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ELECTION NIGHT STANDARD OPERATING PROCEDURES 

 
 

Overview: 

The primary mission of LACDCS during the election is to ensure that all ballots are accounted 
for and delivered from the six (6) heliports throughout the county to the ROV (RRCC) office in 
Norwalk for counting.  

LACDCS personnel at the heliports will need to personally count all bags and snags (open or 
damaged bags, missing paperwork) and other equipment (voting machines, green boxes, 
and empty bags) which are to be loaded on the aircraft. 

LACDCS personnel are also responsible to notify K6CPT ROV (RRCC) when they have large 
amounts of bags and equipment on the ground so that ROV (RRCC) may make 
arrangements for possible pick-ups by other aircraft. 

Once the heliport OIC has determined that the aircraft are no longer needed and is closing 
the heliport, LACDCS personnel will notify K6CPT ROV (RRCC) of the time of closing. 
 
 
Minimum  personnel requirements for each heliport: 
 

·  El Monte - 4 
·  Lancaster - 4 
·  Norwalk – 12+ (more is always better here) 
·  Pomona - 6 Extra personnel are required for radio relay to El Monte and then to 

Norwalk. 
·  Santa Monica - 4 
·  Torrance - 4 there are no facilities on the premises (parking lot). A minimum of two 

people are required to cover at all times. 
·  Van Nuys - 4 

 
General procedures: 
  

·  Staffing Officer:  Will send out location lists the week beforehand.  
o Remind participants that they are not to invite others. 
o Personnel should know where they are going before they leave home. 

·  When you sign up, you must stay for the entire time. 
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·   A Class C uniform is required .  Anyone who does not wear a proper uniform will be 
asked to leave. NO EXCEPTIONS. Team Leaders, if there is a problem, please contact 
Staff 1, 10, or 11. 

·  NO ONE is to show up without the approval of the person in charge of staffing the 
event. If a person shows up without permission, this will be considered Self Activating 
and they will be asked to leave. 

 
Operating procedures: 
 

·  When leaving to go to your assignment, check in with the Safety Officer on 145.300.   
·  K6CPT ROV Norwalk (RRCC) is the Net Control station.  The person in charge at 

Norwalk is the IC for the event.  Once the Net Control station is functional, it will assume 
the duties of the Safety Officer. 

·  LACDCS personnel will report to their assignments by 2000 hours and check-in with the 
heliport sergeant. 

·  145.300 is the primary and will be locked down at 2000. 147.270 is the secondary. 
·  The person in charge at the individual heliports is the "Team Leader". 
·  When members sign in have them write down their Unit ID, callsign, and a contact 

telephone number.  
·  At approximately 2030 a roll call of heliports will be conducted by the Net Control 

station. 
·  The Team Leader will report the Tactical and Ham call of all members at their location.  

If members arrive after the initial roll call, report them to the Net Control station. 
·  When a flight departs your location, report to Net Control the tail number, departure 

time, number of bags, snags and miscellaneous on board the helicopter.  Record this 
information as well as the time the helicopter returns to the heliport on the Flight Log.  
(See Attachment) 

·  As members leave for the night, report their departure and time to Net Control.  Advise 
those members leaving to report their arrival at their destination to Net Control.  If, in a 
reasonable amount of time, a person does not advise Net Control of their arrival at 
home the Team leader will be advised to contact that individual and confirm their 
arrival at home.  

·  Advise Net Control when your heliport secures for the night/morning. 
·  Net Control must be advised of all personnel leaving their assigned locations. Please 

notify Net Control when you arrive at your final destination, either by radio or by phone. 
·  If possible, members should bring the following: snacks, coffee/water, goggles (some 

form of eye protection), ear plugs, leather work type gloves, extra batteries for HT’s and 
flashlight. Also depending on the weather conditions a heavy warm jacket or rain jacket. 

·  When Net Control Secures for the night/morning, a Safety Officer will be appointed by 
the IC.  Members will then check in with the Safety Officer when they arrive at their final 
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destination. If, in a reasonable amount of time, a person does not advise Net Control of 
their arrival at home the Team Leader will be advised to contact that individual and 
confirm their arrival at home. 

·  An AAR is to be completed by each Team Leader as well as the IC and submitted no 
later than ten (10) days after the election.  Attach to the AAR the Check In Sheet and 
any completed Flight logs. 

  
Creature Comforts: 
 
You may want to bring along some or all of the following to make your stay a bit more 
comfortable: 

·  Snacks 
·  Coffee (warm drink) 
·  Chair 
·  Heavy jacket 
·  Goggles (eye protection) 
·  Ear plugs 
·  Leather gloves (work type) 
·  Gloves (warmth type) 
·  Flashlight 
·  Rain Jacket (if conditions warrant) 

   
Other essentials: 

·  HT 
·  Extra HT batteries 
·  Earpiece 
·  HT instruction booklet 

 
Personnel should be familiar with the operation of their radio. Don't wait until you are at the 
heliport to find out how to put a frequency their radio or the battery is dead. Make sure the 
radio is working properly before leaving for the heliport.  
 
Once you arrive at the heliport don't wander off. 
 
Team Leader Note : Make sure the OIC has the phone number to the Operations Center on 
the 7th floor of the ROV handy. This number is found in the Operations Plan. It is used to 
request supplies I.e.: envelopes, extra ballot bags to be sent to your location. If supplies have 
been requested for your location, please advise the ROV (RRCC) so we can insure they get on 
the next flight to your location. 
 
Thanks to everyone for your time and cooperation.  Have a fun and a SAFE event. 
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 Acronym Definitions: 
 
AAR After Action Report 
Callsign FCC Issued Callsign 
FCC Federal Communications Commission 
HT Handy Talkie (handheld radio) 
IC Incident Command 
Unit ID LACDCS Issued Tactical Call 
K6CPT Callsign of Los Angeles County Disaster Communications Service  
LACDCS Los Angeles County Disaster Communications Service 
OIC Officer in Charge 
QTH Home 
ROV Registrar of Voters 
RRCC Registrar Recorder County Clerk (Newer version of ROV) 
 
 
Flight Log Header Definitions: 
 
Date 
Operator 
Page# 
FLT # 

Actual date of the election 
Team Leader’s Name 
Sequential page number of the Flight Log (1 of 3, 2 of 3 & 3 of 3) 
Sequential number of the flights originating from the heliport 

HELIPORT Location of the heliport (Santa Monica, El Monte….) 
TAIL # Tail number of the helicopter 
LIFTOFF Time the helicopter departed the heliport (determined by the team leader’s  

or other designated person’s watch at the heliport) 
ARRIVAL This column is used at the ROV only 
BAGS The number of ballot bags loaded onto the helicopter 
BOXES Number of boxes loaded onto the helicopter 
MISC. Number of items other than bags and boxes 
FLT TIME Total elapsed time of the flight  
RETURN TIME The time the helicopter returned to the heliport (determined by the team 

leader’s  or other designated person’s watch at the heliport) 
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