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Important Information
To Be Completed for Future Reference

Electoral District

Polling Place Address

Polling Day

Returning Officer’s Name

Assistant Returning Officer’s Name

Returning Officer’s Toll-Free 
Phone Number

Office Address

Name and Phone Number of the Central Poll 
Supervisor (if one has been appointed) or 
Deputy Returning Officer

Telephone Numbers to Call in Case of Emergency

Local Police Phone Number

Ambulance Phone Number

Fire Department Phone Number

VOTING HOURS ARE

FROM TO
EC 50356 (07/09) March 2011 1
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Message from Elections Canada
This manual explains the parts of the Canada Elections Act that deal with the work 
of the information officer. 

It is important to remember that voting rules at the federal level differ from those at 
the provincial, territorial and municipal levels.

As an information officer:

 Be sure to follow all instructions in this manual carefully. 
 Your responsibility is to direct electors to the proper poll and to control the flow 

of persons moving in and out of the polling place.
 Bring your manual on polling day; you may need to refer to it.

Depending on the size of the polling place, a varying number of information 
officers may be appointed. Each information officer reports directly to the central 
poll supervisor, if one has been appointed, or to the deputy returning officer or 
returning officer. You are not accountable to any political party, candidate or 
candidate’s representative.

The election officers for each polling place (information officer, deputy returning 
officer, poll clerk and, if present, central poll supervisor and registration officer) 
form a very important team, one that ensures that all polls function properly. 

The vote is a fundamental right in Canada. Casting a vote should be a brief, well-
organized and pleasant experience for the elector. In facilitating the voting process 
for the elector and in ensuring the accuracy and integrity of the vote, you play an 
essential role in the process. Please try your best to make this happen.

If you have any questions, ask a central poll supervisor, if one has been appointed; 
otherwise, ask the deputy returning officer or returning officer.

A new section entitled Reference Material has been added to this manual. It 
includes: a summary of the decision taken by the Canadian Human Rights Tribunal 
in the case of Reverend Hughes, a corresponding case study, and pertinent sections 
of the Canadian Charter of Rights and Freedoms and the Canadian Human Rights 
Act. This material is mandatory reading.

Note: The masculine gender is used throughout this manual without bias, in the 
interest of simplicity and ease of reading.
2 March 2011 EC 50356 (07/09)
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General Information

Voter Eligibility

To vote, an elector must:

• be a Canadian citizen;
• be at least 18 years old on polling day;
• be an ordinary resident in the polling division; and
• provide acceptable proof of identity and address. 

A person is an “ordinary resident” at the place he calls home. This is the place 
where he resides and intends to return to when away. A person can only have one 
home as an ordinary residence. 

Student electors must determine their place of ordinary residence (either the place 
where they live while attending school, such as a student residence, or the address 
where they live when not attending school, such as their parents’ home). They can 
register and vote only in the electoral district where their place of ordinary 
residence is located.

Under the Canada Elections Act, the following legal restrictions exist on voting:

 The maximum penalty for voting when not qualified as an elector is a 
$5,000 fine, a prison term of five years, or both.

 The right to vote is not transferable in federal elections. No legal document 
whether it be a power of attorney, guardianship, mandate or any other legal 
document can grant a person the right to vote on behalf of another elector.

 To vote at a by-election, an elector must also have been residing in the electoral 
district from the beginning of the revision period until polling day.

Assistance for Electors with a Disability

Any elector with a disability or who cannot read is entitled to receive assistance to 
vote. For more information, see “Assisting Electors with a Visual Impairment” on 
page 36.

Communication Devices

All electors are allowed to use cellular phones or other portable communication 
devices in a polling station. This right does not apply to candidates’ representatives.
EC 50356 (07/09) March 2011 3
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Smoke-Free Environment

All electors are entitled to cast their ballots in a smoke-free environment. 

Election officials should not smoke while they are carrying out their duties. 
However, they may go outside to smoke when there are no electors waiting to vote. 
Either the deputy returning officer or the poll clerk must remain at the polling 
station.

Disinfecting Material 

Disinfecting products are very effective in providing protection against harmful 
pathogens.  Due to the high volume of electors at the polling place, the returning 
officer has provided your team with antibacterial wipes and hand sanitizer. You 
must use these products. The wipes are used to disinfect table surfaces but may also 
be used to clean supplies handled by electors.  

Note: The particular brand of wipes provided is primarily intended for use in 
health care settings; therefore, the instructions recommend the use of latex 
gloves. However, since a polling place is a safer environment than a 
hospital, such measures are not necessary.

Confidentiality of Information

By law, elector information is confidential and must be protected at all times. 

• In the course of your duties, you may come in contact with personal 
information about friends, family, neighbours, colleagues and others. You must 
keep this information private.

• Ensure that election officials do not throw the Voter Information Cards or other 
documents containing private information in the trash.
4 March 2011 EC 50356 (07/09)
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Terms You Should Know

The table below lists terms that you should know in order to perform your duties.

Term Definition 

Candidates’ 
representatives 

Persons who oversee voting fairness and transparency. They may also act as 
official observers during ballot counting on the evening of polling day. 
Candidates’ representatives need not be Canadian citizens or meet a 
minimum age requirement.

Candidates’ “runners” Persons appointed by candidates who go from one polling place to another 
to retrieve the Statement of the Electors Who Voted on Polling Day 
(EC 50111) forms. These runners are not allowed inside the polling place.

Central poll supervisor The person responsible for managing a central polling place. The supervisor 
oversees the conduct of all activities on behalf of the returning officer. Upon 
the appointment of a central poll supervisor, all election officers report to 
him.

Central polling place A building containing two or more polling stations. 

Codes on list of electors Codes shown in the left-hand column of a list of electors to indicate that a 
revision transaction took place relating to that elector or to indicate that the 
elector has already voted. 

Common-law partner A person who has been cohabiting with the elector in a conjugal relationship 
for a period of at least one year. This applies whether the partner is of the 
same or opposite sex of the elector. 

Counting the ballots Counting the ballots after the close of polls on election day.

Deputy returning officer The officer responsible for the management of a polling station. 

Election officer 
designated for 
accessibility

An election officer designated by the RO to conduct accessibility 
verifications of the polling place throughout voting day(s) and to monitor 
and resolve accessibility issues.

Elector Any Canadian citizen who is at least 18 years of age on polling day. 

Electoral event A generic term used to describe a general election, by-election or 
referendum. 

Information officer The election officer responsible for greeting electors at the polling place. He 
answers elector’s questions. He directs the elector either to the correct 
polling station or to the registration officer, as appropriate.
The number of information officers varies depending on the number of 
polling stations assigned. All information officers report directly to the 
central poll supervisor or to the returning officer, as the case may be.

Interpreter There are two types of interpreters: a language interpreter and a sign-
language interpreter. This person is appointed by the returning officer to 
provide assistance to an elector who does not understand either of Canada’s 
official languages or who is hearing-impaired. 
EC 50356 (07/09) March 2011 5
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Inventory control 
number

An inventory control number (e.g. EC 50060) that helps identify official 
forms, books and other documents. 

Level access Used when a polling place provides flat access from the street to the inside 
of the polling place, up until the elector reaches the polling station table. 

Person responsible for 
maintaining order

Person appointed (if required or for specific situations) by the returning 
officer to ensure security at the polling place.

Poll clerk The person who assists the deputy returning officer in his duties at the 
polling station. 

Poll key A document provided by the returning officer to the information officer or 
central poll supervisor that indicates in which polling division an elector’s 
address is located. 

Polling division A geographic area containing, in general, approximately 350 to 450 electors. 
Generally, one polling station is established for each polling division. In 
exceptional circumstances, due to a higher number of electors than 
anticipated, more than one polling station can be established for a polling 
division. 

Polling place A building that contains one or more polling stations. 

