
[image: Norfolk County Logo]	
Procedure for Internet Voting Method



Policy Statement
Pursuant to Section 42 subsection (3) of the Municipal Elections Act, 1996 (“the Act”), the Clerk shall establish procedures and forms for the use of, “any voting and vote-counting equipment authorized by by-law.” Details regarding the online voting procedure and procedures for voting are outlined in this document.

For the purpose of enhancing accessibility, convenience, efficiency and voter participation by providing electors with additional voting methods and authorizing the approval of online voting via the internet. In keeping with s.42 (5) of the MEA, voting proxies will not be used or permitted with this method of voting.   

The Voting Period provides for voting in advance of Voting Day commencing Friday, October 9, 2026, at 10:00 am and concluding on Friday, October 23, 2026, at 8:00 pm.

1. Definitions

“ballot” refers to a digital image that shows all available ballot cards for an election, including all candidates available to the electors, and containing spaces in which the electors mark their votes. The online ballot may also be referred to as a process within the use of remote vote(ing).

“Contractor” refers to the voting system provider, Sequent. 

“Help Centre” refers to a location designated by the Clerk supplied with a telephone and internet connection to assist voters during the online voting period. The ability to contact the Help Centre will be limited to specified dates and times during the two-week advanced online voting period. 

“Personal Identification Number (PIN)” refers to a unique 16-digit number assigned to each voter for access to the remote voting system, while providing security.

“Voter Information Letter” refers to a letter containing voting information, such as locations to vote in person, PIN number, and an internet address for voting, and a Help Centre number for assistance. These letters shall be mailed individually to every person on the Voters’ List or provided by Election Officials to persons who have completed an application for inclusion on the Voters’ List.


2. Authorizing By-Law
Norfolk County passed By-law 2026-02 in 2026 to authorize the Use of Alternative Voting Methods, Internet voting, for the Norfolk County Municipal Elections.

3. Service Provider
Norfolk County has entered into an agreement with Sequent Tech Inc. (“Sequent” or “Contractor”) to provide internet voting services for the 2026 municipal and school board elections.

4. Programming Internet Voting System
The online voting system shall be programmed so that a printed record of the number of votes cast for each candidate or answers to any by-laws or question can be produced. 

The integrity of the voting process shall be the responsibility of the County Clerk and shall be preserved by: 
· ensuring that every eligible elector on the Voters’ List, as amended, is sent a sealed Voter Information Letter containing the voter’s unique PIN;
· ensuring that no one except the Clerk, and/or designate, can access PINs maintained by the Contractor that match each voter’s name and address. 

The Designated Election Official(s), appointed by the Clerk, shall test the voting system on several occasions. The test(s) shall include, but not be limited to the following:
· checking the design and race detail information for accuracy; 
· attempting to use a PIN more than once; 
· balancing a predetermined number of votes with those cast (test sequence); 
· matching PINs to names and addresses; 
· checking the online system which is used for activating and deactivating.

5. Preparation of Voter Information Letters
The Voter Information Letters will be prepared using the Voters’ List, as amended. Voter Information Letters shall be delivered by Canada Post, or in a method as determined by the Clerk, prior to the start of the election period, and distributed by first class mail to all eligible voters prior to the start of the election period to enable electors to use the Internet Voting service. 

The Voter Information Letter will contain: 
· the elector’s PIN and the designated internet address (URL) to access to cast their vote using the Internet; 
· instructions on how to vote; 
· dates and hours of voting;  
· the location and telephone number of the Help Centres and Election Day polling locations;
· voter eligibility criteria; 
· office and candidate information; and 
· information on illegal and corrupt practices under the Act. 


A person cannot give their Voter Information Letter to another eligible elector for the purpose of voting.  Acceptance of another person’s Voter Information Letter including the actual voting thereof will be considered an illegal and corrupt practice and therefore subject to the penalty provision under the Act, specifically sections 89 and 90 of the MEA.

6. Voting Procedures – Internet Voting Ballot Process
During the Advanced Online Voting Period, each elector will take the Voter Information Letter they received in the mail and use it to cast their vote. Electors will use the URL and PIN on the Voter Information Letter to get onto the secure website and follow the prescribed instructions: 
a) The elector choosing to cast their Ballot online shall access the website associated with the Norfolk County online voting system, provided in the Voter Information Letter. Once logged into the site the elector shall input their PIN and their Date of Birth and press Start. If these credentials are associated with the correct eligible elector, the PIN will be validated, and the elector will be entered into the voting portal
b) The elector will be shown an instructions page that will prompt them to read and agree that they are eligible to participate in the election. The elector must accept these terms by selecting the checkbox. They will then be prompted to click the ‘Start Voting’ button.
c) The elector will be taken to a Ballot List Page where they will begin selecting their ballot. Depending on the office, there may be an option for more than one choice. Electors will need to choose their option and press “Next” to move onto the next ballot. 

The following points outline more details of the Online Voting Process that may provide clarity:
· Electors mark their ballot selection by using the mouse to click anywhere on the line containing the name of the candidate they wish to vote for. This selection will be indicated by a checkmark being displayed next to their selection, 
· An elector can change this selection at any time by de-selecting the original mark and making a new selection, 
· Once the elector is comfortable with their selection, they will select the “Next” button to move to the next ballot race, 
· At any time, the elector can move to the next or previous ballot race to make a change to their selections, 
· Once the elector has completed all the ballots available to be voted, the final page allows the elector to review their choices. If there are any under or over voted races these warnings are displayed next to the race, 
· Using the go back button or the selection box at the top of the ballot the elector can return to any ballot and make a change to their selections, 
· Once a voter is happy with their ballot selections, they press the “Cast Ballot” button,
· Once the Cast Button is pressed the elector is no longer able to make any changes and they can no longer access the voting system. They will receive a “Ballot ID” that they can use to ensure the ballot was entered into the ballot box, if the elector wishes to ‘track’ it. The page will also confirm that the ballot has been cast. 


7. Online Voting System Malfunction During Voting
In the event that the online system malfunctions during the voting process the vendor shall notify the Clerk immediately.  The Clerk and Designated Election Officials shall make every endeavor to notify electors of the outage and the anticipated return of the system. The system will be re-tested once restored. A report can be generated with ballot printouts for all the votes cast on the system, if necessary, only by the Clerk. 

8. Help Centre’s
The Voters’ List shall be available to Election Officials at the Help Centre’s in electronic format to accommodate the voting process. 
· Help Centre’s shall be established at the County Administration Building (50 Colborne St S, Simcoe) during the entire two-week advanced online voting period, Port Dover Community Centre – Meeting Room, Langton Community Centre, Delhi Arena, and Waterford Arena. 
· Each Help Centre shall be responsible for the following, as determined by the Clerk: 
· Eligible voters who attend a Help Centre and are not on the Voters’ List will be able to be added to the list by filling out an “Application to Amend Voters’ List” (Form EL15) and providing proof of identity and residence as prescribed in O. Reg. 304/13. Their names will be added to the Voters’ List, and they will be assigned a PIN. 
· New PIN(s) shall not be given out over the telephone. The voter must attend the Help Centre with proof of identity and residence as prescribed in O. Reg. 304/13 and complete the appropriate form. 
· Eligible voters who attend at the Help Centre will be able to request a “replacement” Voter Information Letter and PIN under certain circumstances. Under these circumstances, please refer to the Use and Deletion of PIN Procedure. 

9. Results Reporting
The total of the votes from the Online Voting system shall not be made available until after 8 p.m. on Voting Day. For this purpose, the Designated Election Official as designated by the Clerk shall complete the final statement and provide the results to candidates or scrutineers present.
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