
UW Staff Association 
Election for Directors 

October 11, 2013 to October 23, 2013 

Instructions for Voting 
The election this fall offers you a choice of voting electronically, through the Web, or by using a traditional 
paper ballot. 

If you are unable to use the online voting system or would like to request a paper ballot, please contact the 
Staff Association office (phone x38668, email staffasc@uwaterloo.ca or in person Davis Centre 3609) to get 
a ballot. 

Ballots 
Whether you vote electronically or via paper ballot, you will have the option to complete one ballot for 
Directors, for which you can select up to a maximum of two (2) candidates. 

To vote: 
• Go to the web address https://info.uwaterloo.ca/evote/UWSA/  The poll opens on October 11, 

2013. 
• The voting period is 7:00 AM October 11, 2013 to 5:00 PM October 23, 2013. 
• Select up to the maximum number of candidates and press the “Cast Ballot” button at the bottom of 

the screen. 
• When prompted, log in with your WatIAM user-name and password (e.g. the same as the myHRinfo 

system). 

Important note:  you only have once chance to vote. 
For the Directors ballot, you can vote for up to two candidates.  However, you only have one chance to vote.  
For example, if you vote for two candidates, that’s it – you will not be allowed to go back to add a vote for 
another candidate.  So, make your selections carefully. 

To vote with a paper ballot 
We will be using a double-envelope process to ensure that your vote is secret.  It works like this: 

1. In the ballot package, get the ballot and mark up to the maximum number of candidates. 
2. Put the marked ballot into the small envelope marked “Ballot” and seal the envelope. 
3. Put the sealed envelope containing the ballot into the larger return envelope, print your name on the 

outside of the envelope and sign the outside of the envelope.  Return this envelope to the UWSA 
office DC3603, attention Chief Returning Officer. 

Ballots must be received by 4:30 PM on October 23, 2013. 

Duplicate votes 
You can vote electronically or with a paper ballot, but not both ways.  The Election Committee will be 
confirming that only one ballot is received per person.  If both an electronic and paper ballot are received, the 
paper ballot will be discarded and the electronic vote will be used. 
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Declined Ballots 
Members have the option of declining their ballots by selecting the appropriate box. Declined ballots are not 
considered as “votes cast”, but are recorded and reported separately as part of the official ballot results. 
Declining a ballot is a member’s way of indicating to the Association their dissatisfaction with the election 
process. 

Write In Ballots 
Write In ballots are permitted, but can be submitted via paper ballot only. To vote for a candidate not on the 
ballot, simply add their name to the paper ballot in the spot provided. 
 
Note that write in candidates MUST be UWSA members and receive at least three votes. If these conditions 
are not met, votes for the write in candidates will not be counted as official votes cast. 

Detailed regulations 

See the constitution 
https://sharepoint.uwaterloo.ca/sites/UWSA/Shared%20Documents/UWSA%20Constitution%202013.pdf for 
detailed voting regulations. 
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UW Staff Association 
Voting Regulations 

October 11, 2013 to October 23, 2013 
The election this fall offers Members a choice of voting electronically, through the Web, or by using a paper 
ballot. 

This document described the two voting processes in detail, with emphasis on how they are implemented, 
how they assure secrecy and how they assure a legitimate result. 

Electronic voting 
The UWSA uses the IST-provided electronic voting system that is used across campus for other election and 
selection processes. 

• Our voter list is based on a list of Members’ userids, which is obtained from HR.  Although it is a rare 
occurrence, sometimes a Member userid is not correctly provided to the UWSA (for example, it the 
Member has recently joined). 

• If you have problems with the voting system, please contact the UWSA office 
(staffasc@uwaterloo.ca; dc3603; x33566).  We may need to consult with IST to resolve your 
problem. 

Paper-ballot voting 
Our paper-ballot system uses a double-envelope process:  inner, sealed, anonymous envelope containing 
the marked ballot, enclosed in an outer signed envelope enabling voter verification. 

• Ballots are distributed by campus mail or picked up at the UWSA office. 
• Ballots are authenticated by the Returning Officer (or delegate) initialing each ballot prior to 

distribution. 
• Ballots are marked by the voter. 
• The ballot is sealed into the inner envelope; no identifying marks are placed on this envelope. 
• This sealed envelope is placed into a larger return envelope.  The return envelope is sealed. 
• The voter prints their name on the outside of the envelope and signs the outside of the envelope.  
• The outer envelope is returned to the UWSA office, either in person or via campus mail. 
• When the outer envelope is received, the name on the outside of the return envelope is checked off 

against the official voter’s list.  If the remitter is a UWSA member for whom a ballot has not already 
been received, the ballot is marked as received (a dated rubber-stamp is sufficient) and set aside in 
the “valid ballot” box.  The outer envelope is not opened at this time. 

• If the outer envelope is from someone not on the voter’s list, it is marked as received and set aside in 
the “membership question” box.  The Returning Officer (or delegate) will investigate the membership 
status (experience has shown that the records from HR are sometimes inaccurate). 

• If the outer envelope is a duplicate (e.g., another paper ballot was previously received), it is marked 
as received.  The existing paper ballot (if applicable) is retrieved and both ballots are placed into the 
“duplicate” box for subsequent investigation by the Returning Officer. 

• When the electronic poll has closed, the ballots in the “valid ballot” box are compared against the 
electronic ballot list. If a duplicate ballot is noted, the electronic ballot is counted and the paper ballot 
is classified as a duplicate vote and segregated from the valid ballots. The remaining ballots are 
processed by opening the outer envelope and placing the inner sealed envelope into the “to be 
counted” box.  The outer envelopes are discarded. 
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• When all of the outer envelopes have been processed, the “to be counted” box is processed.  Each 
sealed ballot is retrieved, opened and the ballot tallied.  Improperly-marked ballots will be counted as 
spoiled and segregated from valid ballots. 

• The ballot counters will verify that the ballot has been duly initialed by the Returning Officer (or 
delegate).  Ballots which fail this test will be classified as non-authenticated and segregated. 
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