RESOLUTION

SEASONAL ELECTION CUSTODIAN RATE OF PAY 2021

WHEREAS, the City of Manitowoc’s Seasonal Employment Policy provides a

framework for the seasonal employment process, including recruitment, selection,

training and onboarding; and

WHEREAS, the City Clerk and Finance Director have determined a modification

of the rate of pay for the Seasonal Election Custodian was appropriate to be increased on

a five year pay scale basis, as shown on the attached City Clerk’s memo; and

WHEREAS, at a meeting held on August 4™, 2020 the Finance Committee

recommended approval of the modification of the Seasonal Employment Policy to

include the new five year pay scale for the Seasonal Election Custodian.

NOW THEREFORE BE IT RESOLVED, by the Mayor and Common Council

of the City of Manitowoc to approve the attached newly revised Seasonal Employee

hiring rates for Election Custodian, effective for elections beginning in 2021.

AUG 17 2020

INTRODUCED ADOPTED

APPROVED

Justin M. Nickels, Mayor

This resolution was drafted by Kathleen M. McDaniel, City Attorney

Fiscal Impact: $285.00
Funding Source: 1100-13200-511500
Finance Director Approval: Isc

Approved as to form: /kmm



TO:

FROM:
DATE:

CITY OF MANITOWOC
WISCONSIN, USA
www.manitowoc.org

Finance Committee
Alderperson James Brey, Chair

City Clerk Deborah Neuser
July 30, 2020
Seasonal Employce Hiring Rates 2021

Election Custodian

Pleasc consider revising the Scasonal Employce Hiring Rates with regard to Election

Custodian for 2021. Currently the rate for ycars ] through 5 is S16.

Our elcction custodian has been receiving $16 per hour since 2016,

After speaking with my department head. Finance Dircctor Steve Corbeille, we propose

the following rates:

Year ]
Year2
Year3
Yecar4
Year 5

~$16.00
- $16.50
- $17.00
-$17.50
- $18.00

The duties of the Election Custodian arc attached. Thank you for your consideration.

Deporah Neuser, CMC, City Clerk
CITY HALL - 900 Quay Street - Manitowoc, Wi 54220-4543
Phona (920) 686-6950 - Fax (920) 686-6959 - dneuser@manitowoc.org



MID OCTOBER - Deputy Clerk sends notice to polling places for upcoming year’s elections (see

Example 1)

WEEK BEFORE ELECTION

MONDAY

o Have lower level open for Custodian
e Touchbase with all polllng placw

conﬂrmcablnlsrented from T ulsday through the next week for voting and
takedown

Lakeshore United Methodist Church (Dist, 2) - Butch has key, arrive at 5:50 AM
on Election Day to open doors for poll workers. Set-up on Monday before election
PD (Dist. 3) - Chris Miller & Amber Noworatzky are contacts. At the beginning of
the election year, Amber reserves the room for the Friday prior to the elections.
Butch stops at PD to confirm that the space will be ready for supplies to be dropped
off on the Thursday before election and accessible for set-up on Friday

Clty Hall (Dist. 4) - Talk to Clerk’s office to arrange for having the basement and
elevators open for moving supplies. Can setup this polling location at any time.
iministrative Office (Dist, 5) - Lori Braun is contact over there, 686-4783,
Bub:h lm key fob for building

~ Get cabin & storage keys from Sandy in Parks,
confirm cabin is rented from Thursday through the next week for voting and
tnkedown

> hle Bag Ist. 7) ~ Call pastor Roger Harrison at 920-629-0771
to conﬁrm time that equipmentwm be dropped off on Thursday (usually 8:30/9)
and time for setup on Monday

= Get cabin & storage keys from Sandy in Parks,
confirm cabin is rented from Thursday through the next week for voting and
takedown
~Katelin Dorow is contact. Confirm times for drop off and
Frlday setup (Frlday aﬂaer 11:30 as they have BINGO in the morning)
st, 10) - Butch has key, Can contact
anyone in office at 920-682-6121. Dellvery on Thursday & setup on Monday

e Stop at DPW and confirm with Greg or Dan at the shop the delivery of the cement post for D.
7 and the bracket & sign at UW

s Stop at De Noyer’s and talk to Jared or Brady to confirm they will be at City Hall the
Thursday before election to move equipment (7:30 AM)

» Lookatelection supplies & equipment and plan which supplies will go to each polling place

TUESDAY

s Have lower level open for custodian
* Load ballots, ballot boxes, posters, signs into DS200s
o Prep equipment and supplies for Thursday move



WEDNESDAY
o Havelower level open for custodian
o Finish prepping equipment for move, line up in basement hallway

THURSDAY
o Have lower leve] open and elevators neutralized for move
o De Noyerarrives at 7:30 am. with custodian to move equipment to polling places

FRIDAY
e Setup as many polling locations as possible.

o The more places that can be set up on Friday, the better. The churches all need to be set up
on Monday

WEEK OF ELECTION
MONDAY BEFORE ELECTON
o Finish setting up polling places

TUESDAY ELECTION DAY
¢ Flags and signs go up at polling places starting at 5:30 am.

WEDNESDAY AFTER ELECTION
¢ Ballots/Returns delivered to County Clerk {(Call Co. for cart) by 4:00 p.m.

o Custodian conducts tear down at Polls, packs up items to be ready for Thursday return to
City Hall

THURSDAY AFTER ELECTON
e Have lower level open and elevators neutralized for equipment retura to City Hall
o Machines delivered back to City Hall (De Noyer helps with this)

MONDAY AFTER ELECTION
e Deliver any amended returns (MBOC) to the County by 4:00 p.m.

Supplies to be packed up to be delivered to polling places:

DS200

Voting signs & election fraud posters (to be placed inside DS2060)

Ballots & ballot boxes

Voting booths (regular & double - see polling location setup for quantities at each)
Handicapped voting booths

ExpressVote machines

Privacy shades for ExpressVotes

Badger Books

Plexiglass shields



ACES:

Dist. 1 - Silver Creek Fleldhouse: Pollworkers have a key from Parks to open and close the
Fleldhouse

Dist. 2 - Lakeshore United Methodist Church: Butch has key and opens doors election day
morning, pollworkers lock up when they leave that night

Dist. 3 - PD: Shift Commander unlocks doors (contact Assistant Chief ahead of time for doors to be
unlocked), at end of night, pollworkers use Dispatch phone to request that shift commander to
come and lock doors.

Dist. 4 - City Hall: Clerks office notifies Building & Grounds that doors need to be unlocked and
elevator neutralized morning of election day. Custedian is present election night to lock doors once
all reporting units have returned.

Dist. 5 ~ MPSD Administrative Office: Butch has a key fob to get in, someone will have to come to
lock at the end of the night

Dist. 6 - Lincoln Park Cabin 1: Poliworkers have a key from Parks to open and close Cabin 1
Dist. 7 - Open Bible Baptist Church: Pastor (or assistant) opens polling place in morning
Dist. 8 - Lincoln Park Cabin 2: Pollworkers have a key from Parks to open and close Cabin 2

Dist. 9 - Senior Center: Custodian opens doors election day morning, pollworkers lock up at end of
night using key they get from Recreation Division Manager, keys stay at Senfor Center

Dist. 10 - First Reformed United Church of Christ: Chief inspector has a key



