
Chair’s Training:
2018 Democratic Caucuses

A Guide for Chairs on Hosting Your Caucus 
to Select Delegates to the 2018 Democratic 

State Convention 



When & Where is the Convention?
Friday evening, June 1st 

and during the day Saturday, June 2nd
at the DCU Center in Worcester



The Convention

• The Caucuses elect Delegates and Alternates to the annual Democratic State 
Convention.

• 2018’s Convention is an “Endorsing Convention,” sometimes called a 
“Nominating Convention.”

Endorsements for statewide office of enrolled Democrats nominated at 
the Convention shall be by majority vote of the delegates present 
and voting, with the provision that any nominee who receives at least 15 
percent of the Convention vote on any ballot for a particular office may 
challenge the Convention endorsement in a State primary election.

• Ballot access: Statewide candidates who receive 15% of Delegate votes are 
eligible to be on the Democratic Primary ballot in September 2018. 



Big Turnout, Many First-Timers!

• Since this is an Endorsing Convention, interest will be high.
• Across the Commonwealth there will be strong participation with lots of 

first-time attendees and delegate candidates. Even if you haven’t 
historically had high turnout, prepare for the best and know that your 
committee’s outreach efforts, combined with a wave of new activism, will 
likely result in higher turnout than normal!



The Important Dates
January 15, 2018: You must report the date, time, and location of your Caucus to 
party staff by this date (instructions on reporting this will be included in the Caucus 
materials sent to you as Chair; you can do this online at MassDems.org right now!)

February 3, 2018 through March 4, 2018: “The Window!” Your caucus must 
occur within this timeframe. NOTE: If your caucus needs to rescheduled because 
of snow, the new date does not need to be in the window. Your caucus must take 
place after 9 am on weekends and after 6pm on weekdays.

No earlier than 30 days and no later than 9 days before your caucus: 
publicize in a local paper (online newspaper ok)

February 3, 2018 through March 23, 2018: Add-On delegates may apply for a 
position. More on “add-on” delegates later in the presentation.

April 20, 2018: Deadline for Delegates elected to register & pay their Delegate fee 
(after which a $25 late charge will apply)

June 1st & 2nd, 2018: The Convention in Worcester! 



Changes for 2018: What’s New? 
Done this before? Here’s what’s changed:

• Open 30 minutes before: You must open the registration at your Caucus 30 
minutes prior to the posted start time, not 15! We are expecting big turnout 
at our caucuses, even in places that do not usually see big turnout. 

• Same-day registration: As was done in 2017, a voter may become a 
Democrat at the caucus. They may fill out a registration form at your sign in, so 
be sure to have forms on hand.

• Delegate candidates must be present: This is what has customarily been 
done in nominating years. The only exception are active duty members of the 
military who have notified their chair of their intention to run before 2/1/18.

• Caucus materials: will be explicit as to how many Delegates you have to 
elect! The Chair’s slot is separated out for ease of understanding. 

• Seventeen year olds: See next slide. 



Participants Age Seventeen 
Massachusetts State Law:  In Massachusetts young people who are age sixteen 
or seventeen can now “pre-register” to vote. 

Age 18 by the date of the primary:  The rules voted for this convention allow 
anyone who could potentially vote in the primary to take part. 

Participants Must be Age 18 by September 18, 2018: This is the latest that 
the primary could be held.  

Pre-registered voters will not appear on the list: Pre-registered Democrats, 
depending on their age and where you are located, may or may not appear on your 
list. No problem! This will be handled just like an adult not on the list. More on this 
later later.

To summarize: A pre-registered Democrat, who will be 18 on or before 
September 18, 2018 ( birthday of September 18, 2000 or earlier) can take part in 
the caucus, run for delegate or alternate and vote for delegate or alternate. 



Your Job as Chair: 
Calling the Caucus!

First: Call the Caucus! Pick the date, time, and location of 
your Caucus and report it to the State Party by January 15. 

