       QUESTIONS? Please call Ellie 612-296-2107 OR Judy 612-226-7429

Kids Voting Minneapolis 
VOLUNTEER INSTRUCTIONS  
THANK YOU for volunteering!

Kids Voting Minneapolis could not happen without you!

· We have two Kids Voting Minneapolis volunteer shifts this year, 3:00–5:00 p.m. and 5:00 – 7:00 p.m.  
· Your primary goal is to create a positive learning/voting experience for kindergarten through 12th grade student voters. 
· Only official Kids Voting Minneapolis volunteers should be at the Kids Voting table. Kids Voting Minneapolis must NOT disrupt or interfere with the official voting process. 
· State law prohibits campaigning within 100 feet of the polling place.  Volunteers must be completely nonpartisan. Do NOT wear any campaign related items or discuss specific candidates, parties or issues within 100 feet of the polling place.
· Please wear the Kids Voting Volunteer name tag and button during your shift.
· Please familiarize yourself with the contents of the supply box, which contains:
1) Folder containing the following:
· Election Day Volunteer Instructions (this document)

· Frequently Asked Questions and Things You Should Know (this document)
· Volunteer name tags
· School numbers list

· Voting Hours sign
· Quotes and Notes comment sheet
· 2010 Kids Voting Minneapolis ballots
· Kids Voting “Instructions to Voters” and the ballot questions translated into Spanish, Somali, Vietnamese, Oromo, Laotian, Hmong
· Kids Voting Minneapolis Fact Sheet
2) KVM Buttons – Please return to supply box after your shift
3) Two Voting Booths – 3-sided cardboard partitions to provide voter privacy
4) One Ballot Box – Cardboard box with a slot for voters to insert completed ballots

5) One “Completed Ballots” Envelope –  For space for each volunteer to sign-in and record how many ballots were cast during your shift
6) Several #2 Pencils and a Pencil Sharpener


7) Masking Tape –  To hang up the “Vote Here” posters and “Voting Hours” signs
8) "Vote Here" Posters and “Voting Hours” signs
 

 

9) Kids Voting Minnesota "I Voted" Stickers for K-12th grade voters
Instructions for Setting Up the Kids Voting Polling Station 
For 3:00 p.m. Volunteers

· Introduce yourself to the Chair judge and ask where the Kids Voting supplies are located and where the table/chairs should be set up. (Note: Due to space constraints, some Kids Voting stations may not be located in the same room as the adult polling area.)

· Set up the table and chairs.
· Unpack supplies and set up your station.
· Put on a Kids Voting Volunteer name tag and button.

· Set up Kids Voting booths on opposite ends of the Kids Voting table.

· Assemble ballot box and place between voting booths.
· Tape “Voting Hours” sign on nearby wall (or where it will be visible to voters and not hidden by those voting).
· Tape “Vote Here” poster(s) on wall or door so it’s visible to all entering the area where the Kids Voting polling place is located. 
· Read Assisting Students to Vote (on next page), and further instructions on the following pages of this document.
Assisting Students to Vote
(For ALL Volunteers) 
· Become familiar with the ballot so you can assist voters and answer questions. Keep translations of the “Instructions to Voters” and the ballot questions on the table.
· The ballot must be completed with a #2 pencil in order for it to be scanned.
· IMPORTANT: Know the Ward and Precinct of the polling place where you are. (The Ward and Precinct numbers are noted on the front of the red folder and on the supply box.)     Fill in the appropriate Ward and Precinct numbers in the upper right corner of the ballots. The first number is the Ward and the second number is the Precinct. Example: Ward 1, Precinct 14 would be “01” and “14” in the corresponding columns on the ballot.  Make sure to also fill in the corresponding circles with a #2 pencil.
· Welcome students and make their voting experience as positive as possible.
· Respect the privacy of the student voter. Do not handle or count voted ballots while students are present. Do not look over the shoulder of students voting.
· Give student a #2 pencil to mark ballot.  Students may vote on as much or as little of the ballot as they choose. Younger voters may need assistance reading the ballot.
· Become familiar with the School Numbers list. All school numbers are three digits. Provide every voter with their school number and direct them to fill in their school number and their grade level on their ballot. (NOTE: The School Numbers list is located in the red folder. Schools are listed by official name. Some schools may be known by students with only a part of that name. For example, Anne Sullivan Communication Center is known as Sullivan. Please look for all possibilities.) 
· If a student attends a school not listed on the School Numbers list, please have them fill in three zero’s for their school number. The number for Home Schools is 750 and is on list.
· Have student place completed ballot in the ballot box. DO NOT FOLD THE BALLOT!
· Collect the pencil and thank them for voting. Give them an “I Voted” sticker. 
· Let them know results will be posted on  www.kidsvotingminneapolis.org and shared with schools.
· Record any comments students or parents have about the voting process or Kids Voting on the Quotes & Notes sheet found in the red folder.
· Keep track of the number of blank ballots you have. If you feel you might run out before the end of your shift, call Ellie 612-296-2107 to have more ballots delivered to your precinct. You cannot make copies of the ballot on a copying machine. The scanner will not read those ballots.
At the End of Every Volunteer Shift
(For ALL Volunteers)
· Take all of the ballots cast during your shift out of the ballot box, count them, and place them in the Kids Voting Completed Ballots envelope (provided in supply box).
· Fill out the label on the Completed Ballots envelope completely for your shift. Mark the number of completed ballots on the label, and write in your name and phone number.
· Use the “Quotes and Notes” form to give feedback on your volunteer experience and to tell us how you learned about Kids Voting. Leave that form in the red folder.
· If, at the end of the 3:00-5:00 p.m. shift, the next volunteer has not yet arrived, we ask that you stay a few minutes longer in hopes they arrive shortly so you are able to update them on how your experience went. Call Ellie 612-296-2107 if you need to leave and the next volunteer has not arrived. Leave some (about 10) Kids Voting ballots on the table so if students arrive and there is no volunteer to assist them, they at least have the opportunity to cast their ballot on their own. Store the remaining unused ballots in supply box under Kids Voting table. 
Closing the Kids Voting Polling Station
(For 5:00 to 7:00 p.m. Volunteers)
 Note: Polls close at 8 p.m.
· After the last students have voted, count the ballots cast during your shift, put them in Kids Voting Completed Ballots envelope (provided in supply box) and seal it.
· Fill out the label on the Completed Ballots envelope completely for your shift. Mark the number of completed ballots on the label, and write in your name and phone number.
	IMPORTANT:
Give the sealed Completed Ballots envelope to the 
Chair Election Judge and ask him/her

