December 22, 2006

To:  Madison Election Advisory Committee

Fr:  Maribeth Witzel-Behl, Madison City Clerk

Re:  Communication with Poll Workers

At its December 12 meeting, the Madison Election Advisory Committee requested a memo outlining how the City Clerk’s Office communicates with poll workers.  This memo was written in response to that request.

Approximately six weeks before an election, the Election Official Coordinator in the City Clerk’s Office mails a letter to all regular poll workers, requesting that they serve as Election Officials at the next election.  The letter lists the Election Official’s scheduled shift, the polling location where they are needed, and the location and times of each upcoming training session.  Each letter includes two reply post cards: a post card for requesting an absentee ballot and a post card indicating whether the Election Official will be able to work their assigned shift.

Once the reply post cards have been returned, the Election Official Coordinator calls poll worker alternates to fill any Election Official vacancies.  These Election Officials are given information about when and where the training sessions will take place.

Election Official training sessions are held at Olbrich Gardens the Thursday before each election.  Two-hour sessions are held at 8 a.m., 10:30 a.m., and 5 p.m.  A three-hour training session for new Chief Inspectors is held at 1 p.m.  Election Officials are required to complete six hours of training every two years.

At the training session, the City Clerk gives a Power Point presentation highlighting new regulations and any issues that came up at the last election.  Election Officials will sometimes call the Clerk in advance to request that certain topics be included in the training session.  The training session also includes a question and answer period about election law, election forms, and Election Official responsibilities.  The City of Madison Disability Rights Specialist participates in the training and answers questions about accessibility.

Chief Inspectors pick up their election supply totes at the training session.  Each supply tote has a ward specific memo from the Clerk to the Chief Inspector.  The memo gives the Chief Inspector the ballot color for each ward and/or school district; provides accessibility reminders about that specific polling place; reviews any registration problems specific to that polling place at the last election; and gives the Chief Inspector the Clerk’s phone numbers at work and at home.  The Clerk calls each Chief Inspector the weekend before the election. This allows the Chief Inspectors to clarify what they learned at the training session, and to ask any additional questions.  It also allows the Clerk to communicate with the Chief Inspectors about issues specific to their polling place.  Election Officials who have access to e-mail often will communicate with the Clerk via e-mail the week before the election.

The City of Madison provides each polling place with a cellular phone to communicate with the Clerk’s Office on Election Day.  The City Clerk’s Office will soon have a new telephone system, with a phone line designated for Election Officials.  When the Clerk needs to communicate with a Chief Inspector on Election Day, she calls the cell phone for the polling place.  Election Officials are repeatedly reminded that they must keep their cell phones on the entire day, but some Election Officials do not honor this request.

At the end of Election Day, the Chief Inspectors have an opportunity to talk to the Clerk about what occurred that day.  The additional after-hours help that the City Clerk’s Office now receives from the Clerical Pool and the Assessor’s Office has given the Clerk the freedom to communicate with Election Officials at that time.

Election Officials often will call the City Clerk or stop by the Clerk’s Office a week or two after the election to discuss issues that need to be addressed for future elections.  The entire City Clerk staff reviews the comment sheets returned by the Election Officials, identifying which issues each staff person will resolve.  The Clerk refers to these comment sheets when following up with each Chief Inspector before the next election.

