




Returning Officer (Name)
Election Office

	«PO_Title» «PO_Forename» «PO_Surname»
«PO_Add_1»
«PO_Add2»«PO_Add3»
«Postcode1»
	Our ref:
	

	
	Your ref:
	

	
	
	

	
	Phone:
	

	
	Date:
	


Dear «PO_Title» «PO_Surname»

Scottish Parliamentary Election – Thursday 5 May 2016
Polling Staff Offer of Appointment

Many thanks for accepting the post of «PO» at the above election to be held on Thursday 5 May 2016.

	Position:
	«PO»

	Area:
	<No and Name>

	Polling Place:
	«Polling_Place», «PP_Add_1»  «PP_Add2»  «PP_Add3» «Postcode»

	Polling Station No:
	«St_No»

	Ballot Box No:
	«BB_No»



1. Handbook for Polling Station Staff
I have enclosed the Electoral Commission Handbook for Polling Station Staff for the above election/referendum.  You should read your handbook in advance of attending your training session.

2. Election Training Session
As you are aware, the training session will be held on (date, time and place).  Attendance at training is mandatory, with an element included in your overall fee to cover travel and attendance at training. The training will last just less than 2 hours and is designed to help prepare you to carry out your duties effectively on polling day and to highlight certain important procedural points. There will, of course, be an opportunity for questions.  You must be in attendance for the whole of the training session.

To maximise your involvement, I would ask you to:
1. read the enclosed Handbook, watch the video, take part in the e-learning module and note on local arrangements before you attend the training session
1. be prepared to join in the practical demonstrations
1. relax and enjoy the training session.  The Election Team will be there to help you feel comfortable with the duties you are asked to carry out at the polling stations
1. ask questions – you will probably be helping others as well as yourself

I look forward to seeing you at the training.

Yours sincerely



Returning Office
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