Polling station The place where electors go to vote. A polling station is established for 
every polling division in the electoral district. There is one ballot box for 
each polling station.

Registration officer The person responsible for registering electors who are not on the list of 
electors in a polling place containing at least three polling stations.

Relative A relative of the elector, of his spouse or of his common-law partner. 

Returning officer The person responsible by law for the administration of the electoral process 
within the electoral district. 

Single poll A polling place containing only one polling station. 

Special ballot A write-in ballot issued by the returning officer or the Chief Electoral 
Officer to an elector who is unable or does not wish to cast his ballot at an 
advance poll or on election day. This ballot may be cast by mail or at the 
office of the returning officer.

Spoiled ballots A ballot that has not been deposited in the ballot box but has been found by 
the deputy returning officer to be soiled or improperly printed, or that has 
been handed back to the deputy returning officer by an elector and 
exchanged for another ballot. 

Vouching An elector may be “vouched for” at the polling station by another elector 
who is already registered on the list of electors for the same polling division 
and who provides acceptable proof of identity and address. No elector may 
vouch for more than one elector and an elector who has been vouched for 
may not vouch for another elector. 

Term Definition 
6 March 2011 EC 50356 (07/09)
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Election Officials
The information officer is the first election officer that electors will meet during the 
course of an electoral event. Each information officer reports directly to the central 
poll supervisor, if one has been appointed, or to the deputy returning officer or 
returning officer. 

The Appointment and Oath (for election or referendum officers) (EC 10130) 
establishes your authority to act as an election officer. Do not lose it. On polling 
day, bring the copy of the form that you have received and keep it with you at all 
times.

Roles and Responsibilities of Election Officials

Central poll supervisor: The central poll supervisor reports to the returning 
officer. The central poll supervisor:

• Ensures that the polling place opens at the time specified in the Canada 
Elections Act.

• Prepares and manages a central polling place.
• Ensures that election officials carry out their work according to established 

procedures. 
• Liaises between the returning officer, assistant returning officer, and election 

officials. 
• May not participate in partisan political activities on election day. 
• Maintains peace and good order within the central polling place.
• Manages the distribution and return of the Alphabetical List of Electors by 

Polling Site in the Large All-Purpose Envelope (EC 11520) to and from all 
registration officers at the central polling site.

• Checks and signs the Closing Instructions for the Deputy Returning Officer 
(EC 50020) once satisfied with the assembly of materials.

• Provides the returning officer with the result of the count for the polling stations 
in the central poll as each Statement of the Vote (EC 50100) is provided to him.

• Manages the collection and return of election materials, ballot boxes and VIC 
Collection Boxes (EC 50255) following the completion of the count on polling 
night.
7 March 2011 EC 50356 (07/09)
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Deputy returning officer: The deputy returning officer reports directly to the 
returning officer or the central poll supervisor. The deputy returning officer:

• Is responsible for the operation of the polling station to which he is assigned.
• Receives Authorization of a Candidate’s Representative (EC 20020) forms and 

administers oaths. 
• Provides the designated information officer with the Authorization of a 

Candidate’s Representative (EC 20020) form for the representative who is 
authorized to collect the Statement of the Electors Who Voted on Polling Day 
(EC 50111) forms. If there is no information officer, he provides this 
authorization form to the central poll supervisor.

• Ensures that voting proceeds in an orderly fashion.
• Receives Transfer Certificates (EC 10190).
• Prepares Transfer Certificates (Moved Poll) (EC 50052) for an elector whose 

polling station moves to another location after the Voter Information Cards have 
been sent and who wishes to vote at the polling station set out in the card.

• Accepts the acceptable proof of identity and address that must be provided by 
each elector in order to receive a ballot.

• Receives Registration Certificates (EC 50050) issued by the registration 
officer, or issues the certificates.

• Completes Correction Certificates (EC 50051).
• Processes electors who are being vouched for (including registration and 

verification of identity and address).
• Provides assistance to electors with disabilities.
• Counts the ballots.
• Makes the final decision to approve or reject a ballot.
• Verifies and signs the Statement of the Vote (EC 50100) and other necessary 

documentation at the close of the poll.
• Carefully follows the Closing Instructions for the Deputy Returning Officer 

(EC 50020) document.
• At the close of polls, collects, from the designated information officer, the 

Authorization of a Candidate’s Representative (EC 20020) forms for the 
representative authorized by each candidate to collect the completed Statement 
of the Electors Who Voted on Polling Day (EC 50111) forms.
8 March 2011 EC 50356 (07/09)
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Poll clerk: The poll clerk reports to the deputy returning officer. The poll clerk:

• Assists the deputy returning officer with the conduct of the vote. 
• Crosses out the elector’s name, after he has voted, on the list of electors and 

adds a checkmark in the “Voted” column. 
• Completes the Statement of the Electors Who Voted on Polling Day (EC 50111) 

forms. The poll clerk must enter this information on two forms if there are 5 to 
8 candidates and on three forms if there are 9 to 12 candidates.

• Enters pertinent information on exceptional voting situations in the Poll Book 
(EC 50060). 

• Assists the deputy returning officer with the counting of ballots. 
• Assists the deputy returning officer with the closing instructions.

Information officer: If one is appointed, the information officer reports directly to 
the central poll supervisor or the deputy returning officer. The information officer:

• Politely greets electors.
• Provides general information and directs electors to the appropriate polling 

stations or the registration desk, as required.
• Reminds electors that they need to provide acceptable proof of identity and 

address according to the Remember: To vote, you must prove your identity and 
address poster (EC 94036).

• If an elector wishes to leave the polling location to retrieve proof of identity, 
offers to provide a copy of the Remember: To vote, you must prove your identity 
and address pamphlet (EC 90189), which includes the list of pieces of 
identification authorized by the Chief Electoral Officer of Canada.

• If the elector agrees, collects the elector’s Voter Information Card and places it 
into the VIC Collection Box (EC 50255).

• When an elector arrives with a Voter Information Card that has the polling 
division number of a polling station that has moved to another location, on 
request, directs the elector to one of the deputy returning officers where the 
elector may ask for a Transfer Certificate (Moved Poll) (EC 50052).

• Consults the Poll Key to identify an elector’s correct polling station, when 
necessary. 

• Directs candidates’ representatives to the appropriate polling station. 
• Limits the number of electors in the polling place at one time. 
• Ensures that circulation is not obstructed inside or outside the polling place. 
• Ensures the polling place closes at the prescribed time and that all electors who 

are in line at a polling station at that time can vote.
• Removes all electoral signs inside and outside the central poll and gives them to 

a central poll supervisor, if one is appointed, or the deputy returning officer 
after the close of the polls.
9 March 2011 EC 50356 (07/09)
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Information officer designated for providing the Statement of the Electors Who 
Voted on Polling Day (EC 50111) forms: If one is appointed, the information 
officer reports directly to the central poll supervisor or the deputy returning officer. 
The information officer:

• Receives from each deputy returning officer the Authorization of a Candidate’s 
Representative (EC 20020) form for the representative of each candidate who 
comes to pick up the Statement of the Electors Who Voted on Polling Day 
(EC 50111) forms.

• Every 30 minutes, collects the completed Statement of the Electors Who Voted 
on Polling Day (EC 50111) forms from each poll clerk, detaches the forms and 
places a copy in each folder labelled with the candidate’s name.

• Provides the Statement of the Electors Who Voted on Polling Day (EC 50111) 
forms to the authorized representative of each candidate who comes to pick 
them up.

• At the end of polling day, returns the Authorization of a Candidate’s 
Representative (EC 20020) forms to the appropriate deputy returning officers.

• Provides the completed Statement of the Electors Who Voted on Polling Day 
(EC 50111) forms that have not been claimed to the central poll supervisor, if 
one is appointed, or the deputy returning officer.