Remember: 

• The Caucus must occur between February 3rd and March 4th.
• Your Caucus can start no earlier than 9AM on a weekend, and no earlier 

than 6PM on a weekday.
• You must publicize it in a local paper (online ok) no earlier than 30 days 

and no later than 9 days before your caucus.
• The caucus must occur at a location open to the public and must be ADA 

accessible.
• Remember, if you hold your Caucus on public property (Town or 

City-owned buildings, including schools and libraries) no political 
fundraising can take place there



Location Accessibility!

When choosing your location, remember that it must be ADA accessible!
• Be sure to plan ahead and budget for your meeting- consider interpreters, 

listening devices, amplification or alternative media formats.
• Include a disability statement on your ads: “For Disability related 

accommodations please contact XYZ at XXX-XXXX or XYZ@gmail.com.”
• Assign one person from your committee to this role.
• Contact the Massachusetts Commission for the Deaf and hard of hearing 

for information about sign language interpreters:
– http://www.mass.gov/mcdhh

• Contact the Perkins Braille and Talking Book Library to learn about 
materials in large print and/or Braille:
– http://www.perkins.org.



Location Accessibility Continued!

Consider the following when selecting your site:
• One step makes the location of your event inaccessible.
• Do you know where the nearest handicapped parking spaces are?
• Is the path to the building accessible? Is there a specific entry that is 

accessible?
• Is there a handicapped bathroom in the building? Where is it located? Is 

there signage for the Handicapped bathroom?
• Are the doors and aisles wide enough for someone in a wheelchair?
• Are there seats or spaces allotted for individuals in wheelchairs or those 

who need to sit close to the front to lip read, hear or see?
• Where would someone with a guide dog sit?
• Is there someone assigned to guide an individual to the accessible area?
• How easy is the terrain to negotiate? Can a person in a power wheelchair or 

with crutches easily navigate it?
• Are there any physical dangers to a person with a visual impairment?



Your Job as Chair, Continued:
Preparing for the Caucus!

• Notify registered Democrats in your town or ward of the Caucus. 
Notice should appear in local media no sooner than thirty and at least 
nine days before caucus. Send a notice or press release to your local paper(s), 
post to social media, and use your regular e-mail system to inform folks! 

• Obtain a copy of the most recent official registration of Democrats from your local 
Clerk for Caucus registration. Specify to the Clerk’s Office that you need both Active 
and Inactive voters who are Democrats, and ask the list be pulled after any new 
voter registration forms they have on hand have been processed. 

• Recruit volunteers to assist with registration and balloting at the Caucus! Your State 
Committee members and Chairs of neighboring communities are a great source of 
knowledgeable volunteers to help manage a Caucus! 

• Make copies of the Caucus Attendee Sign-in Sheets, the Delegate Certification 
Forms, the Add-On Delegate forms, and Registration Payment and Fee Waiver 
forms. These will arrive with your Caucus materials from the State Party. Have Voter 
Registration forms on hand as well!  



Pro Tip - Guests
• Party rules do not prohibit guests (including candidates for office or elected 

officials who do not reside in the community) from speaking. Whether or 
not to have guests speak is at the discretion of the Chair. For some 
communities, it is customary to allow candidates and other elected 
Democrats to speak; use your discretion. 

• The business of the caucus is the highest priority.
 
• Be respectful of participants’ time.

• If you are allowing guests, inform them in advance of ground rules such as 
time limits.

• It is appropriate to allow Democratic candidates to collect nomination 
signatures, but it should not interfere with the caucus.



It’s Caucus Day! Now What?!?
• Try to arrive an hour early to set up, and to troubleshoot any problems 

that may occur with your site (the doors are locked, the heat not turned on, 
not enough chairs, etc.). Ask your volunteers who will help you with 
registration and balloting to arrive 45 minutes early.

• Set up a registration area: have a table where your volunteers will 
check in participants to ensure that they are registered Democrats residing 
in the community, and for participants to sign in on the Caucus Attendee 
forms. Set up a separate table or area to assist those that aren’t properly 
registered (but want to participate) with registering as a Democrat.

• Have volunteers encourage folks waiting in line to check their own 
registration status online using their smart phones and show it to you when 
they get to the head of the line. 

• Post the “Preliminary Call to Convention for the Massachusetts 
Democratic Party” document at your Caucus site.



