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FOREWORD

The Georgia election code has been amended to require that the county election superintendent, or in the case of a county board of elections or county board of elections and registration, or its designee to satisfactorily complete a certification program approved by the Secretary of State no later than January 1, 2007 (O.C.G.A. § 21-2-101).  The certification program may include instruction on, and may require the superintendent to demonstrate proficiency in the operation of the voting equipment and in state and federal law and procedures related to elections.  This training is not to exceed 64 hours.

The Secretary of State and the Kennesaw State University Center for Election Systems have teamed up to present the Georgia Election Official Certification Program (GEOC) to meet these new training requirements   The required curriculum will include the following modules:


Managing Your Poll Workers


Ethics


Managing the Elections Office


Pre-Election


Post-Election


GEMS


Election Laws

Each of the above modules will require approximately 8 hours of class time.

The election superintendent or designee must have minimum computer skills or attend a four-hour computer class to be held prior to attending the above certification classes.  If an attendee requires these basic computer skills, he or she should inquire at their local technical school to obtain such training.  If basic computer training is not available locally, a 4-hour class can be provided by The Center for Election Systems at KSU.

Classes will be held in various locations throughout the state for the convenience of the attendees.  The current plan is to hold training in four locations in the state.  Planned sites are Atlanta, Tifton, Macon, and Augusta.  These locations are subject to change if not available.  All replacement or make-up classes will be held at KSU.

Standards for the development of these criteria may include case studies that are relevant to the election process in Georgia.  The learning objectives will be stated at the beginning of each module.  All materials and classes are instructor independent.

This manual is designed to give you details of the steps needed for you to meet your certification requirements.

CERTIFICATION REQUIREMENTS

In order to become certified, there are specific requirements that must be met:

1) Once a schedule is announced for a particular module you must complete a Registration Application and submit it to The Center for Election Systems at KSU.  A required RSVP date will be provided to you when the class is announced.  In order to adequately provide space and prepare materials, each county will be assigned to a certain city in which the class is being held.  Please make every effort to attend the module to which you are assigned.  

2) Special consideration will be given to those who have circumstances, which prohibit their attendance at an assigned class.  All make –up classes will be held at The Center for Election Systems KSU facility.

3) You will have until January 1, 2007, to complete the required modules, but please bear in mind that certain modules may not be offered again for quite some time.  

4) No credit for a class will be given unless you attend the entire course.  For example, if the class is 6 hours, you must be in class for the entire 6 hours to obtain credit.  If you attend only a portion of a class, a make-up class would be required in order to obtain credit for that class.

5) In order to maintain an academic environment all attendees will be asked to refrain from cell phone use or other electronic communication during the actual class times.  

6) Attendees should use specified breaks and lunchtime to conduct any necessary office or personal business.  Attendance is required at the entire course in order to receive credit for attendance.

7) Official certification hours will be maintained by The Center for Election Systems at KSU and the Secretary of State.  However, we recommend that each attendee also keep personal records of courses attended.

8) Due to space limitations, budgetary factors and time constraints, only one person from each county will be allowed to attend this required training.  **The only exception to this rule will be for the first module offered (How to Manage Your Poll Workers).

9) The Office of the Secretary of State will pay the cost of conducting the training sessions.  It is the responsibility of each county to pay for meals, transportation, and lodging if required.

10) A morning break will include a snack and beverage.  Lunch is on your own.  

11) Upon completion of the required hours, you will be provided with a Certificate of Completion.  

COURSES

The following list of courses is subject to change if necessary.  Each module contains a brief description of items, which may be included within the course outline.  Courses may not necessarily be offered in the order in which they appear.  

Course I:
HOW TO MANAGE YOUR POLL WORKERS

This module will include poll opening and closing procedures, operations of the poll during the day, training tips, recruitment ideas, legal requirements related to poll officials, troubleshooting, voters with disabilities accessibility requirements, and sensitivity training.     

Course II:
ETHICS


This module is designed to provide you with all of the information you need to perform your duties as a filing officer.  Topics to be covered will include  information on how candidates should properly complete and file disclosure reports, non-candidate committees (including PACS) e-filing requirements, 48-hour reports, and instruction on how to use the Ethics in Government Act.

Course III:   
MANAGING THE ELECTIONS OFFICE

This module is designed to cover all of the duties and responsibilities of an election official.  Topics to be covered will include budget planning, strategic goals, effective time management, crisis management, identifying and prioritizing office duties, how to work with elected officials, media interaction, how to schedule and plan for an election year, and professionalism.

