
Duties of the Presiding Officer

Presiding Officers are responsible for the conduct of the ballot in the polling stations
and they must have a good knowledge of voting procedures.

The Presiding Officers main duties are to:

 have read and understood the statement of secrecy;

 attend training/briefing session as and when required;

 organise the layout of the polling station and liaise with the key-holder of the
building;

 put up the polling booth(s) – these weigh 21.66kg

 instruct and supervise the work of poll clerk(s);

 open and close the polling station on time;

 be polite and professional in dealing with voters, candidates and agents;

 act impartially at all times;

 account and be responsible for all the ballot papers, paperwork and ballot
boxes;

 ensure the proper procedure for voting is followed;

 deal with special voting procedures;

 issue ballot papers to eligible voters;



 record the elector numbers on the corresponding numbers list (this replaced
the ballot paper stub in 2007);

 receive postal votes delivered by hand (in its appropriate envelope);

 deal with candidates, agents and tellers and ensure they do not interfere with
the voting process;

 ensure that all signs and notices are clear, visible and remain in place;

 keep the polling station neat and tidy; and

 deliver the ballot box and all official paperwork to the count (hand over to the
ballot box receptionists), the ballot boxes can weigh anything upto 9.5kg.

You will be working a 16 hour day, you must take appropriate breaks throughout the
day to avoid tiredness.

A copy of the HSE “Getting to grips with MANUAL HANDLING A short Guide” is
available on request from the Electoral & Registration Services Department.


