


Counting Officer (Name)
Referendum Office

	
	Our ref:
	

	
	Your ref:
	

	
	Phone:
	

	
	Date:
	



Dear

Count Assistant - Offer of Appointment
European Union Referendum

I would like to offer you the appointment of Count Assistant as detailed below for the European Union Referendum subject to satisfactory completion of the criminal convictions form.

The count will take place at the (Name) on the following dates and times.  If you accept these appointments you are requested to be at the (venue) at the arrival time shown to allow for registration and then a briefing:

	Electoral Event
	Date of count
	Arrival time
	Briefing
	Verification begins

	Referendum
	Thursday 23 June 2016
	
	
	



Your appointment is subject to the following terms and conditions:-

1. Requirement for Secrecy
	You must read and understand the Requirement for Secrecy as detailed at Appendices 1a and 1b.

2. Acceptance Form (Appendix 2)
	The attached Acceptance Form being checked, completed, signed and returned, in the envelope provided, by (date).  If you are unable to accept the appointment please email the Count Team Leader (insert email address).

3. Fees
The fees are likely to be in line with those paid in 2011, however the exact fee cannot be confirmed until the appropriate legislation is finalised ie:-

	
	Gross
	Tax
	Net

	Referendum
	
	
	



Changes to the existing payment arrangements have had to be made as a result of HM Revenue and Customs introducing Real Time Information for Tax purposes.  This means that payment for all count staff will be made through the Referendum Payroll System and you will be issued with a unique payroll number relating to your employment for Referendum purposes and, in due course, your fee will be paid directly into your bank account detailed on Section 4 of your Acceptance Form. To put the new arrangements in place you must complete and return the Starter Checklist Tax Form (Appendix 3) with your Acceptance Form.  This Tax Form replaces the requirement to produce Tax Forms P527s and P528s previously used for electoral events.  Your Starter Checklist will be forwarded to the Tax Office to allow them to advise us of your tax code.

For Council employees, the bank details will be taken from your existing payroll information, unless otherwise advised (see Section 4 of the Acceptance Form).  You will also receive a unique payroll number (in addition to your current payroll number) and which relates to your employment for Referendum purposes only. However, you should also complete the Starter Checklist Tax Form. 

Note to Administrators
Please add any other relevant or helpful information relating to RTI and DWP as you consider appropriate – the following text in green may assist you:-
Historically the Referendum Office provided information on an annual basis to HMRC on taxable pay and deductions made to employees.  HMRC used this information to reconcile their records and ensure employees are paying the correct tax.  

Real Time Information (RTI) has been introduced by HMRC as a way to improve the operation of employers providing information on taxable pay and deductions for their employees, and requires employers to send this information each time an employee is paid.  As a result of this new requirement all referendum payments will now be made through our payroll system.  As a referendum employee you will be provided with an employee reference number for this employment.   

This new operation also supports the introduction of Universal Credit by providing the Department of Work and Pensions (DWP) with up to date information about a claimants’ employment income as it is paid.  DWP will use this information to inform benefit claims throughout the year.  Employees who are in receipt of benefits are reminded that they should advise the appropriate body, ie DWP, Local Authority, if their personal circumstances change to ensure any benefit claim made is accurate.

Further details relating to your Referendum payment will be given in due course.

4. Count Briefing
A briefing will be conducted on your arrival at the count.  However, in the meantime you should read the attached Instructions to Count Assistants (Appendix 6) and the General Information for Count Assistants (Appendix 7) in advance of your arrival.
	
5. Criminal Convictions Declaration Form (Appendix 4)
As part of the requirement to improve Referendum integrity and in order to check suitability of applicants, I would ask you to complete and return the attached Criminal Convictions Form with your Acceptance Form.

6. Immigration Checks
Under the terms of the Asylum and Immigration Act 2006, only individuals who have a right to work in the United Kingdom are eligible for public appointments, including appointments made by the Counting Officer for referenda.  For this reason, anyone who needs to be checked will be contacted by the Referendum Team to explain the process.  Please complete Section 5 – Immigration Checks on the Acceptance Form and, where required, you will be advised of the necessary arrangements. 

7. Data Protection Act 1998
In accordance with the Data Protection Act 1998, I would advise you that your personal details will be held and used solely for future electoral related appointments.  If you object to your details being held on file, please advise me in writing.

8. Getting to the Count
There is limited car parking at the (venue) which will be used for guests only.  If you wish to bring your car, parking will be available at (details re parking).

A map of the parking areas is detailed on Appendix 8.  Please complete your preferred travel arrangements on Section 3 of the acceptance form.    

9. Eligibility to accept a Count Assistant appointment
May I remind you that the law states that you cannot accept this appointment if you have been employed by, or on behalf of, a candidate/political or campaign party in or about the Referendum.  If you have any doubts as to your eligibility, do not hesitate to contact the Referendum Office.

In addition to the appendices already referred to in this letter, you will also find an Equal Opportunities Monitoring Form (Appendix 5).  Completion of this Form is not compulsory, however, in order to check the effectiveness of providing equal opportunities for electoral events we monitor a range of areas where people may have experienced discrimination.  It is, therefore, helpful if you could complete and return this form with your Acceptance Form.

Future correspondence from the Referendum Office
As far as possible, I’d like to communicate with Count Assistants by email in the future, however, there will be exceptions where Count Assistants do not have an email address.  Emailing will reduce costs, allow quicker delivery and response times.  It is therefore vital that you ensure your email address is accurate and you specify your preferred email address for this purpose in Section 2 of the Acceptance Form.  I am also looking at texting options and would ask you to also ensure your mobile number is accurate.

