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Voting place management at 
institutions and retirement homes 

City Clerk's Office – Election Services 

Procedure No.: PRO-EMO-003 

 

1. Purpose 

 
This document outlines the City of Toronto's procedure for voting place 
management at institutions and retirement homes. 

 

2. Application 

 
This procedure applies to election officials designated by the City Clerk, electors, 
candidates and scrutineers in City of Toronto municipal elections and by-elections 
that take place at institutions and retirement homes. 
 

3. Authority/Legislative reference(s) 

 
Section 45(7) of the Municipal Elections Act, 1996 (MEA) requires voting places be 
provided at institutions (long-term care) and retirement homes on election day. 
 
Section 12.1(1) of the MEA states that the City Clerk shall have regard to the needs 
of electors and candidates with disabilities. 
 

4. Implementation 

 
(1) Voting places at institutions and retirement homes will be staffed by a Deputy 

Returning Officer (DRO) and at least one Ballot Deputy Returning Officer 
(Ballot Officer). 

 
(2) The voting process on election day is outlined in the City Clerk's procedure for 

Voting place management on election day, with the following modifications: 
 

(a) If, after an elector provides acceptable identification and/or has completed 
either a Declaration of Identity or Voters' List Amendment Application 
(VLAA), and a Ballot Officer determines the elector is eligible to vote, the 
Ballot Officer will issue a ballot to the elector and direct the elector to 
proceed to one of the voting screens to mark the ballot. 
 

(b) Once the elector has marked the ballot, the elector shall place the ballot in 
the secrecy folder and proceed to the DRO, who shall feed the ballot into 
the tabulator while the elector is still in the voting place. 
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Where an elector is unable to enter the voting place 
 

(3) In an institution or retirement home, where an elector's mobility is impaired, a 
DRO may be required to process electors by going "bed-to-bed".  In most 
instances, scrutineers or candidates are permitted to accompany the DRO. 

 
(a) The DRO shall coordinate bed-to-bed voting with the onsite contact for 

electors who are unable to attend the voting room. 
 
(b) If the DRO leaves the voting room, then the Ballot Officer shall remain in 

the voting room to serve electors. 
 

(c) The DRO shall take the necessary supplies as outlined in their training 
manuals in order to issue a ballot to the elector. 
 

(d) In an institution or retirement home, where a resident does not have 
identification readily available, any document issued by the institution can 
be accepted as identification, including the patient's chart or name on their 
bed, a wrist-bracelet and/or a list of residents provided by the institution.  
If an administrator of the facility is present, they can also confirm the 
identity of the resident. 
 

(e) If an elector's name does not appear on the voters' list and they are 
eligible to vote, a VLAA must be completed by the elector, or on behalf of 
the elector, in order to have their name added to the voters' list. 
 

(f) The DRO processing electors at their bedside shall give electors privacy 
to mark their ballot, and if requested, assist the elector with marking their 
ballot. 

 
(g) Once the elector has marked the ballot, the DRO shall instruct that elector 

to fold the ballot in half so as to conceal the elector's vote. 
 

(h) The DRO shall handle the marked ballot(s) in a manner that protects the 
secrecy of the vote by placing it and any VLAA(s) in the Ballot Box. 

 
(i) The DRO shall continue to process electors bed to bed until all residents 

requiring this service have voted. 
 

(j) Once all electors have had the opportunity to vote, the DRO shall:  
 

(i) Return to the voting room and transfer all the marked ballots in Ballot 
Box into the vote tabulator. 
 

(ii) Place all other election forms in the appropriate envelopes as outlined 
in the DRO's training manual. 
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(iii) Instruct the Ballot Officer to cross off elector(s) on the voters' list. 

 
(iv) Where an elector completed a VLAA to have their name added to the 

voters' list, the Ballot Officer shall add them to the Electors Added to 
the Voters' List section of the voters' list. 

 
(4) In the event that a public health emergency arises at the voting place, refer to 

the City Clerk's policy on Accommodations for electors. 
 

In the event of a quarantine at the voting place at an institution/retirement home 
 

(5) In the event of a quarantine at an institution or retirement home, the first 
priority is the safety of the people present, including voting place staff.  
 

(6) The DRO shall immediately notify the Supervisor, who will notify the Ward 
Manager of the quarantine and provide additional information. The Ward 
Centre may deliver extra supplies of voting materials to this affected location 
before bed-to-bed voting can take place in the quarantined areas. 
 

(7) Where there is a matter related to public health, such as an infectious disease 
outbreak at the voting place on election day, the City Clerk may recruit and 
appoint an authorized person who works at the facility to act as a DRO in 
order to go bed-to-bed to the elector(s) in the affected area to obtain their 
vote, if the facility administration has indicated to the DRO that there are such 
electors in the affected and quarantined area.  

 
(8) The DRO at the designated voting location will then recruit and appoint an 

authorized person who works at the facility and who is willing to act as the 
DRO in the quarantined area(s) and ask that individual to take a declaration 
and sign the Appointment and Oath of a Deputy Returning Officer (DRO) in 
the Event of a Quarantine at a Voting Place form and:  
 
(a) provide them with the necessary supplies as outlined in the "Bed-to-Bed 

Voting" section of the DRO Manual;  
 

(b) ask them to follow the instructions outlined in the DRO Manual with 
respect to "Bed-to-Bed Voting", with the following exceptions:  
 
(i) All electors will be asked to complete a Voters' List Amendment 

Application (VLAA).  
(ii) Once bed-to-bed voting is completed in the quarantined area, discard 

all of the voting supplies (example: rulers, pens, secrecy folders, etc.) 
and only return to the voting room with the marked ballots in the 
Ballot Box and VLAAs. 
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(c) Instruct them to handle the marked ballot(s) in a manner that protects the 
secrecy of the vote by placing it and any VLAA(s) into the ballot box.  

 
(9) The DRO for that voting place shall then ask the Ballot Officer to update their 

copy of the voters' list using the completed VLAAs. Once completed, the DRO 
shall feed the marked ballots into the vote tabulator and file the copies of the 
VLAA as outlined in the DRO Manual. 

 

Closing the voting place 
 
(10) The DRO for that voting place shall then ask the Ballot Officer to update their 

copy of the voters' list using the completed VLAAs. Once completed, the DRO 
shall feed the marked ballots into the vote tabulator and file the copies of the 
VLAA as outlined in the DRO Manual. 
 

(11) The voting place shall be closed at 8 p.m., or at an hour designated by the 
City Clerk as per section 46(3) of the MEA.  Any electors remaining in line at 
that time are permitted to vote.  If there is a line-up of electors at closing, an 
election official shall stand at the end of the line to prevent any additional 
electors from joining the line. 
 

(12) Once closed, the DRO and Ballot Officer shall perform the tasks outlined in 
the manual for closing the voting place. 
 

(13) The DRO shall, among other tasks: 
 

(a) complete the documentation required as per their training manuals; 
 

(b) produce the election results; 
 

(c) use the closing checklist to ensure all supplies and envelopes are placed 
in the appropriate location; and 

 
(d) return all equipment voting place supplies to the designated location. 

 

Date Approved:  October 2018 
 