Course IV: 
PRE-ELECTION 

This module will cover all of the technical and non-technical steps necessary to prepare for an election.  Topics to be covered will include ballot preparation and proofing, memory card creation, Logic & Accuracy testing, polling site surveys, legal notices, supply ordering, selecting and staffing polling sites, special election requirements, and qualifying. 

Course V:
POST ELECTION

This module will cover all procedures performed after the polls close.  Topics to be covered will include provisional ballot verification/counting, consolidation and certification, recounts, paperwork, record retention, post-election GEMS procedures, commission system, election night reporting procedures, and runoffs. 

Course VI:
GEMS

This module is designed to refresh and enhance your previous GEMS training.  Topics to be covered will include reviewing databases, upload of memory cards, GEMS reports, export of data, modem of results, remote display, and database management.  

Course VII:
ELECTON LAWS

This module will encompass a review of all legal requirements related to elections. Topics to be covered will include utilizing Title 21, State Election Board Rules, how to use the Georgia Constitution, challenges, contests, recall, HAVA, and Department of Justice submissions.

REGISTRATION FORM

Please maintain a blank copy of this form in your files.  When a class module is scheduled you will be notified and asked to submit a completed copy of this form at that time.

Name:
______________________________________

Title:
______________________________________

Physical Address:  ____________________________

____________________________________________

Mailing Address if different: ___________________

____________________________________________

Phone:  (      ) _________________________

FAX:    (      ) __________________________

E-mail: ______________________________

Course Title: __________________________

Location & Date of Course: ______________________

Return to: Please fax this completed form to The Center for Election Systems
 at 770-423-6905.       


 RECORD KEEPING

The Secretary of State and KSU will maintain official records of persons attending these required courses.  This form is provided to you so that you can maintain your own personal attendance record as you attend the required classes.

	ATTENDEE
	COURSE #
	COURSE TITLE
	INSTRUCTOR
	DATE OF 

CLASS
	LOCATION

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


PRINCIPLES OF ELECTIONS/REGISTRATION OFFICIALS

We subscribe to these principles:

Freedom is an inherent human right, but is also fragile and can be lost through neglect or misuse. 

Freedom requires responsibility.

Freedom can best be maintained and nurtured through the democratic process.  The success of the democratic process requires fair and open elections, which accurately reflect the intent of the electorate.

Therefore, it is our unique role as election officials to serve as the gatekeepers of Democracy.

It is our sacred honor to protect and promote public trust and confidence by our conduct of accurate and fair elections.

As the public’s guardians of freedom within a democratic society, we are responsible for the integrity of the process.  Our role demands that these principles must be placed above personal or partisan gain.

Nurturing and protecting Democracy is a team effort in the profession of elections administration.  Our task requires wisdom, courage, and the desire to remain focused on our vision of free and impartial elections despite changes in our society and its laws.

By dedicated adherence to these Principles and Standards of conduct, we demonstrate our loyalty to freedom, pride in our profession and a commitment to the excellence of the democratic process.

STANDARDS OF CONDUCT FOR

ELECTION AND REGISTRATION OFFICIALS

My personal pledge to Freedom, Democracy, and my Profession:

I uphold the Constitution of the United States and the laws, policies and court decisions of federal, state and local jurisdictions.

I commit to excellence and competence by maintaining the highest level of knowledge and expertise in the elections process through continuing education and self-evaluation.

I am accountable for maintaining public confidence in honest and impartial elections, which I conduct in a fair, efficient, and accurate manner.

I dignify voters by providing equal opportunity to participate in the democratic process.

I am responsible for just and equitable treatment of the public, elected officials, and members of my profession.

I manifest a positive role in community relations by being accessible and receptive to both individuals and groups.

I have the courage and stamina to protect the public’s interest from manipulation for personal or partisan gain while respecting the rights of all.

I am flexible and innovative within the framework of the law in carrying out my duties on behalf of the public’s interest.

I conduct all fiscal responsibilities with wisdom and integrity, and I am accountable for all funds and resources committed to my charge.

I maintain a productive and efficient operation through a well-managed elections environment.

I endeavor to maintain the highest level of integrity in performing all duties of my profession.

Election Official Standards of Conduct & Principles were provided by the Election Center
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