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ADOPTED BY THE TOWN BOARD ON OCTOBER 14, 2019 



TYPE OF EMERGENCY 
 

WORLDWIDE TERRORISM EVENT 

 

In the event of a Terrorist Activity, the Federal Government may have a preliminary plan in 

place for moving activities of election days.  However, if no plan exists, it will be the policy of 

the Town of Hartland to act accordingly.  All elections will continue unless Federal or State 

officials have ordered otherwise. 

 

A worldwide terrorist event, although dramatically affects each voter on a personal level, may 

not affect the daily operations of each polling location.  If there is no police order to take cover 

or remain indoors, all operations of the polling locations can remain in tact. 

 

ACTIVE SHOOTER 

 

Active shooter situations are unpredictable and evolve quickly.  As a result, these situations may 

be over even before law enforcement arrives on the scene.  Individuals must be prepared, both 

mentally and physically, to react to an active shooter situation. U.S. Department of Homeland 

Security recommends these best practices when coping with an active shooter situation: 

• Be aware of your environment and any possible dangers. 

• Take note of the two nearest exits in any facility you visit or are assigned to work as 

an Election Inspector. 

• If you are in an office, stay there and secure the door. 

• If you are in a hallway, get into a room and secure the door. 

• As a last resort, attempt to take the active shooter down.  When the shooter is in close 

range and you cannot flee, your chance of survival is much greater if you try to 

incapacitate him/her. 

• Dial 9-1-1 WHEN IT IS SAFE TO DO SO! 

 

THREATENING PHONE CALL/BOMB THREAT/SUSPICIOUS OBJECT 

 

If you receive a written threat, suspicious package, or find a suspicious object on the premises: 

• Keep anyone from handling or going near the object in question as it may be 

dangerous.  (In addition, preservation of evidence is important for law 

enforcement). 

• Stay calm and dial 9-1-1. 

• Promptly write down everything you can remember about receiving the threat 

and/or finding/receiving the suspicions object.  

• Depending on where the object is found (and in accordance with instructions from 

9-1-1 operator/law enforcement), you may need to evacuate the polling place.  If 

you are notified to evacuate the polling place, follow the instruction regarding 

evacuation on next page. 

 

FIRE OR FIRE ALARMS 

 

In the event, a fire has disturbed the activities at any of the polling places, the following events 

will be used to continue election processes. 

 



EVACUATION 

 

The most commonly asked questions in the event of a fire will be; where are the ballots that have 

been voted on, and where are the ballots that have yet to be voted on. 

 

The Election Inspectors should take all unvoted ballots into custody, along with the OPTECH 

INSIGHT ballot machine that can be unplugged but must remain locked.  The EDGE machine 

can be unplugged as it has a battery backup.  The purpose for removing all unvoted ballots is to 

prevent anyone from entering and voting on unauthorized ballots while inspectors are out of the 

building.  Elections may continue as soon as Fire Officials have cleared the building for reentry. 

 

Should an actual fire be detected, all unused ballots, poll lists, the OPTECH INSIGHT ballot 

machine, a metal ballot box with lock, the EDGE electronic touch machine and all election 

materials must be moved to the parking lot outside the Town Hall.  If the Election Inspectors are 

able, they may allow voting to continue in the parking lot.  The EDGE machine can continue to 

be used on the battery backup.  However, a power supply may be needed if this process would 

continue longer than 3 hours.  At no time will the locked ballot box, or ballots be out of sight 

from the Election Inspectors.   

 

If this process cannot be completed in the parking lot, then a change of venue will be required.  

Changing the voting location will require a Police escort.  The Town Clerk will determine if the 

event requires a change of venue.  See Change of Venue below to see the procedure for moving 

the entire polling location. 

 

ELECTRICAL OUTAGE 

 

The EDGE machine contains a power supply backup that will continue to operate in case of a 

power outage.  Should the polling place lose power, Town officials will be able to assist in 

providing flashlights and immediate assistance.  In the event of a long-term power outage, a 

change of venue will be required.  If there is a municipal-wide power outage, ballots shall be 

secured with the Inspectors at the polling location until 8:00 PM.  Then they will be returned to 

Town Hall for processing by the Clerk and Inspectors. 

 

NATURAL DISASTER OR INCLEMENT WEATHER 

 

During inclement weather, the Fire Department and Police Department will be kept appraised of 

the severity to alert the Town Clerk of possible situations.   

 

Should an evacuation occur the evacuation procedures listed above should be adhered to.  If a 

natural disaster such as a tornado occurs, which requires inspectors and voters to seek cover, all 

unvoted ballots and poll lists will be secured with the Chief Inspector.  The ballot box can remain 

locked.  No ballots will be allowed into the ballot box, and no unvoted ballots will be released.  

After passage, regular business will resume and the Inspector will note on their inspector report 

the time from beginning to end. 

 

 

 

 

 



CHANGE OF VENUE (POLLING PLACE) 

 

When it has been determined by the Clerk and/or Chief Election Inspector, that a polling location 

needs to be moved to effectively respond to a disaster/emergency, follow this guidance: 

• The Election Inspectors will assist in packing up all voting equipment, ballots, poll lists, 

registration materials, and all election forms and information that needs to be relocated 

(e.g., signs, notices, etc.). 

• The Clerk will organize transport vehicles and report to the polling location to help 

facilitate the move. 

• All Election Inspectors will assist the Clerk in moving the election materials/equipment 

to the transport vehicles. 

• The voting equipment/ballot box(es) will remain locked at all times. 

• The voting equipment/ballot box(es) will be escorted to a municipal vehicle or police 

vehicle, if available.  A police officer will remain in view of the voting equipment/ballot 

box(es) at all times and take them to St. Paul Lutheran Church (Fellowship Hall), 240 E. 

Green Bay Street, Bonduel, WI.  At this location, the polling place will be set up as 

normal. 

• All unvoted ballots should remain in the presence of the Chief Inspector and at least one 

other Election Inspector during the change of location. 

• A sign should be posted on the front entry doors of the original polling location 

designating the new polling place (if the building is safe), or at a place as close to the 

entry doors as possible.   

• A law enforcement officer, or another designated person will remain at the original 

polling location to direct voters to the new location. 

• Notice should be provided/posted to the municipal website, local Public Access Channel, 

local radio, social media, etc. to direct voters to the new location. 

• Notice should be provided to the Wisconsin Elections Commission. 

• Inspectors should document the change of venue and what time voting resumed on the 

Inspectors’ Statement. 

 

EFFFECT ON POLL WORKERS 

 

Poll Workers would be expected to exit any building that is evacuated.  They may continue to 

watch the election processes without interruption.  They will still be prohibited from interfering 

with the election process.  If they are asked to leave, they can be removed by Police. 

 

LOCATION & HOURS OF POLLS 

 

The Town of Hartland has one polling location at W3454 County Road  BE, Bonduel, WI.  The 

hours of operation for public voting are 7:00 AM until 8:00 PM. 

 

CONCLUSION 

 

This Contingency Plan allows for the immediate response to various situations but does not 

cover all contingencies and may be adapted accordingly.  It provides a guideline for the election 

workers and municipal officials as to what steps need to be taken in case of an emergency.  It 

will also enable voters to continue with their democratic right to vote.  


