
ACF booth captain guide 
 
Thank you for volunteering to be a booth captain! A booth captain’s role is to ensure the 
smooth running of your polling booth on election day. More specifically this includes: 

● Being the key contact for ACF staff, volunteers and Electoral Officers.  
● Coordinating volunteers at your booth 
● Managing logistics including ACF materials.  
● Making sure that as many voters as possible see our scorecard! 

 
Please read through this guide as well as the polling booth volunteer guide then sign 
online to confirm you have read and understood this training.   
 

Key responsibilities checklist  
 
Before election day 
 
☐  Read through this booth captain guide and the polling booth volunteer guide, and 
sign online to confirm you’ve read and understood the guide.  
 
☐  Collect your booth kit which will include 1000 x scorecards and ACF badges. We will 
courier this to you, so you’ll just need to make sure that you have given Jason, your Field 
Campaign Coordinator, the correct address. If you order after 9 May, or if we run out of our 
own stock, we will make sure that you have a printable version that meets legal 
requirements. 
 
☐  Recruit & roster volunteers for your booth. We recommend you have at least two 
volunteers at each of the three x 3 hour shifts: 8-11am, 11am-2pm and 2-5pm. We will not be 
able to roster for you, but will connect any keen people  in your area who are looking to 
volunteer on election day.  
 
☐  Ensure your volunteers are trained. We have a handy guide that we need all people 
handing out ACF scorecards to read or a video that they need to watch, and then confirm 
that they’ve understood. We will send these resources to you to pass on. 
 
☐  Decide whether you’re hosting a #ClimateElection after party. This is an informal 
chance to watch the election results roll in, connect with one another and celebrate the 
efforts of your team from the day. It can be as simple as agreeing on a pub that you are all 
going to at 6pm.  
 
☐  Confirm volunteers a day or two before. When you call: 
 

● Re-introduce yourself and let volunteers know you will be their Booth Captain to 
make sure everything runs smoothly during the day. 
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● Remind volunteers to look through their volunteer guide that was emailed to them 
and confirm that they’ve read it or watched the video.  

● If your volunteer is under the age of 16 they will need to bring a guardian. 
● Remind volunteers to show up 15 minutes before their shift begins. 
● Remind volunteers about the location of the booth and ask if they know how to get 

there. 
● Invite volunteers to the #ClimateElection after party (if you’re hosting one). 

 
☐   Please note that all collateral such as posters that is put up at polling booths must have 

an ACF authorisation statement. Remember that the collateral must be at least 6 metres 

from the entrance to the polling booth. 

 

Election day – morning  
 
☐  Arrive by 7:30am before the polling booth opens at 8:00am. 
 
☐  Meet the Electoral Officer at the polling booth center in the morning to let them know 
ACF volunteers will be handing out scorecards throughout the day. You will be the key point 
of contact for the Electoral Officer throughout the day.  If the Electoral Officer has any 
questions that you’re not sure to answer, have them call the Jason, the Field Campaign 
Coordinator, on 0401 468 139. If you want to check on your obligations under election law, you 
can call the AEC hotline on 13 23 26 or check their website.  
 
☐  Choose the space for where volunteers will be handing out scorecards. Aim to the be the 
first or last point of contact for a voter heading into the polling booth – they’ll be bombarded 
with information so we want to be memorable. Being in this position is preferred by any 
volunteer handing out for any party. Politely hold your ground if a volunteer from a political 
party tries to take our spot. Remember that you must be at least 6 metres from the entrance 
to the polling booth. 
 
 
 

Election day  
 
☐ Greet and check-in with volunteers. Make sure they have everything they need including 
scorecards and an ACF volunteer badge. If volunteers don’t turn up, and you can’t contact 
them, see if some of the volunteers for the later shifts can come earlier. You will also need to 
brief volunteers on the Important Things to Remember that are at the end of this guide. 
These are important legal requirements that we need to follow.  
 
☐ Create a fun and safe culture for volunteers and one that strengthens the ACF 
Community. Make connections with and between volunteers. Make sure that they are 
staying hydrated and energised (see the safety checklist below). Make sure that you thank 
them and invite them to the election night party! 
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☐ Provide occasional coaching if and when necessary. It can be quite an art to gaining 
voters’ attention, and this can be a great learning opportunity for everyone. If you hear or see 
volunteers doing anything that puts ACF’s reputation or independent and non-partisan 
status at risk, don’t hesitate to gently remind the volunteer of ACF’s Community Principles. If 
they continue with the behaviour, let them know that they won’t be able to continue 
volunteering on the booth that day, but that Jason the Field Campaign Coordinator will give 
them a call to check in and discuss why you made the decision that you did.  

 
☐  Take pictures of volunteers! Put them up on the ACF Community Slack channel 
throughout the day (you’ll need to download the Slack app on your phone, or work with 
someone who has it). Post them on social media using the #ClimateElection hashtag. Don’t 
forget to ask people if they’re happy for you to take their photos and post on social media. 
 
☐  Remind volunteers to fill out the polling booth scorecard evaluation sheet. 
 
☐  Remind volunteers about the #ClimateElection after party if you’ve decided to host one.  
 

Election day – afternoon/evening  
 
☐  Pack up polling booth materials (scorecards, etc.) at 5pm.   
 
☐  Recycle any leftover scorecards.  
 
☐  Head on down to the #ClimateElection after party (if you’re hosting one!) 
 
 

Safety checklist 
Please read through the following general safety check to make sure you and other 
volunteers are safe at all times. 
 

● Identify hazards and assess risks and control to minimise potential for injury or harm. 

● Hazards can be related to slip and trip hazards, security, fire, weather etc.  

● There will be toilets and handwashing facilities at the polling booth. 

● Bring adequate drinking water. 

● Use available shade. 

● Bring hats and sunscreen.  
● Check the weather and dress accordingly. Current Australian Bureau of Meteorology 

information is checked for  adverse weather conditions (www.bom.gov.au). 

● In the unlikely event that a member of the public or another polling volunteer makes 

you feel uncomfortable in any way, please remove yourself from the situation in the 

safest way possible and call the Community Engagement Coordinator immediately. 
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IMPORTANT THINGS TO REMEMBER 
 
Thanks so much for taking the time to read through this guide. 
Here are the most important things you should remember: 
 
1. Who we are: ACF is independent and nonpartisan. Don’t tell 
people who to vote for. 
2. Where we stand:  You must keep six metres away from the 
polling booth entrance at all times. 
3. What we wear:  Always wear your volunteer badge and ACF 
t-shirt when you’re handing out scorecards. Remove or cover up 
your ACF badge or t-shirt if you enter the polling area to cast your 
own vote or go to the bathroom. 
4. What we display: All signage displayed at a polling booth 
must have the authorisation statement.  
5. What we’re giving out: Don’t hand out material from 
political parties or other groups when you are handing out the 
ACF scorecard or if you are wearing an ACF t-shirt or badge. 
6. Australian Electoral Commission staff: Take direction from 

Australian Electoral Commission staff. 
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