The election officer designated for accessibility: 

• Sets up the Accessibility Feedback Station.
• Conducts the accessibility verification procedure throughout voting days using 

the Verification of Accessible Facilities Booklet.
• Handles any accessibility issues identified during the accessibility verifications.
• Manages the Polling Site Accessibility Feedback Forms (EC 50119).

Registration officer: If one is appointed, the registration officer reports directly to 
the central poll supervisor or to the returning officer. The registration officer:

• Sets up the registration desk.
• Admits candidates’ representatives.
• Receives Authorization of a Candidate’s Representative at a Registration Desk 

(EC 20030) forms.
• Receives electors wishing to register to vote.
• Explains the registration process.
• Requests and verifies proof of identity and address.
• Checks the Alphabetical List of Electors by Polling Site to see if electors are on 

the list before issuing a Registration Certificate (EC 50050).
• Completes Registration Certificates (EC 50050).
• Instructs electors to take their Registration Certificate (EC 50050) to their 

polling station.
10 March 2011 EC 50356 (07/09)
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Person responsible for maintaining order: If one is appointed, the person 
responsible for maintaining order reports directly to the central poll supervisor or 
the deputy returning officer. The person responsible for maintaining order:

• Monitors and directs the flow of persons within and outside the polling place.
• Monitors and directs traffic outside the polling place as required.
• Assists the central poll supervisor and/or one of the deputy returning officers in 

making an arrest and holding in custody those persons who have committed an 
offence.

Interpreter: If one is appointed, the interpreter reports directly to the deputy 
returning officer or to the returning officer. 

There are two types of interpreters: a language interpreter and a sign-language 
interpreter. The interpreter provides assistance to an elector who does not 
understand either of Canada’s official languages or who is hearing-impaired. 

• The interpreter must have his Appointment and Oath form to act in that 
capacity.

• The interpreter must not accompany the elector behind the screen to help him 
mark his ballot. 

• A candidate’s representative cannot act as an interpreter.

Any observer or member of the Chief Electoral Officer’s staff who has been 
authorized to be present: 

• Observes the polling day activities. 
• May question election officials on possible changes and/or improvements to 

election materials or procedures. 

The returning officer and/or a representative of the returning officer: 

• Observes the polling day activities. 
• Resolves problems, if required. 
11 March 2011 EC 50356 (07/09)
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General Guidelines

All election officials must follow the guidelines below:

 Must always be polite to electors.
 Dress appropriately for the occasion. 

Wear presentable and comfortable 
clothes.

 Wear their identification at all times 
while at work.

 Washroom or smoking breaks should 
be taken during slow periods of the 
day.

 Maintain order at the polling place on 
polling day. 

 Must follow the current federal 
procedures described in their manuals.

 Must bring their own meals or arrange 
to have them delivered to their polling 
place. 

 Must not take part in any partisan 
political activity while on duty on 
polling day. 

 Must not offer personal opinions.
 Must not display material that 

supports or opposes a political party 
or candidate while performing their 
duties.

 Should avoid wearing clothing of a 
partisan colour. 

 Should answer only those questions 
relating to the electoral process. 

Replacing the Information Officer

If you are unable to perform your duties before polling day, advise your returning 
officer immediately. He will then need to appoint someone to take your place and 
swear him in.

If you are unable to perform your duties on polling day, advise the central poll 
supervisor (if there is one), returning officer or deputy returning officer 
immediately.
12 March 2011 EC 50356 (07/09)
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Candidates’ Representatives
Candidates’ representatives monitor the activities on polling day. However, these 
representatives are not election officials. 

You must:

• Greet each candidate’s representative. 
• Direct candidate’s representatives to the polling stations for which they have 

been appointed or to the registration desk, as required.
• When necessary, remind representatives that they are not permitted to use any 

communications device (such as, cellular or portable telephones) inside the 
polling place. This rule does not, however, apply to electors who come to vote.

If you are designated to provide the completed Statement of the Electors Who Voted 
on Polling Day (EC 50111) forms to authorized candidate’s representatives, follow 
the instructions in “Collecting and Distributing the Statement of the Electors Who 
Voted on Polling Day (EC 50111)” on page 18.

Rights and Restrictions of Candidates’ Representatives

Candidates’ representatives do not have to be Canadian citizens or be at least 
18 years of age, as there is no minimum age requirement.

Candidates’ representatives have the right to:

 observe the proceedings, but not take an active part in them;
 request that an elector take an oath if they have reasonable doubt about the 

elector’s residence and his qualification to vote;
 enter and leave as they please during polling hours, without having to provide a 

new authorization form, as long as there are no more than two representatives 
per candidate present at one time;

 examine the Poll Book (EC 50060) and the list of electors during the hours that 
the poll is open;

 pass on information about the list of electors to anyone outside the polling place 
(e.g. to a candidate’s runner);

 wear the identification for candidates’ representatives supplied by the deputy 
returning officer;

 wear a Canadian, provincial or territorial flag, pin or similar insignia, as long as 
the insignia does not indicate support or opposition to any candidate, political 
party or opinion.

Note: A candidate’s representative may observe at more than one polling station 
but must provide a separate authorization form for each polling station.
EC 50356 (07/09) March 2011 13
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Candidates’ representatives do not have the right to:

 question electors or to influence their voting decision in any way;
 systematically challenge every elector;
 sit at the same table as the election officials;
 wear any form of visible identification in the polling station;
 use a communications device, such as a cellular phone or other portable 

communications devices inside the polling place. This rule does not apply to 
electors who come to vote.

Note: Work materials used by candidates’ representatives in the polling station 
(e.g. file folders) should be neutral in colour and carry no candidate or party 
identifiers on them.

Admitting Candidates’ Representatives

To act as a candidate’s representative, a person must produce a signed 
Authorization of a Candidate’s Representative (EC 20020) form or a signed 
Authorization of a Candidate’s Representative at a Registration Desk (EC 20030) 
form. Candidate’s representatives may leave and return to a polling station or 
registration desk at any time before the close of polls without having to produce a 
new authorization.

A candidate does not need to produce an authorization.

Candidate’s Representative for a Registration Desk
One representative of each candidate may be present at a registration desk and no 
oath is required. 

 Representatives of candidates may observe the proceedings, but not take an 
active part in them. 

 Before exercising his rights, each candidate’s representative at a registration 
desk must be officially admitted by the registration officer, and must present a 
duly completed Authorization of a Candidate’s Representative at a Registration 
Desk (EC 20030) form signed by the candidate or official agent. 

 A photocopy of the candidate’s or official agent’s signature on the form is 
acceptable.

The registration officer must keep the Authorization of a Candidate’s 
Representative at a Registration Desk (EC 20030) forms until after the polls close. 
He then returns all other working materials, including the authorization forms, to 
the central poll supervisor, if one is appointed, or to the deputy returning officer.
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To be admitted to the registration desk, a candidate’s representative must arrive at 
the polling place with a completed Authorization of a Candidate’s Representative at 
a Registration Desk (EC 20030) form. 

When a candidate’s representative arrives, direct the representative to a registration 
desk at your polling place.
EC 50356 (07/09) March 2011 15
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Candidate’s Representative for a Polling Station
Each candidate or official agent can appoint, in writing, up to a maximum of two 
representatives at a time for each polling station. Each candidate’s representative 
must arrive at the polling place with a completed Authorization of a Candidate’s 
Representative (EC 20020) form and be admitted by the deputy returning officer.

When a candidate’s representative arrives:

• Greet him.
• Ask him for his Authorization of a Candidate’s Representative (EC 20020) 

form.
• Direct the candidate’s representative to the deputy returning officer of the 

polling station indicated at the top right of the form. 

