
Guide 03

Incident and Evidence Control 
Manual

How to record incidents, preserve exhibits, maintain chronology, and 

make evidence useful to supervisors and counsel.

BUILT FOR

Polling agents, supervisors, observers, and the legal desk

Election evidence discipline aligned to law, forms, and 
field reality.
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Command promise

The campaign should never reach petition review with scattered screenshots and 

unsupported allegations.

LEGAL AND OFFICIAL SOURCE ANCHORS

Primary source shelf: IEBC publishes the Elections Act No. 24 of 2011 under Electoral Acts and 

publishes election regulations under Election Regulations. Teams must confirm the current 

consolidated text and any amendments before training.

Operational source shelf: IEBC publishes forms, complaint forms, accreditation materials, notices, 

and Gazette material. The campaign should train agents from the active forms and notices for the 

specific election.

Research source shelf: Kenya Law hosts Laws of Kenya, Kenya Gazette materials, election 

petitions, election petition rules, the Electoral Laws Grey Book, and election-process materials. 

Supervisors should preserve the source used for each training cycle.

Training caution: this guide is a campaign operations manual, not a substitute for legal advice. The 

legal desk should confirm current law, Gazette notices, party rules, and IEBC directions before 

deployment.

INCIDENT ANATOMY

A serious incident record should contain event, place, time, actor, witness, effect, evidence, action 

requested, and escalation status.

Agents should avoid conclusions without facts. Write what was seen, heard, refused, announced, 

recorded, or photographed. Supervisors and counsel can classify later.

The app should require station, stream, position, agent, and stage. An incident without scope is 

difficult to investigate.

EVIDENCE HIERARCHY

Best evidence is contemporaneous, readable, linked to a station event, and supported by a witness 

or official source. Weak evidence is late, cropped, unlabeled, or separated from the event it claims 

to prove.

Photographs of forms should include enough context to identify the form, station, stream, and 

totals. Photographs of incidents should be lawful, safe, and tied to a narrative.



Audio or video should be logged with time, station, people involved where known, and the issue it 

supports.

CHAIN OF CUSTODY FOR CAMPAIGN EVIDENCE

The app should preserve file name, uploader, upload time, hash, station, stream, linked event, and 

any later notes. The campaign should not rename, crop, or circulate the only copy of a critical file.

Supervisors should mark unreadable evidence quickly so the field agent can retake it before 

leaving the station.

Evidence should be grouped by chronology and legal issue: access, voting, assisted voting, 

closing, counting, forms, tallying, intimidation, technology, and result variance.

ESCALATION SEVERITY

Low severity covers incomplete notes, unclear photos, or routine operational follow-up. Medium 

severity covers missing forms, unresolved turnout, disputed ballots, or agent access friction.

High severity covers violence, intimidation, exclusion from counting, refusal to provide forms, 

unexplained ballot material issues, technology failure affecting voting, or major result variance.

Severity is a routing tool, not a legal conclusion. The narrative and evidence still matter most.

APP WORKFLOW THIS GUIDE SUPPORTS

1
Agent records incident at the time it occurs.

2
Agent attaches evidence and selects station stage.

3
Supervisor reviews severity and requests missing detail.

4
Legal desk marks issue for observation, objection, demand letter, complaint, or petition file.

5
Final report groups incidents by station, severity, legal issue, and evidence completeness.

TRAINING CHECKLIST

What happened captured

Where captured

When captured



Actor or officer named if known

Effect explained

Evidence attached

Supervisor notified

Legal issue tagged

Follow-up recorded

Original preserved

TRAINER DRILL

Give trainees three weak incident notes and ask them to rewrite each into a complete record. Then 

attach the right evidence and escalate only the issues that require supervisor or legal action.

Why this matters to the aspirant

The legal team cannot fix a bad record after polling day. The field team must make the record 

strong while the facts are still fresh.


