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1. [bookmark: _GoBack]OBJECTIVE:
The purpose of this procedure is to provide information to Milwaukee County employees exempt and non-exempt, who wish to work as election officials or volunteers at Milwaukee County polling locations on any election day, that is not already a minor holiday for employees, without loss of compensation and with supervisor approval.

2. DEFINITIONS: 
A. Exempt Employees. A category of employees who do not receive overtime pay, nor do they qualify for the minimum wage.
B. FLSA. The Fair Labor Standards Act (FLSA) contains well-known American labor law standards regarding minimum wage, overtime pay and child labor, among others.
C. General Election. A regular election of candidates for statewide or national offices.
D. Municipal Polling Location. A local self-government building where people go to vote in an election.
E. Non-exempt Employees. Workers who are entitled to earn the federal minimum wage for every hour they work. Such workers likewise qualify for overtime pay, which is calculated as one-and-a-half times their hourly rate, for every hour they work, above and beyond a standard 40-hour workweek.
F. Primary Election. A preliminary election to appoint delegates to a party conference or to select the candidates for a principal election.
G. Resolution. A formal expression of opinion, will, or intent voted by an official body or assembled group.
H. Stipend. A fixed sum of money paid periodically for services or to defray expenses.

3. [bookmark: _Hlk10210773]OVERVIEW: 
A. Milwaukee County employees may receive paid time off to work at Milwaukee County municipal polling locations on Primary and General Election Days. Employees can work to support elections pursuant to Wis. Stat. §703(b) to adequately staff municipal polling locations, to effectively register voters, distribute ballots, count ballots, and report results, pursuant to State and Federal laws. 	Comment by Franklin, Margo: I don’t think you need to add all the information regarding how this came to fruition. The overview should just be the overview of what the AMOP entails.  
4. PROCEDURE:
A. FLSA Non-Exempt Employees:
i. If the election day is a normal off day for the employee, the employee may work or volunteer as an election official and may collect the stipend paid by the municipality. 
ii. If the election day is a normal or regularly scheduled workday for the employee: 
a. The employee may work as an election official or volunteer by obtaining prior approval from their supervisor on the Absence Request Form at least two (2) weeks prior to an election.
b. Upon approval, the supervisor will enter the appropriate payroll absence code “Poll” on the employee time record.
c. The employee may collect the stipend paid by the municipality. 
d. The supervisor puts the original form in the manager file and sends a copy to the HR Business Partner. 	Comment by Franklin, Margo: I am removing this because this really is another internal procedure. I will have Lori work on the internal tracking procedure for these forms and what needs to be sent to the Director of Benefits each December 1st. 
iii. If the election day is a day that was approved off, by the employee’s supervisor, as a vacation day, personal day, or holiday used, the employee may work as an election official or volunteer and may collect the stipend paid by the municipality. Employees will request use of this time off as they normally would.

B. FLSA Exempt Employees:
i. If the election day is a day an employee normally works: 
a. The employee may work as an election official or volunteer by obtaining prior approval from their supervisor on the Absence Request Form at least two (2) weeks prior to an election.
b. Upon approval, the supervisor will enter the appropriate payroll absence code “Poll” on the employee time record
c. The employee may collect the stipend paid by the municipality. 
d. The supervisor puts the original form in the manager file and sends a copy to the HR Business Partner.  
ii. If the election day is a day that was approved off, by the employee’s supervisor, as a vacation day, personal day, or holiday used, the employee may work as an election official or volunteer and may collect the stipend paid by the municipality. Employees will request use of this time off as they normally would.
Note: during even numbered years, the November Election Day is considered a minor holiday and this policy does not apply. During this time, employees may take this day off with pay, OR work and receive a floating holiday for future use.

Note: For information on how to become a Poll Worker, visit the Wisconsin Election Commission, or you can e-mail or call [(608) 266-8005] them.
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