Note: A photocopy of the candidate’s or official agent’s signature on the 
authorization form is acceptable. An authorization form presented to the 
deputy returning officer is only valid for the polling station. A separate 
authorization form is required for each polling station.
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Collecting and Distributing the Statement of the Electors Who 
Voted on Polling Day (EC 50111)

According to the Canada Elections Act, every 30 minutes, the poll clerk must 
provide the identity of electors who have voted on polling day (except for the 
identity of those electors who registered on the same day they voted) to the 
candidate’s representative. This information appears on the Statement of the 
Electors Who Voted on Polling Day (EC 50111) form.

To obtain this information:

 The candidate must appoint one of his representatives to retrieve the Statement 
of the Electors Who Voted on Polling Day (EC 50111) forms by completing the 
Authorization of a Candidate’s Representative (EC 20020) form and providing 
it to his representative.

 Upon arriving at the polling station for the first time, each candidate’s 
representative presents an Authorization of a Candidate’s Representative 
(EC 20020) form to the deputy returning officer of each polling station for 
which he is picking up the Statement of the Electors Who Voted on Polling Day 
(EC 50111) forms and sign the oath of secrecy.

 The candidate’s representative can only obtain the Statement of the Electors 
Who Voted on Polling Day (EC 50111) forms of the polling stations for which 
he has presented an Authorization of a Candidate’s Representative (EC 20020) 
form.

 The candidate’s representative goes to the designated information officer to 
retrieve all the Statement of the Electors Who Voted on Polling Day (EC 50111) 
forms.

The deputy returning officer: 

• Receives the Authorization of a Candidate’s Representative (EC 20020) form, 
completes the oath or affirmation and signs the form.

• Provides the authorization to the designated information officer who keeps it to 
confirm that the person who comes to pick up the Statement of the Electors Who 
Voted on Polling Day (EC 50111) forms is in fact the person whose name 
appears on the authorization.

The poll clerk:

• Completes the Statement of the Electors Who Voted on Polling Day (EC 50111) 
forms. 
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The designated information officer:

• Where possible, sets up a table at the entrance to the polling place on which he 
places a set of folders, one for each candidate running in this electoral event. 
Each folder is labelled with the candidate’s name. 

• Sets up this table in such a way that no one can see the documents that are 
placed on it.

• Receives from every deputy returning officer an Authorization of a Candidate’s 
Representative (EC 20020) form for each authorized representative to pick up 
the forms for a candidate. The information officer uses the authorizations to 
identify the candidate’s representatives.

• Every 30 minutes, collects the completed and signed forms from each poll 
clerk.

• Detaches the sheets and places one copy in each folder on the table. 
• Gives each authorized candidate’s representative all the forms in the candidate’s 

folder.
• At the end of polling day, hands over all the Authorization of a Candidate’s 

Representative (EC 20020) forms to the appropriate deputy returning officers.
• At the end of polling day, if any signed Statement of the Electors Who Voted on 

Polling Day (EC 50111) forms have not been claimed, ensures that they are 
returned to the returning officer, according to his instructions.
EC 50356 (07/09) March 2011 19
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Before Polling Day
Several very important activities must be carried out before polling day to ensure a 
smooth voting process.

You must:

• Become familiar with the location of your polling place.
• Ensure that you have the required election materials.

Taking Inventory of Required Election Materials

The returning officer will provide you with some election materials required to 
perform your duties. 

You must take inventory of these election materials before polling day. If anything 
is missing, advise the returning officer immediately.

The Accessibility Verification Prior to Polling Day(s)

The election officer designated for accessibility must conduct an initial verification 
of the polling place during the week prior to polling day(s) (advance or ordinary). 
He must complete Section 1 of the Verification of Accessible Facilities Booklet. 
Any accessibility issue identified during this verification must be addressed with 
the landlord and rectified immediately. If the situation cannot be remedied, the 
election officer must call the returning officer and bring it to their attention as soon 
as possible.
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Information Officer’s Election Materials Checklist

 Poll Key
 set of the Bilingual Welcome Card (EC 50145)
 Election Personnel Identification Card (EC 50210)
 where necessary, a list of streets included in each split list of electors
 pencils and paper
 Remember: To vote, you must prove your identity and address poster 

(EC 94036)
 Information Officer – Quick Reference Guide – Ordinary Poll (EC 50009)
 Remember: To vote, you must prove your identity and address pamphlets 

(EC 90189), which list the pieces of identification authorized by the Chief 
Electoral Officer.

If no central poll supervisor has been appointed for your polling place, you may 
receive the following additional supplies:

 VIC Collection Box (EC 50255)
 neutral-coloured file folders labelled with the name of each candidate.

Materials for election officer designated for accessibility

 One Verification of Accessible Facilities Booklet (for advance or ordinary poll);
 Two Accessible Voting (EC 50118) posters;
 One Accessibility Envelope (EC 50122) (three for advance polls);
 One  Accessibility Feedback Box (EC 50121) (three for advance polls); and
 Copies of the Polling Site Accessibility Feedback Forms (EC 50119).
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Polling Day
You must arrive at the polling place at least 45 minutes before the poll opens in 
order to set up your workstation and receive instructions from the central poll 
supervisor or deputy returning officer. You should have a table and chair already set 
up inside the front door. 

Your main duties on polling day are listed below.

• Politely greet electors.
• Provide general information.
• Direct electors to where they can vote or register to vote.
• Help electors enter and exit the polling place if they require assistance.
• Limit the number of electors in the polling place at one time.
• Ensure that no traffic obstruction occurs inside or outside the polling place.
• Ensure that the polling place closes at the time specified for your time zone (see 

“Important Information” on page 1).

Preparing for the Opening of the Polls

Before the polls open, you must:

• Take the time to familiarize yourself with the location of the closest washrooms, 
public telephone and nearest emergency exits.

• If you are designated to provide the authorized candidate’s representatives with 
their copies of the Statement of the Electors Who Voted on Polling Day 
(EC 50111) form:
– Ensure that you have an additional table. 
– Lay out the folders, one for each candidate.

Accessibility Verification Schedule on Polling Day(s) 

Using the Verification of Accessible Facilities Booklet, the election officer 
designated for accessibility must conduct three accessibility verifications each day 
of advance polls and on polling day. The results of the first verification must be 
communicated to the returning officer when calling to confirm that all election 
workers have arrived. You may be given the responsibility of performing the 
second and third verification. The following table outlines the times.
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Verification Each day of advance polls Polling day

First Before the opening

Second Between 3:00 and 
4:00 p.m.

Between noon and 
1:00 p.m.

Third Between 6:00 and 
7:00 p.m.

Between 4:00 and 
5:00 p.m.

Note: Any accessibility issue that cannot be remedied by on-site staff must be 
reported to the returning officer as soon as possible so that he may take 
immediate action.  
 
The returning officer must take immediate and appropriate action to remedy 
the situation; i.e. Call the Landlord, dispatch additional staff or seek 
assistance from the field liaison officer or ECSN.

Setting Up the Accessibility Feedback Station
The returning officer has designated an election officer responsible for setting up 
the Accessibility Feedback Station. All polling officials must be aware of who the 
designated election officer is so that they may refer electors with accessibility 
issues to him.

If you have been designated, you must ensure that the following material is set up, 
in a visible area, prior to the opening of the polls on the first day of advance polls or 
on polling day:

• Two Accessible Voting (EC 50118) posters (English and French) to be posted on 
the wall;

• The assembled Accessibility Feedback Box (EC 50121); and
• The Polling Site Accessibility Feedback Forms (EC 50119) to be placed next to 

the box.

Note: A new Accessibility Feedback Box (EC 50121) must be assembled and used 
each day of advance polls. 
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People Who May Be Present

The only people who may be present at a polling place on polling day are:

• the deputy returning officer and poll clerk;
• one or more central poll supervisors, appointed by the returning officer;
• one or more registration officers (if appointed by the returning officer);
• one or more information officers (if appointed by the returning officer);
• a person responsible for maintaining order (if one was appointed by the 

returning officer);
• an interpreter (if one was appointed);
• candidates;
• up to two representatives of each candidate or, in their absence, up to two 

electors, to represent the candidate at each polling station (a candidate may act 
as his own representative);

• one representative of each candidate at each registration desk;
• an elector (only until he has voted);
• a person who has come with an elector who requires assistance to vote (only for 

the period necessary to help the elector vote);
• any observer or member of the Chief Electoral Officer’s staff whom he has 

authorized to be present (if this is the case, the returning officer will advise 
you);

• the returning officer and/or his representatives.

