Town of Durham

Registrars of Voters Emergency Contingency Plan


Korn School Emergency Contingency Plan

1. The use of the word election also includes primaries. Referenda shall follow the procedure when available, but is not required. Evacuation procedures for Korn are included in the Korn Evacuation Procedures Plan, which should be implemented as needed with the Emergency Plan.

2. The Town Clerk is given the contact information for the moderator and poll workers before every election.

3. Evacuation procedures for Korn are included in the Korn Evacuation Procedures Plan.

4. If the Moderator or Assistant Registrar determines poll workers are needed for any reason, the Assistant Registrar will call or notify either Registrar or the problems.

5. Alternate polling places, in order of preference, are:

a. CRHS gym. Contact principal at --- and Superintendent at ----. 

b. Strong School. Contact principal and Superintendent

c. Durham Activity Center. Contact First Selectman and First Selectman’s secretary to arrange opening facility, transportation of equipment, set up and any traffic monitoring.
d.  Affirm possible emergency use when reserving Korn and with First Selectman’s assistant.
6. Korn school has fire extinguishers at :

a. The fire alarm at Korn is located at 

b. The Emergency Planner claims Korn and the DAC are in compliance.

7. In the event of a power outage, the Moderator will call the Registrars, Town Emergency Planner and the School Principal. The Moderator will follow any directions from the Emergency Planner regarding safety.

8. Emergency exits at Korn should first include the doors to the parking lot. The other preferred exits include the outside door next to the art room and the front exit opposite the secretary’s office. After exiting, poll workers and voters should convene at bottom of hill in front of CRHS on Pickett Lane according to emergency evacuation instructions.

9. Durham Town Policy is to contact the Emergency Planner in the event of any emergency number. The Moderator or an assignee should call 911, report the problem and let the Emergency team handle the notification, leaving the Moderator to follow evacuation procedures or the directions of emergency respondents.

10. If the custodian is not present on the morning of an election, the facilities are inaccessible or there are hazards present, the Moderator should call the Registrars and the Superintendent of Schools. 

11. If ballots are needed, the Moderator should contact the Registrars and the Town Clerk. The Town Clerk will arrange Adkins copies or the copying of ballots at Town Hall. The school’s copier will need permission and code access from the Korn principal.  Use the Town Hall printer as first choice for ballot control and accessibility.

The Town Clerk will have alternate polling sites, names of moderators and workers, and contact information for alternate schools or the DAC. The Moderator, Town Clerk or the Emergency Planner can provide this information to relevant public safety officers.

The Town Emergency Planner will provide emergency provisions to the Registrars prior to an election. The Moderator will also have access to the Korn School nurse and first aid supplies.

The Registrars will request custodial service at 5:00 a.m. when requesting use of the Korn gym for elections. They will also contact the secretary of Korn School to confirm use of the gym and BASREP notification of gym use. During set up, a registrar will double check with the secretary, principal or custodian.

In the event of severe weather forecast, the Registrars will contact the First Selectman, Town Clerk, Town Emergency Planner and Secretary of State Office and Moderator and poll workers to finalize plans for a safe election and to verify access to generators.

During set up and swear in of poll workers, the moderator will review emergency procedures and designated tasks, confirm the designation of the assistant registrars in the event of moderator incapacitation, review safety procedures in the event of emergency evacuation, as well as assign the accountability of voted and unvoted ballots, checker lists, and the Grand List. Each poll worker will have an emergency sheet included with training information.

The Moderator and Assistant Registrars shall prepare a written report of any emergencies, detailing


The nature of the emergency


The process used to address the emergency


The effectiveness of the process and suggestions for future situations

Notification of emergency polling location . The Moderator will appoint one poll worker to stay onsite to direct voters to the new polling location. The Assistant Registrars will notify Town Hall and Public Works to prepare signs for the green and Korn School directing voters to the new site. The Registrars will contact the Town Clerk to send out emergency notifications and notice on the Town web site.