It’s Caucus Day! Now What?!?
Continued!

• Designate an area where Caucus participants will sit and a separate area where 
non-participants may observe.

• Set up a dry erase board, easel, chalk board, or large pad of paper where a volunteer can 
write down the names of people who are nominated for all to read. 

• Registration must open 30 minutes prior to the posted start time.

• Remember this is an open Democratic Party meeting:

– No person shall be denied admittance.

– An area shall be set aside for those not eligible to vote in the caucus.

– Only registered/pre-registered Democrats residing in the ward or town may vote 
and/or run for Delegate/Alternate; if they aren’t on the list they must 
register/pre-register to participate. More on this later! You might want to give all 
participants a colored sticker to wear to designate that they are able to run and vote.

• Registration must remain open until 15 minutes after the scheduled starting 
time or until all who were in line have registered.



What to Do When Someone Isn’t 
on the List

So someone is at your caucus and is not on the list. What now?

The person can do one of two things:
• Provide proof of Democratic Party registration
• Register on site!

Proof of registration:
- Receipt from Town Clerk or Elections Division
- Smart phone showing information from the Secretary of the Commonwealth 

website (where voters can check their registration status: www.sec.state.ma.us)

Registering as a Democrat on site:

- Electronically on the Elections Division website: www.sec.state.ma.us
- Paper registration form: the voter may fill out a paper voter registration form on 

site. The completed form should be turned into you, and you, in turn, will submit 
it to the local Elections office ASAP. The voter does not take the form with them; 
you turn it in.  



Pro TIP - Consent Forms
During registration, you can ask people who intend to run for 
Delegate or Alternate to sign the “Consent to Nomination” form.  
We’ll go into more detail on the process for running when we discuss the 
agenda, but anyone who runs for Delegate or Alternate must sign this form. 
They can sign the form during the nominations later, but it may save time to 
have them do this when they register/ check in before the Caucus starts. 

• This is OPTIONAL but can help your caucus run smoothly.

• This ensures that everyone who runs is present and actually signs the form.

• The Chair can refer to this during nominations to ensure that anyone who 
is interested gets nominated. Make sure that all who signed the consent 
form are actually nominated!

• During the actual nomination process, people can decide to run 
(and sign the consent form)  or decide not to run (and cross the 
name off). 



Time to Get Started! Caucus Agenda

• Remember that no nominating or balloting to elect 
Delegates or Alternates may occur until 15 minutes past 
the posted start time.

• However, you may begin other agenda items/ begin 
reading required documents, or have guests speak, 
during that 15 minute period! 

• There are seven agenda items for any Caucus, indicated 
here with letters A through G. 



Caucus Agenda

A. Introduction and overview

B. Affirmative action statement

C. Review the rules

D. Ex officio delegates

E. Letter from the chair

F. Delegate fee waiver

G. The nomination and election of delegates and alternates

MassDems has provided a script for chairs-- you may refer to that or make your own!



Caucus Agenda, A: Intro & Overview
• Welcome participants! Introduce yourself, and introduce your caucus 

volunteers.
• Explain what the Democratic State Convention is, what the Caucus is (electing 

the Delegates and Alternates from our community to the Convention), and what 
a Delegate does. 

– Emphasize that Delegates and Alternates will represent Democrats in your 
community, and participate in selecting which candidates will advance to the 
September primary ballot.

– Emphasize that those who run for Delegate or Alternate should ensure that 
they are available on Friday evening, June 1st and all day on Saturday, 
June 2nd, to participate in the Convention in Worcester. Emphasize 
strongly that voting at Conventions can sometimes run long, and that 
Delegates are expected to remain all day. Delegates and alternates will be 
seated separately and alternates will be moving into delegate seating if they 
become a delegate.



Caucus Agenda, B: Affirmative Action

Explain that the party strives to ensure Delegate representation that 
reflects the whole community, and thus has a number of Add-On seats 
chosen by the State Committee, in various diversity categories.

