot boxes in for transportation during heavy rain. 

	· 
	Grounded Plug Adapter(s)
	
	

	· 
	Extra Split Lock Seals
	
	

	· 
	Packaging Tape
	· 
	Flashlight

	· 
	Screwdrivers, Pliers
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