Ballot Shortage Contingency Plans

The Assistant Registrars will keep track of unvoted ballots locked in the blue cabinet. When the moderators, ballot clerk or assistant registrars determine more ballots will be needed, the assistant registrar will call the Registrar at Town Hall, who will consult with the Town Clerk and arrange for more ballots. The source of the additional ballots will depend upon the type of election, but usually the Town Clerk will call Adkins and consult on who will pick up or drop off the additional ballots. For referenda, the Town Clerk will usually arrange for copying of additional ballots at Town Hall and arrange for the delivery to the polling site. Additional printing at the school will only be done with approval by both Registrars. 

The Registrars will keep one unvoted ballot with the test ballots from the tabulator testing. Ten additional unvoted ballots for each district will be kept in the Registrars Office in the event additional copies may be required.

Machine Malfunction Contingency Plans
1. IVS machine
The Registrars have 2 fax machines already. If a back up is needed, contact Town Clerk for extra fax machine. Registrars will contact IVS as well.

2. Ballot boxes
In the event a ballot box cannot be locked or is unusable, the moderator shall first replace the ballot box with the backup, securing voted ballots in the usual manner.  The Moderator and Assistant Registrars shall contact the Registrars, who will attempt to obtain alternate machines from other sources. Until the ballot box can be replaced, voters should cast their voted ballots in the auxillairy bin, which the moderator should empty after every 300 ballots. If the ballot box is completely unusable, voters can cast their voted ballots in the auxiliary bin of a ballot box in another district. 

3. Tabulator malfunction
In the event a tabulator malfunctions in the middle of the election, the moderator and assistant registrars will replace the tabulator with the backup tabulator.

a. If the backup tabulator is unusable, voters will cast their voted ballots in the auxiliary bin, which shall be emptied every 300 ballots. Meanwhile, the moderator and Registrars can confer whether to take a backup tabulator for another district, replace the memory card with the appropriate memory card from the broken tabulator, and install the new tabulator in the ballot box. 

b. If no working tabulators are available, the Registrars should contact the SOTS to make them aware of the situation and confirm the measures taken. 

c. At the close of the polls, after closing one district out, the memory card for the problem district can be inserted into the working tabulator and the Assistant Registrars will feed the voted ballots into the new tabulator. 

4. Memory Card malfunction:
If after testing, the memory cards are later determined to be unsable, contact the Registrar in the office, who will attempt to obtain a tested one through IVS or by sending a messenger to UConn, if allowed by the SOTS.  The voters will cast their unvoted ballot in the ballot box without the tabulator. The Registrars will contact additional workers to arrange hand counting of the ballots.

Absence of Personnel
1. Poll worker does not appear or is unable to work

a. Appropriate Registrar should be notified and should call poll worker at home.

b. Depending upon response to phone call, Registrar should contact replacement workers.

i. Replacement pool of poll workers: on  __drive under _________. Contact replacements by e-mail at 5 a.m. to determine availability. As practical matter, contact several beforehand to determine if will be in town, etc.

c. Replacement worker should be sworn in, instructed in duties and given handouts regarding duties.

d. Moderator should contact Registrars if replacement worker does not report or if poll workers must leave due to unexpected emergency.

2. If Moderator unable to perform duties

a. Moderator should contact registrars if able. If Moderator not present by 5:15, and moderators are unavailable, the Assistant Registrar for that party shall act as moderator until formal replacement found. Assistant Registrars should notify Registrars of Moderator’s absence.

b. When notified of the moderator’s absence, the registrars should determine if a poll worker on site is certified as moderator and able to assume the duties. The registrars will then replace the poll worker with a replacement worker.  If a replacement moderator is not available on site, the registrars will contact their backup moderators. If unable to find a certified moderator available to serve, the Registrars will provide temporary certification to a poll worker of their joint choosing, then contact a replacement poll worker.

3. If a Registrar is unable to perform duties

a. If Registrar does not appear at polling site before opening, moderator should call Registrar.

b. If Registrar is unable to work, the Deputy Registrar should determine who the Assistant Registrar at the polling place should be and should arrange for a replacement worker at the office who is familiar with the CVRS system. 

4. If additional workers are required during the course of the day

a. The moderator should consult with the assistant registrars to determine if the lines at the checker tables require modification. If so, the moderator and assistant registrars should reassign duties to arrange for such additional lines as are needed. The Registrars should be contacted to find replacement workers for those reassigned workers.
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