Note: No other person is entitled to remain at the polling place during voting 
hours. Any unauthorized person will be asked to leave the premises.
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Presence of Film Crews and Photographers at a Polling Place

Generally, it is forbidden for the media to enter a polling place containing one or 
more polling stations. With prior approval from the returning officer, they may take 
photographs from the door entrance only if they do not interfere with the voting 
process.

However, the media can obtain special authorization from the CEO to participate in 
a photo shoot with a political party leader or a candidate casting their ballot at their 
polling station. Their presence must not disrupt the voting process or compromise 
the secrecy of the vote. The returning officer will advise you if such a request has 
been made for your polling place and provide you with further information.

Note: If a media representative arrives at the polling place without your prior 
knowledge, contact the returning officer immediately (central poll 
supervisor if applicable) and follow their instructions. 
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Greeting Electors

When electors arrive, you must greet them politely and direct them to where they 
can register or vote.

Providing Bilingual Services
Elections Canada is legally responsible for ensuring that every Canadian is able to 
obtain service in either official language, English or French. As a result, you must 
greet electors in a bilingual manner (e.g. “Hello, Bonjour”). 

If you do not understand the official language spoken by an elector, try to obtain 
assistance from the central poll supervisor (if one was appointed) or another 
election officer at your poll.

If this does not resolve the situation, there are two cards that you can hand to the 
elector: 

 The Bilingual Welcome Card (EC 50145), which is included in your kit of 
supplies, asks for an identification or other document that will enable you to 
determine where the elector resides and to which polling station you should 
direct him. The card also states that in order to receive a ballot, the elector must 
provide acceptable proof of identity and address, according to the Remember: 
To vote, you must prove your identity and address poster (EC 94036); 
alternatively, someone can vouch for him, if he cannot provide acceptable proof 
of identity and address. 

 Each deputy returning officer will have received a stock of the Bilingual 
Services Card (EC 50140) as part of the polling station supplies. This card 
explains in both official languages the steps to be followed to vote.

These cards should help resolve most situations that arise. If you cannot resolve a 
situation, advise the central poll supervisor or the returning officer immediately. 
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Directing the Elector to Appropriate Polling Station

After you have greeted the elector, direct the elector to the appropriate polling 
station as follows:

• Ask the elector if he has his Voter Information Card.
• If he has it, see “Elector Has His Voter Information Card” on page 28.
• If the elector has not brought his Voter Information Card or never received one, 

see “Elector Did Not Bring His Voter Information Card (using the Poll Key)” 
on page 28.

• If the elector never received a Voter Information Card, see “Elector Did Not 
Receive a Voter Information Card (providing info on Registration Certificates)” 
on page 30.

• If the elector’s poling station has moved since the Voter Information Card was 
issued, see “Election Official Wishes to Vote at Another Polling Station (using 
Transfer Certificate)” on page 32.

Elector Has His Voter Information Card
If the elector has his Voter Information Card:

• Direct the elector to the polling station indicated on his Voter Information Card.
• Ask the elector whether he wishes to provide you with his Voter Information 

Cards. If he consents, place the card in the VIC Collection Box (EC 50255), 
which is provided for this purpose at the entrance to the polling place. 

Note: Electors have the option of keeping their Voter Information Cards.

Elector Did Not Bring His Voter Information Card (using the 
Poll Key)
On polling day, you will be given a list of street names and civic numbers in your 
electoral district to help you identify an elector’s correct polling station. This list is 
called a Poll Key. Your returning officer will decide whether you will need the Poll 
Key for your entire electoral district or just for the municipality where your polling 
place is located. 

If the elector received a Voter Information Card but did not bring it with him and he 
is unsure which polling station he should vote at:

• Ask the elector for his complete address.
• Consult the Poll Key to identify the correct polling division. 
• Direct the elector to the correct polling station.
• Inform him that he will have to show the deputy returning officer acceptable 

proof of identity and address, according to the Remember: To vote, you must 
prove your identity and address poster (EC 94036).
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If you cannot locate the address in the Poll Key:

• Ask the elector to wait while you obtain the information.
• Contact the central poll supervisor (if there is one) or call the office of the 

returning officer to determine the polling station number.

Electoral District/ 
Circonscription:

35093
Toronto-Centre

AP / BVASTREET NAME / NOM DE RUE FROM / DE TO / À TO / ÀFROM / DE PD / SVSIDE / CÔTÉ

Page 45 of / de 53
Toronto Centre 10/01/2008 14:24:35

REVISE POLL KEY BY STREET
INDICATEUR DES SECTIONS DE VOTE RÉVISE PAR RUE

Saint Andrews GDNS City / Ville : Toronto
Douglas DR 643 18-0All/En entierDouglas DR 600

Saint Bartholomew St/rue City / Ville : Toronto
Extremity / Extrémité 291 122-0All/En entierRegent St/rue 610

St. Clair Ave/av E City / Ville : Toronto
Mount Pleasant RD 253125 4-0Odd/ImpairUnnamed River / Rivière sans nom 600

Mount Pleasant RD 262158 5-0Even/PairUnnamed River / Rivière sans nom 600

Harper Ave/av 443271 10-0Odd/ImpairMount Pleasant RD 600

Harper Ave/av 514276 10-0Even/PairMount Pleasant RD 600

Saint David St/rue City / Ville : Toronto
Regent St/rue 172 122-0All/En entierParliament St/rue 610

Saint David WALK City / Ville : Toronto
Extremity / Extrémité 10078 122-0All/En entierRegent St/rue 610

St. Enoch's SQ City / Ville : Toronto
Shuter St/rue ---------- 104-0All/En entierExtremity / Extrémité 608

St. James Ave/av City / Ville : Toronto
Ontario St/rue ---------- 69-0Both Sides/Deux CôtésBleecker St/rue 602

Parliament St/rue ---------- 70-0Both Sides/Deux CôtésOntario St/rue 603

St. James CRT City / Ville : Toronto
Extremity / Extrémité 162 72-0All/En entierWellesley St/rue E 604

Saint Joseph St/rue City / Ville : Toronto
Bay St/rue 351 43-0Odd/ImpairYonge St/rue 605

Bay St/rue 424 43-0Even/PairYonge St/rue 605

-----44 442-0Even/Pair 605

Queens Park CRES E 10050 41-0Even/PairBay St/rue 605

Queens Park CRES E 12195 41-0Odd/ImpairBay St/rue 605

Saint Lawrence St/rue City / Ville : Toronto
King St/rue E 572 140-0All/En entierEastern Ave/av 612

Saint Mary St/rue City / Ville : Toronto
Saint Mary St/rue 237 42-0Odd/ImpairYonge St/rue 605

Bay St/rue 4010 42-0Even/PairYonge St/rue 605

-----25 435-0Odd/Impair 605

Bay St/rue 7927 42-0Odd/ImpairSaint Mary St/rue 605
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Elector Did Not Receive a Voter Information Card (providing 
info on Registration Certificates)
If an elector did not receive a Voter Information Card or is unsure whether he 
received one:

• Ask him for his complete address.
• Consult the Poll Key to determine the correct polling division.
• Direct him to the registration officer (if there is one) or the deputy returning 

officer of that polling station. The elector will need a Registration Certificate 
(EC 50050) to register to vote.

• Inform him that he must provide the deputy returning officer with acceptable 
proof of identity and address, according to the Remember: To vote, you must 
prove your identity and address poster (EC 94036).