Inform participants of Add-On positions: Disabled, Minority, Youth, and 
LGBT+

Let them know that anyone who runs for Delegate or Alternate today, who is not 
elected but meets one of those criteria, can still apply to be an Add-On delegate: you 
have application forms for those positions on hand, and they must apply by 
3/23/2018. (An individual does not have to run for delegate to apply.)



Caucus Agenda, C: How to Run
• Explain the rules for running for Delegate and Alternate today (more on the 

next slide!).

• Explain that these rules are set by the Democratic State Committee.

• Note that the full rules, the “Method of Selecting Delegates to the 2018 
Massachusetts Democratic State Convention,” are posted on the wall for anyone 
to review if they would like. Mention that these rules are also online at the State 
Party’s website, MassDems.org 

• ...and now, to the process!



Caucus Agenda, C: How to Run
Eligibility Rules for Delegates and 

Alternates
• Must be a registered or pre-registered Democrat in the Town or Ward by the time 

of the Caucus (this was addressed for each Caucus participant at check-in; only 
folks who meet this threshold are participating!)

• One must be present at the caucus to be elected Delegate or Alternate

– The only exception is for persons serving in the U.S. Armed Forces, who must 
have advised the Chair by February 1, 2018 of their desire for consideration

• Delegates and Alternates cannot have publicly supported or endorsed any 
candidate opposing a nominee of the Democratic Party in the current or previous 
partisan election

– If one did this in a Statewide or Presidential race, they cannot attend the 
Convention as a Delegate or Alternate for 4 years

– For all other offices, 2 years



Caucus Agenda, D: 
Ex-Officio Delegates

• Explain that certain Democratic Party leaders and elected officials are 
considered Ex-Officio Delegates, meaning they do not have to run at Caucus to 
become Delegates, and meaning that they do not count against the community’s 
total allotted number of Delegates.

• Explain that these people include you as Chair (or your next ranking officer if 
you can’t attend), members of the Democratic State Committee, and certain 
elected officials (including State Legislators)

• The Chair at the time of the Convention is the Ex Officio delegate.

• Introduce these folks if they are present! 



Caucus Agenda, E: 
Reading the Letter from the Chair

• The Caucus materials sent to you by the State Party included a one-page letter 
from the Chairman of the State Party, Gus Bickford.

• Read this letter out loud.

• [Isn’t this part easy?]



Caucus Agenda, F: 
Delegate Fee Waiver

• Explain that Delegates and Alternates both pay a small fee to take part in 
Convention, which helps the Party to defray the substantial cost to the large 
event. 

• Note that this fee is $75 for both Delegates and Alternates, due by April 20th. A 
$25 late fee will apply after that.

• Highlight that a Fee Waiver process is available for anyone who finds the 
cost of the fee to be prohibitive, and that you have Fee Waiver forms 
available on hand. Note also that this form is available online at the State 
Party’s website. Delegates pay apply for a partial or full fee waiver.

• Party staff will communicate directly with those who request a waiver; that 
determination is not made at the local level. The Party respects the 
confidentiality of those seeking assistance. Committees are also encouraged to 
consider using funds to support their delegates.



Caucus Agenda, G: 
The nomination and election of 

Delegates and Alternates.
*Deep breath* 

Okay, here we go...



Caucus Agenda, G: 
Electing Delegates and Alternates

• Make sure the 15 minute grace period since the posted start time of your Caucus has 
passed before you begin nominations and balloting.

• Conversely, balloting MUST begin within 1 hour of your posted start time

• Explain you will elect Delegates on separate ballots by category (Female Delegates, Male 
Delegates, Either Gender delegate (if applicable), Female Alternates, Male Alternates, etc). 
Delegates must be elected before Alternates. Those who are not elected as Delegate may 
run for Alternate.

• Nominations are done verbally: the Chair recognizes participants to nominate other 
participants to run for Delegate (participants CAN nominate themselves!).

 
• Nominations must be made and votes cast separately for each candidate for Delegate or 

Alternate and not for a slate as a whole, although slate making shall not be prohibited

• Names of all nominees must be posted prior to the vote (it is recommended you or your 
volunteer write down the names of folks as they are nominated, to save time).

• Those nominated must consent to their nomination by signing the “Consent to 
Nomination” form before you move to the voting. 