to take them to the drop-off site. 
(Election Judges are instructed to bring this envelope
to the official drop-off site)




· Use the “Quotes and Notes” form to give feedback on your volunteer experience and to tell us how you learned about Kids Voting. Leave that form in the red folder.
· Take the Voted Ballot Envelope to the Chair Election Judge and ask him/her to take them to the drop off site. (Make sure the label has been filled out first.)
· Take down the Kids Voting station, including the “Vote Here” posters and “Voting Hours” sign and place all supplies and unused ballots in the supply box.
· Disassemble the ballot box and place inside the supply box. Close box by overlapping flaps securely.
· Place the folded cardboard voting booths on top of the box. Do not try to fold voting booths to fit in supply box.
· Ask the Chair Election Judge where to leave the supply box and cardboard voting booths so they will be picked up with the official election supplies. The table and chairs should be folded and left where the Chair Judge advises. The completed ballots must be given to the Election Judges in the sealed Completed Ballots Envelope
Frequently Asked Questions and Things You Should Know

Q:  If I have a question about Kids Voting can I ask the official Election Judges?

A:  No. The Election Judges must focus on the adult election. Please call Judy 612-226-7429 if you have any questions.
Q:  Students may ask, “Who am I supposed to vote for?”

A:  Tell them, “You get to choose who you want to vote for. In elections, everyone has the opportunity to make their own decisions. I can read the names and questions for you if you like, and then you decide."

Q:  Students may ask, “Can my mom or dad help me vote?”
A:  Tell them, "Anyone can assist you that you choose." If the parent tries to persuade a student to vote a particular way however, gently remind them that it’s the student’s choice.
Q: If a student from a school that hasn’t participated in the program comes in with a parent, and wants to vote, what should I do?

A:  Allow the student to vote. No student should be turned away. You may have to read the ballot and offer instructions on completing it. Note: If they attend a school not listed in the School Numbers list, they use "zero" as the school number at the top of the ballot. You should record the name of the school on the “Quotes and Notes” form.
Q:  If a student comes with a parent, who discovers they are not able to vote for whatever reason, and they ask if their student can vote, what should be your response?

A:  Allow the student to vote. Allow the parents to observe. In some cases, this may be the parents' first opportunity in a polling place during an election.

Q:  What if a student comes in without a parent, should they be allowed to vote?

A:  The premise of the program is that ideally, the student comes to the polls with their parents. Students in kindergarten through grade 6, especially, should be accompanied by a parent or other responsible adult. This has been stressed in the classroom as well as all information sent home with the child. However, all students, particularly those in grades 7 through 12, may vote if they come in by themselves. Err on the side of allowing the student to vote.

Q:  What happens if a student is waiting to vote at 7 p.m. when my shift is supposed to over?

A:  Everyone who is in line at the polls at 7 p.m. is allowed to vote, even if they will be casting their vote after 7 p.m. After every student has voted, you can close the Kids Voting station. Check the line at 7 p.m. and note who the last voter is. You may want to tell that voter in line at 7 p.m. that they are the last voter in case someone comes in after that time.   

Q:  What if a student votes on only part of the ballot, will it still be counted?

A:  Students may vote on as much or as little of the ballot as they want. They will not be penalized for skipping part of the ballot. 

Q:  What if a student asks for another ballot because they made a mistake? 

A:  Student voters can erase mistakes. If they cannot erase cleanly, give the student a new ballot.  Rip the first ballot in half and put it in the Supply box. If you notice that a student has made a mistake, maybe voted for more than the numbers of candidates allowed, it’s ok to explain to the student that they can change it if they like or they can vote the ballot as marked. It is ok to let it go as it. It’s more important that the student have a positive voting experience than to mark the ballot perfectly.
Q:  How will the results of Kids Voting be reported?

A:  They will be reported to the media and will be posted on www.kidsvotingminneapolis.org the day after the election. Additionally, the results will be reported to participating schools.
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