Registration Certificate (EC 50050)
An elector whose name is not on the list of electors can vote at the appropriate 
polling station by obtaining a Registration Certificate (EC 50050). He can do this 
in one of three ways:

• He can visit a registration desk located in your polling place. 
• If there is no registration officer at your polling place, the elector can register 

with the deputy returning officer at his polling station (which you can identify 
using the Poll Key). 

• If he does not provide sufficient proof of identity, he can go to his polling 
station (which you can identify using the Poll Key) and have a registered 
elector, from the same polling division and who possesses acceptable proof of 
identity and address, vouch for him. 

You must inform electors that they will have to show the deputy returning officer 
acceptable proof of identity and address, according to the  poster (EC 94036). 
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Election Official Wishes to Vote at Another Polling Station 
(using Transfer Certificate)
The returning officer or assistant returning officer may issue a Transfer Certificate 
(EC 10190) to permit an elector to vote at another polling station. 

If this is the case:

• Verify the polling station number is shown at the top right of the Transfer 
Certificate (EC 10190).

• Direct the elector to the correct polling station.
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Elector’s Polling Station Has Moved [using Transfer 
Certificate (Moved Poll)]
If an elector arrives with a Voter Information Card that indicates a polling station 
that has moved to another location:

• Direct him to the deputy returning officer of the polling station that has the 
shortest line-up. 

The deputy returning officer will, upon request and after confirming with the 
central poll supervisor (if there is one) or returning officer, grant the elector a 
Transfer Certificate (Moved Poll) (EC 50052).
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Providing Information about Acceptable Proof of Identity and 
Address

Every elector must provide acceptable proof of identity and address before being 
allowed to vote. Acceptable types of identification are listed on the Remember: To 
vote, you must prove your identity and address poster (EC 94036) and are 
summarized as follows:

 One original piece of identification showing his photo, name and address, 
issued by a Canadian government, whether federal, provincial or local, or an 
agency of that government; or

 Two original pieces of identification authorized by the Chief Electoral Officer, 
each of which establishes his name and at least one of which establishes his 
address; or

 If an elector cannot provide the required proof of identity and address, he can be 
vouched for. He can request that an elector vouch for him who is from the same 
polling division, whose name is on the list of electors and who has the required 
proof of identity and address.

No elector may vouch for more than one other elector in an election. An elector 
who has been vouched for may not vouch for another elector in that election.

Note: Under no circumstances should you verify electors’ proof of identity and 
address. The deputy returning officer is the only person responsible for 
accepting or rejecting pieces of identification.

Elector Wishes to Correct Errors on the Voter Information 
Card
If an elector says that his name or address is not the same as what is indicated on the 
Voter Information Card and that he wishes to correct the error, direct him to the 
appropriate polling station.
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Elector Does Not Have Acceptable Proof of Identity and 
Address
If an elector informs you that he does not have acceptable proof of identity and 
address, according to the Remember: To vote, you must prove your identity and 
address poster (EC 94036):

• Inform him that another elector from the same electoral division and who has 
acceptable proof of identity and address can vouch for him. 

• Then direct the voucher and the elector to the registration officer or the correct 
polling station. 

• If the elector does not have someone who can vouch for him, advise him that he 
may wish to leave the polling place to retrieve one or more identification 
documents. 

• Offer him a Remember: To vote, you must prove your identity and address 
pamphlet (EC 90189), which lists the pieces of identification authorized by the 
Chief Electoral Officer.
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Assisting Electors with a Visual Impairment

When assisting electors with a visual impairment, provide a verbal description of 
everything you are doing. For example, when you take an elector’s Voter 
Information Card, advise him that you will put it in the VIC Collection Box 
(EC 50255) and explain that this box is used to collect the cards for later shredding.

Be patient. It may take the elector longer to complete every action. This can 
happen, for example, if he wants to know whether his proof of identity and address 
is acceptable to register or vote.

This is how to welcome the elector:

• Greet him by saying who you are and what you do. 
• Ask him whether he needs help.
• Find the polling station where he needs to vote. 
• Offer him your arm to guide him to the polling station. Some electors may 

prefer to simply follow you instead.
• Warn him of any obstacles he may encounter while walking.
• If there is a line-up at the polling station, tell the elector how many people are 

ahead of him. If you leave him, say that you will come back at regular intervals 
to check on the progress of the line.

• While the elector is in the line-up, remind him of the different types of proof of 
identity and address that are acceptable for voting.

• When the deputy returning officer is ready to attend to the elector, let him know 
that he can now start the voting process.
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Handling Accessibility Complaints

The election officer designated for accessibility must be conscious of obstacles that 
may impede electors from voting throughout the day. If an elector voices a concern 
in this regard, direct the elector to the designated election officer.  

If you have been designated, the following steps must be taken: 

• Invite the elector to explain the situation;
• If the issue can be resolved immediately, inform the elector that the necessary 

steps will be taken to rectify the problem;
• If the issue cannot be resolved immediately, inform the elector that the situation 

will be reported to the retuning officer who will attempt to resolve the issue on 
the same day;

• If the elector still wishes to submit a written complaint about an accessibility 
issue, only then should the Polling Site Accessibility Feedback Form 
(EC 50119) be provided;

• If the elector chooses to complete the form at the polling place and requests 
assistance, ensure that all the relevant sections are completed;
– The elector may wish to remain anonymous (his name and address are 

optional);
– The elector must receive the white copy for his records; 
– The elector must provide you with the pink and yellow copy.
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Close of the Polls
If, at the time specified for the close of the polls, there are still electors waiting to 
vote, either inside or outside the polling place, follow these procedures:

 Anyone who arrives at a polling station at or before the close of the polls must 
be allowed to vote. Each poll will close once the last of these electors has voted.

 Anyone who arrives at a polling station after the close of the polls must not be 
allowed to vote, even though voting may still be going on.

Closing the Accessibility Feedback Station Each Day of the 
Advance Poll

The election officer designated for accessibility must close the Accessibility 
Feedback Station. If you have been designated, at the close of polls each day of 
advance polls, you must:

• Remove all completed Accessibility Feedback Forms (EC 50119) from the 
Accessibility Feedback Box (EC 50121);

• Review each completed form and resolve the issue(s) for the next day; 
• Any issue that cannot be remedied by on-site staff must be reported to the 

returning officer;
• Insert the forms into the Accessibility Envelope (EC 50122); 
• Immediately return the envelope to the election officer responsible for 

providing documents to the returning officer after each day of the advance 
polls; and

• If possible, recycle the box after the close of polls on each day of the advance 
polls.

Note: The Verification of Accessible Facilities Booklet must be inserted in the 
Accessibility Envelope (EC 50122) at the close of polls on the last day of 
advance polls.
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Closing the Accessibility Feedback Station on Polling Day

The election officer designated for accessibility must close the Accessibility 
Feedback Station. If you have been designated, you must:

• Remove all completed Accessibility Feedback Forms (EC 50119) from the 
Accessibility Feedback Box (EC 50121);

• Insert them into the Accessibility Envelope (EC 50122) along with the 
Verification of Accessible Facilities Booklet;

• Immediately return the envelope to the person responsible for the return of all 
election materials; and 

• Recycle the Feedback Box and Accessible Voting posters, if possible.

Completing Your Final Tasks

After the last elector has voted, you must:

• Remove all electoral signs from inside and outside the polling place and give 
them to a central poll supervisor (if there is one) or deputy returning officer.

• Dispose of any papers that electors may have left behind, and ensure that no 
document containing personal information is left at the polling place. 

• Carry out any additional tasks that a central poll supervisor (if there is one) or 
deputy returning officer asks you to complete.

• If you have been directed to, assist the central poll supervisor in performing the 
quality control measures indicated in the Closing Instructions for the Deputy 
Returning Officer (EC 50020). Help the central poll supervisor return the ballot 
boxes and all election materials.