Caucus Agenda, G: 
Electing Delegates and Alternates

• Once everyone wishing to nominate someone in a particular category has been 
heard, you may close nominations in that category.

• Once nominations have closed, nominees have the right to a two (2) minute 
speech to Caucus participants in support of their candidacy. The provision 
allowing each candidate to make a two-minute speech may be waived
or amended (i.e., shortened) by a vote of two-thirds (2/3) of those present and 
eligible to vote. In larger caucuses, this may be necessary to ensure all 
balloting takes place within one hour of the start time. 

• In the event there are the same number, or fewer, nominees than there are 
available positions/ seats, the Chair may declare those nominated to have been 
elected without a paper ballot.

• In the event that there are more nominees than seats, once the nominee 
speaking has concluded (or been waived), the Caucus will proceed to an 
immediate ballot for that category only. Voting shall be by written and secret 
ballot and the use of tellers (i.e., your volunteers) to be appointed by the 
Chairperson . While counting is being done you can begin nominations for the 
next category.



Caucus Agenda, G: 
Electing Delegates and Alternates

• The Chair and your appointed tellers/ volunteers should collect and count the 
ballots. Announce the results, specifically the number of votes each candidate 
received. Record the results on the “Consent to Nomination” form. 

• Election is by a plurality of those present and voting; that is, those candidates 
receiving the greatest number of votes on the first ballot will be elected. A runoff 
will be conducted in the event of a tie vote.

• Do not destroy or re-use the paper ballots after voting (you are actually required 
to hang on to these for at least 30 days).

• Once you’ve finished electing folks in one category, move on to the next. 
Remember Alternate categories must be elected after Delegate categories; 
anyone who runs for Delegate and does not win may run for Alternate. 

• If there are an odd number of seats in any community, in such a way that 
one Delegate or Alternate could be of either gender, fill these seats on separate 
ballots after filling the Female and Male seats (as with Alternates, someone who 
runs and loses in the Female or Male categories may run for these M/F seats).



Caucus Agenda, G: 
The nomination and election of 

Delegates and Alternates.

Repeat that process for all categories.

And then, congratulations! The hard part is over.



After the Caucus!
• Determine the ranking of the alternates:

– Rank is based on number of votes received

– If there was a tie or if the candidates were deemed elected then the rank 
is determined by lot-- have them pull a number from a hat to determine 

• Announce that those folks elected Delegate and Alternate have one more 
piece of paperwork to complete! All Delegates and Alternates must 
COMPLETELY fill out their Delegate Certification form before 
leaving.

• Remind elected Delegates/Alternates that the $75 registration fee is due by 
April 20th 

– Highlight Fee Waiver process again

• Remind folks about the Add-On process. 



After the Caucus
And this part we can’t stress enough:

• Remind folks, especially those who took part for the first time today, that 
even if they weren’t elected, the Democratic Party wants them to stay 
involved! 

• Encourage people to volunteer at the Convention if they’d like to attend.

• Explain that guests can also attend by purchasing a Guest Pass, space 
permitting. 

• Discuss with your Town and Ward Committee members in advance how 
you might like to get new folks who showed up at Caucus to take part in your 
regular activities.

• Put this plan into action before they even leave the Caucus room! 



After the Caucus! 
Continued

The materials sent to you by the State Party will include instructions on how to 
file and report the results of your caucus, including which forms must be mailed 

back to the State Party office.

Follow all of these instructions within seven (7) days of your caucus.

If your completed caucus materials have not been received back by the State 
Party office six weeks after the scheduled caucus, no one shall be seated in 

the Ward or Town Chair’s ex-officio delegate position. 



Submitting Results Electronically

Use the options offered by the Party to file results electronically. 

If the Chair, or someone on your committee, submits the information 
electronically, there will be fewer errors and problems.  You are more likely to 
know their names and email addresses, and what your people meant when the 

scribbled on the forms with their messy handwriting. 

BUT, you still need to mail or send in the paperwork. That’s the 
official information.  

IT’S WORTH THE EXTRA TIME TO GET THINGS RIGHT.


