Instructions to Polling Station Inspectors

Background 
Polling Station Inspectors undertake a vital role on polling day in ensuring that the poll runs smoothly.  As a polling station inspector you will be required to visit polling places and carry out duties as directed by the Local Returning Officer/Counting Officer during polling day.  

Hours of work
The hours of work will be 6.30am to 10.30pm.  Similar to the role of polling station staff, you will be on duty for the duration of those hours and will not be permitted to go home (unless permitted by the Local Returning Officer/Counting Officer). 

Training
To help you prepare for the requirements of this role we have developed a comprehensive training package which you will be required to complete in advance of polling day.  The training will include: the completion of an online learning module; a training DVD; a face to face training session; a polling station inspector briefing session; and reading the polling staff handbook, quick guide and other relevant handouts.

Responsibilities
As polling station inspector, you will be responsible for carrying out the following duties at your allocated polling stations:     

· Ensuring that all stations have opened on time and are operating effectively.

· Carry out thorough checks on polling station arrangements and complete a checklist for each polling station to help ensure that good arrangements are in place for voters.  This will include:-  
· checking all polling stations are set up properly, for example:
· equipment is set up and laid out appropriately; 
· all statutory signage such as the guidance for voters; instructions to voters and large print ballot papers are placed in the correct locations; and
· the polling station layout and the placement of equipment such as voting booths and ballot boxes are accessible to voters. 
· ensuring sufficient directional signage both inside and outside the polling station is in place;
· liaise with staff at each polling station to ensure that they have completed all duties as listed in the checklist and that they are prepared adequately for the close of poll.
· observing how accessible polling day arrangements are for voters throughout the day;
· assessing and making arrangements to mitigate any health and safety risks which arise; and
· liaising and implementing changes as directed by the Local Returning Officer/ Counting Officer.     

· Provide support to Polling station staff throughout the day.  This will include:
· liaising with and providing support to the Supervising Presiding Officer (the Supervising Presiding Officer remains in charge of the Polling Place and part of your duty includes supporting them);
· undertaking Polling Clerk/Presiding Officer duties to relieve staff for breaks, and assisting during periods where it is particularly busy as directed by the Local Returning Officer/Counting Officer;
· providing additional polling day stationery to polling staff as required;
· providing information to voters on the voting process and polling day arrangements;
· providing polling day cover in the absence of a Polling Clerk or Presiding Officer on polling day as required until reserve staff are in place; and
· assisting at a polling place with opening of poll and close of poll arrangements as directed by the Local Returning Officer/Counting Officer.  

· Liaise with the Local Returning Officer/Counting Officer’s staff, Polling station staff, Police, Candidates, Agents, Tellers and Elected Members as directed by the Local Returning Officer/Counting Officer.

You will also be required to provide support to the Election/Referendum Office team and may also be asked to carry out the following duties by the Local Returning Officer/Counting Officer:
· ensure good communication throughout polling day;
· assist with emergency proxy applications and amendments to the polling day register as required;
· the collection of postal vote envelopes (Referendum only);
· recording voter turnout figures for each polling station;
· recording problems experienced during the poll; and
· highlighting areas/issues of concern identified to the Election/Referendum Office.  

· Pro-actively manage any issues that arise during polling day visits as advised by the Local Returning Officer/Counting Officer.

· Carry out any other duties as required by Local Returning Officer/Counting Officer

Time commitment required   
 The following is an outline of the time commitment required:-

	Item
	Time required
	Purpose/Comments

	Attendance at the polling staff training session
	1 hour 30 minutes 
	Outlines the duties, paperwork and special arrangements for the election/referendum.  

	Attendance at the polling place inspectors briefing
	30 minutes
	Outlines specific requirements of the role.

	Completion of the e-learning module for polling staff
	45 minutes  
	Provides an awareness of the electoral procedures and practices. 

	Watching the Polling Staff Training DVD
	30 minutes
	Demonstrates the duties of polling staff in practice.

	Read the polling staff handbook and other materials
	1 hour
	Provides instructions and guidance on polling day duties.  

	Familiarisation with the contents of the PPI polling day pack
	30 minutes
	Polling day packs contain the stationery and paperwork used by polling staff.  It is important that you familiarise yourself with these items as you may be asked by polling staff to provide a replacement item.    

	Polling day checks and support
	16 hours
	6.30am to 10.30pm
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PPI - Information Pack



	
	
PPI briefing slides


	
	
Requirement for Secrecy


	
	
Polling station route


	
	
Polling Place Inspectors Review Form 


	
	
Polling Place Signage Specification 


	
	
Arrangements in Force at the Poll


	
	
Polling Stationery pack

· Polling Day Checklist (for polling staff)
· Quick Start Kit - Checklist


	
	
Important contact numbers
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