• If there is no central poll supervisor, perform the quality control measures 
indicated in the Closing Instructions for the Deputy Returning Officer 
(EC 50020).

• If there is no central poll supervisor, give the VIC Collection Box (EC 50255), 
the folders containing the completed Statement of the Electors Who Voted on 
Polling Day (EC 50111) forms and all of your other election materials to the 
deputy returning officer.
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Frequently Asked Questions

Why are you collecting my Voter Information Card?

Elections Canada will properly dispose of the card (i.e. by shredding it) to ensure 
the confidentiality of personal information that appears on it. An elector has the 
option of keeping his card.

I live at 2525 Pokey Street. Where do I vote?

• If an elector does not have his Voter Information Card with him and says that he 
did not receive one, tell him that he will have to show acceptable proof of 
identity and address in order to vote. Locate his address in the Poll Key and 
direct him to the appropriate polling station.

• If an elector does not have acceptable proof of identity and address, ask him 
whether another elector, who resides in his polling division and has acceptable 
proof of identity and address, can vouch for him. If so, direct both of them to 
the correct polling station. 

• If an elector does not have acceptable proof of identity and address, and does 
not have someone to vouch for him, offer him a Remember: To vote, you must 
prove your identity and address pamphlet (EC 90189), which lists the pieces of 
identification authorized by the Chief Electoral Officer of Canada.

I am not on the list of electors. Where do I go to register?

• If there is a registration desk in your polling place, an elector can register there. 
The registration officer will complete a Registration Certificate (EC 50050) and 
give it to the elector, who will then be directed to the correct polling station in 
order to vote.

• If there is no registration officer in your polling place, direct the elector to the 
appropriate polling station. The deputy returning officer will give him a 
Registration Certificate (EC 50050).
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Is my name on the list of electors?

• If an elector tells you that he did not receive a Voter Information Card, but he 
has acceptable proof of identity and address, according to the Remember: To 
vote, you must prove your identity and address poster (EC 94036), locate his 
street address in the Poll Key.

• Direct him to the registration officer (if there is one) or to the appropriate 
polling station, where the deputy returning officer will verify whether the 
elector is registered.

• If an elector tells you that he has neither his Voter Information Card with him 
nor acceptable proof of identity and address, according to the Remember: To 
vote, you must prove your identity and address poster (EC 94036), refer to 
“Providing Information about Acceptable Proof of Identity and Address” on 
page 34.

I am blind and require assistance. Can you or someone else 
help me vote?

• Be courteous and introduce yourself as an information officer.
• Offer to guide the elector to his polling station by offering your arm. Let him 

know that the deputy returning officer can help him vote or, if he wishes to vote 
alone, provide him with a Voting Template. 

• Remember that service dogs must always be allowed into the polling place.
• Once the elector has voted, offer to help him to the door of the polling place.

I am in a wheelchair and am having difficulty entering the 
building. Can you or someone else help me come in and 
vote?

• If the entrance is not fully accessible, locate another entry that is more 
accessible.

• Ask the elector whether he requires further assistance to get to his polling 
station.
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To whom do I give this Transfer Certificate (EC 10190)? How 
can I vote?

• Tell the elector to give the certificate to the deputy returning officer of the 
appropriate polling station (shown at the top right of the form). Let him know 
that he will have to provide acceptable proof of identity and address, according 
to the Remember: To vote, you must prove your identity and address poster 
(EC 94036). 

• Once the deputy returning officer has accepted the elector’s proof of identity 
and address, and after the poll clerk has entered the necessary information from 
the certificate into the Poll Book (EC 50060), the elector will be allowed to 
vote.

I have a complaint about a deputy returning officer or a poll 
clerk. Who can I talk to?

Ask the elector to speak to the central poll supervisor (if there is one) or the 
returning officer. You may also give him the returning officer’s telephone number.
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Reference Materials

Sections of Law Related to Accessibility

Canadian Human Rights Act
2."[…] all individuals should have an opportunity equal with other individuals to 
make for themselves the lives that they are able and wish to have and to have their 
needs accommodated….without being hindered in or prevented from doing so by 
discriminatory practices based on a prohibited ground."

3.(1) For all purposes of this Act, the prohibited grounds of discrimination are race, 
national or ethnic origin, colour, religion, age, sex, sexual orientation, marital 
status, family status, disability and conviction for which a pardon has been granted.

5. It is a discriminatory practice in the provision of goods, services, facilities or 
accommodation customarily available to the general public

(a) to deny, or to deny access to, any such good, service, facility or 
accommodation to any individual, or 
(b) to differentiate adversely in relation to any individual, on a prohibited 
ground of discrimination.

7. It is a discriminatory practice, directly or indirectly,

(a) to refuse to employ or continue to employ any individual, or
(b) in the course of employment, to differentiate adversely in relation to an 
employee, on a prohibited ground of discrimination.

Canadian Charter of Rights and Freedoms
15.(1) It is not a discriminatory practice if

(a) any refusal, exclusion, expulsion, suspension, limitation, specification or 
preference in relation to any employment is established by an employer to be 
based on a bona fide occupational requirement;
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James Peter Hughes v. Elections Canada - Summary

Rev. Hughes and his wife lived for many years in the United States. They moved 
back to Canada upon retirement. Rev. Hughes uses a wheelchair or walker. They 
live in a condo in downtown Toronto, near St. Basil's Church, the polling location 
used in the two electoral events at issue in the case. Mr. Hughes testified that the 
March 2008 by-election was his first time voting in a Canadian election since he 
lived in Quebec in the 1970s.

1) First Electoral Event
On March 17, 2008, he proceeded using his walker to vote at St. Basil's Church in 
downtown Toronto. St. Basil's has three entrances: entrance #1 (main one, south 
side); entrance #2 (back one, north side); and entrance #3 (side one, west side). 

From the street, the Complainant walked up a sloped hill on a long, winding path to 
entrance #1. At the front door was a handicap ramp which Rev. Hughes found to be 
acceptable.  He found some "cryptic, yellow" EC signs, but they pointed away from 
entrance #1 and toward entrance #3. Entrance #1 was locked. Rev. Hughes 
proceeded around the building to entrance #3. When he opened the door, he found a 
flight of stairs leading downward. 

Rev. Hughes was not able to get down the stairs without assistance. He called out 
for assistance, and someone who appeared to be an EC official came over and told 
him he could either come down the stairs or walk around the building (to entrance 
#2). Rev. Hughes chose to stay at entrance #3.  The official took his walker down 
the stairs and Rev. Hughes then proceeded to go down the stairs on the seat of his 
pants. The walker was put back together and Rev. Hughes walked down the 
hallway to the election polling stations in the basement hall.

However, when he arrived in the hall, he was not able to vote in the polling booth 
because the tables were placed too close together, blocking his path. EC officials 
had to re-arrange the tables.  While in the Church basement hall, Rev. Hughes told 
an EC official about his "difficult voting experience."  Rev. Hughes recalled that the 
person replied that the lack of accessibility was for financial reasons. 

After Rev. Hughes marked his ballot, his departure was no less difficult. Rather 
than go back through entrance #3, the EC officials offered to help him leave 
through the back way, entrance #2, adjacent to the parking lot. Rev. Hughes had to 
walk up a steep, narrow ramp which caused him great difficulty with his walker. 
The two doors leading out to the parking lot, which were heavy, steel doors, were 
not open. There was no automatic opening mechanism and only one of the two 
doors was openable. Rev. Hughes' walker had to be folded in order to get it through. 
Outside the doors, there was snow on the ground which had not been sufficiently 
cleared. The width shoveled looked like it had been done with ambulatory people in 
mind. It was barely wide enough for his walker's wheels, and not wide enough for a 
person using a wheelchair. There was a sloped ramp downward which was 
described by Rev. Hughes as steep and slippery.  Rev. Hughes could not have exited 
through entrance #2 without assistance.
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2) Written Complaint to EC, Complaint to CHRC, and EC's 
responses
In addition to his verbal complaint on the day of the election, Mr. Hughes made a 
written complaint to EC on March 20, 2008 with the assistance of his counsel. 
Although it was addressed correctly it was routed to the wrong official at EC.  It 
was then forwarded to the Legal Services Directorate at EC.  Rev. Hughes heard 
nothing from EC regarding his verbal and written complaints to it (other than a 
letter from the official who had originally received the letter indicating that it had 
been forwarded to Legal Services) until receiving EC's August 6, 2008 letter to the 
Commission. On June 5, 2008, Rev. Hughes had filed a CHRA Complaint with the 
Commission. The August 6th letter was EC's response to the CHRA Complaint. EC 
had its officials investigate Rev. Hughes' Complaint, although he didn't speak to 
them directly about it and didn't personally speak to the Toronto Centre Returning 
Officer or other relevant EC officials at the St. Basil's Church polling stations.  

The Tribunal found that EC's response to the written complaint to EC and to the 
CHRA complaint was not timely, contained inaccuracies, and was dismissive in 
tone.  In the August 6th letter, EC made a number of factual errors including stating 
that all three entrances were unlocked during voting hours.

3) The Second Electoral Event
On October 14, 2008, Canadians went to the polls in a federal general election. Mr. 
Hughes received a Voter Information Card, indicating that his polling station would 
be at St. Basil's Church once again. The Card had the universal accessibility symbol 
on it. Mr. Hughes was hopeful that things would be different this time, and that EC 
had addressed his concerns.

However, Rev. Hughes experienced the same lack of accessible voting on October 
14th, except for the snow on the ground. When he went to St. Basil's, the front door 
(entrance #1) with its accessible ramp was again unavailable. This time he 
proceeded to entrance #2, where he found one of the doors was being held ajar by a 
broken rock. He could not open the heavy steel door himself. With assistance, he 
entered via entrance #2, voted and left the same way. Rev. Hughes was quite upset 
that, notwithstanding his verbal and written complaints to EC some seven months 
earlier and his June 2008 Complaint to the Commission, EC had not remedied the 
problem by providing a barrier-free polling facility to exercise his important 
democratic right to vote.
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4) Post-Election, Tribunal Hearing and Decision
Following the election, the Commission referred the subject-matter of the 
Complaint to the Tribunal on December 29, 2008. EC commissioned architect and 
accessibility expert Robert Topping to do an on-site inspection of St. Basil's Church 
and report on certain accessibility issues in March 2009.  He outlined some of the 
problems with the St. Basil's facility from a barrier-free perspective. As a result of 
Rev. Hughes' Complaint, Mr. Topping's report, the steepness of the incline and 
better alternative locations in the area, prior to the hearing EC decided that it would 
no longer use St. Basil's Church as a polling location, notwithstanding some of its 
"significant advantages" (e.g., parking, community use and prior election use). 

The Canadian Human Rights Tribunal held a hearing on Rev. Hughes' complaint in 
October, 2009 and rendered a decision on February 12, 2010.  EC admitted liability 
at the beginning of the hearing.  EC's official at the hearing testified that EC has 
learned a lot from the negative voting experience of Rev. Hughes, and it has made 
improvements.  EC also agreed to many of the systemic remedies requested by the 
Complainant.  However, EC argued that the evidence did not demonstrate a 
systemic problem, but rather that it was a case of human error - of people not doing 
things correctly within the system that was in place.  

The Tribunal pointed out that the system is made up of people, and that the 
"problem is not so much the standards or policies on accessibility, or EC's training 
in regard to them", but "[t]he problem is more in the nature of the policies and 
guidelines and training not being followed or applied by EC officials".  The 
Tribunal reiterated the importance of the right to vote, and that it is protected in the 
Charter.  The Tribunal also stated that it is arguably a duty of citizens of Canada to 
vote, and that the State has a legal duty to ensure that all barriers, whenever 
possible, are removed.  The Tribunal also relied upon the evidence of disability 
rights/accessibility expert Professor Catherine Frazee who explained the barriers 
that people with disabilities face in society, structurally and attitudinally, including 
details of "disability disadvantage".     
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5) Remedies
The Tribunal awarded Rev. Hughes damages for compensation for pain and 
suffering.  The amount was based in part on the fact that "voting is one of the most 
sacred rights of citizenship and that includes the right to do so in an accessible 
context."  However, the majority of the remedies are systemic in nature and most 
are to be completed by EC within either 6 months or 12 months. (The time frames 
are to be suspended for three months in the event of a general election, other than 
the time frames for the individual remedies and the cease order.)  The Canadian 
Human Rights Commission has a monitoring role over the implementation of the 
decision, and EC is to consult with the other parties (the Complainant, the 
Commission, and the Council of Canadians with Disabilities who intervened as in 
interested party in the case.)  The following list is a summary of the systemic 
remedies that the Tribunal has ordered Elections Canada to carry out: 

– Greater consultation with voters with disabilities and disability groups, with 
a consultation plan to be formulated within 6 months upon discussion with 
other parties.  
(6 months)

– Cease order re situating polling stations in locations that do not provide 
barrier-free access, subject to standard of bona fide justification and the 
duty to accommodate to the point of undue hardship, once a prima facie 
case of discrimination has been established.

– Implement a procedure for verification of accessibility of facilities on the 
day of an electoral event and consult with other parties regarding same. 
(6 months)

– Review of Accessible Facilities Guide, Accessibility Checklist, and 
accessibility sections of the Manuals for ROs and other categories of 
election workers (CPSs, DROs, Poll Clerks, Information Officers and 
Registration Officers), and consult with other parties about same.  
(12 months)

– Revise standard lease for polling locations to include the requirement that 
the leased premises provide level access and are barrier-free, and consult 
with other parties about same.  
(6 months)

– Provide sufficient and appropriate signage at elections, including the 
universal accessibility symbol so that voters with disabilities can easily find 
the shortest and most appropriate route to all accessible entrances at polling 
stations, and consult with other parties about same.

– Review, revise and update training manuals and programs concerning 
accessibility issues for ROs and officials below them, and training to be 
given to every officer or employee who deals with disability and 
accessibility issues, including the CEO and senior management, the 
accessibility officers at national headquarters, the ROs and others in the 
electoral districts.  EC officials are to be trained as well on the new public 
complaints process. The training materials are to include the Hughes v. 
Elections Canada reasons for decision, and a case study made from it for 
training purposes.  EC is to consult with other parties about same.  
(12 months) 
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– Implement a procedure for receiving, recording and processing verbal and 
written complaints about lack of accessibility and suitably publicize same. 
EC shall execute this reporting requirement for a period of three complete 
general election cycles. EC is to consult with other parties about same. 
(6 months)

– Elections Canada is to report to the Tribunal in at least three-month 
intervals about its progress in implementing the Order, and the Tribunal 
remains seized in the matter to the later date of the reporting of accessibility 
complaints by EC after the next general election and the implementation of 
the other parts of the Order, including any further implementation Orders as 
required.
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Case Study - Rev. James Peter Hughes

In compliance to the orders of the decision by the Canadian Human Rights 
Tribunal, Elections Canada has put in place several new procedures to ensure 
polling sites are accessible for all electors. Following the reading of the summary, 
reflect on the following questions:

• How would you have reacted had you had been in Rev. Hughes' position? 
• Remembering what you have learned on the duty to accommodate, how would 

you have reacted if you had been in the position of the election official who was 
providing assistance? 

• How could the situation have been handled differently? What steps could have 
been taken to address the obstacles to accessibility?

• With the new accessibility procedures that Elections Canada has put in place, 
how would this incident be resolved differently if it happened during the next 
general election?
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