It is important to note that this letter of appointment is also your admission pass to the Count and confirms the seat number that you have been allocated; therefore you must bring it with you to the count.    

If for any reason you cannot attend the Count on Thursday 23 June 2016, please contact the Referendum Office immediately.  Should you need any further information at this point, contact should be made in the first instance by email to (email address)  Alternatively, should you not have access to email, please telephone the Referendum office helpline on (phone no).

Yours sincerely

(Name)
Counting Officer

Important Note on Enclosures

Appendix 1a and 1b - Requirement for Secrecy
The Requirement for Secrecy for the European Union Referendum (Appendix 1a) should be read and understood prior to accepting your appointment.

Appendix 2 - Acceptance Form	
You are asked to check, complete, sign and returned your Acceptance Form by (date).

Prior to doing this, it is important you note the following:-
In the past, the following issues have arisen relating to Referendum staff appointments and returns:-
· Acceptance Forms not being returned on time
· Information pre-populated on the documents returned but not checked/updated
· Missing or inaccurate information provided relating to email addresses, mobile numbers, bank details, etc
· Wrong documentation returned or missing documentation

This creates a significant amount of additional work for the already busy Referendum Team.  I would, therefore, ask you to ensure that you read all documents carefully in advance of returning them and ensure that all information is accurate.

In addition, as part of the HM Revenue and Customs move to Real Time Information for Tax purposes, you must:-
· check and amend your details on the Acceptance Form, as appropriate
· ensure you enter your full official forename(s) and surname – This should be as per your birth certificate or passport (depending on whether your name has changed due to e.g. marriage)
· take care to record your names accurately
· NOT use initials, for example, you should enter David Smith and not D Smith
· record your middle name(s) in the appropriate box (and not together with the forename)
· NOT use shortened commonly used names such as Dave rather than David
· record double barrelled names (first and last names) in full in either the forename (e.g. John-Paul) or surname (e.g. Anderson-Smith) as applicable

If you have any issues in completing your Acceptance Form you should email the Count Team Leader in the first instance.

Appendix 3 – P46 (Short)
As required by HM Revenue and Customs (HMRC) this form must be completed and returned to the Counting Officer.  Your details will then be passed to HMRC to determine the correct tax code for you.  The previous forms Tax Forms P527 and P528 are no longer used for Referendum payments.  Please return this form with your Acceptance Form.

Appendix 4 – Criminal Convictions Form
Please complete and return this form with your Acceptance Form.

Appendix 5 – Equal Opportunities Monitoring Form
Completion of this Form is not compulsory; however, in order to check the effectiveness of our equal opportunities we monitor a range of areas where people may have experienced discrimination.  It is therefore helpful if you return this form.

Appendix 6 – Instructions to Count Assistants
Please read in advance of the Count.

Appendix 7 – General information for Count Assistants
Please read in advance of the Count. 

Appendix 8 – Map of parking areas
Please note for car parking arrangements. 



Appendix 1a

European Union Referendum Act - Requirement for Secrecy - You must read and understand the secrecy provisions below 
7(1)	Every person (other than one mentioned in sub-paragraph (2)) attending at a polling station in the referendum must maintain and aid in maintaining the secrecy of voting in the referendum and must not, except for a purpose authorised by law, communicate to any person before the close of the poll the information described in sub-paragraph (3). 
(2)	Sub-paragraph (1) does not apply to— 
(a) a person attending at the polling station for the purpose of voting, 
(b) a person under the age of 16 accompanying a voter or a proxy for a voter, 
(c) a companion of a voter with disabilities, 
(d) a constable on duty at the polling station. 
(3)	The information referred to in sub-paragraph (1) is any information as to— 
(a) the name of any voter or proxy for a voter who has or has not applied for a ballot paper or voted at a polling station, 
(b) the number on the Polling List of any voter who, or whose proxy, has or has not applied for a ballot paper or voted at a polling station, 
(c) the official mark being used in accordance with rule 6 of the conduct rules. 
(4)	Every person attending at the counting of the votes in the referendum must maintain and aid in maintaining the secrecy of voting in the referendum and must not— 
(a) ascertain or attempt to ascertain at the counting of the votes the unique identifying number on the back of any ballot paper, 
(b) communicate any information obtained at the counting of the votes as to the outcome for which any vote is given on any particular ballot paper. 
(5)	A person must not— 
(a) interfere with or attempt to interfere with a voter when recording the voter’s vote in the referendum, 
(b) otherwise obtain or attempt to obtain in a polling station information as to the outcome for which a voter in that station is about to vote or has voted in the referendum, 
(c) communicate at any time to any person any information obtained in a polling station in the referendum as to the outcome for which a voter in that station is about to vote or has voted, or as to the unique identifying number on the back of a ballot paper given to a voter at that station, or 
(d) directly or indirectly induce a voter to display a ballot paper after the voter has marked it so as to make known to any person any outcome for which the voter has or has not voted in the referendum. 
(6)	In sub-paragraph (5), references to a voter include references to a proxy for a voter. 
(7)	Every person attending the proceedings in connection with the issue or the receipt of ballot papers for persons voting by post in the referendum must maintain and aid in maintaining the secrecy of voting in the referendum and must not— 
(a) except for a purpose authorised by law, communicate, before the poll is closed, to any person any information obtained at those proceedings as to the official mark, 
(b) except for a purpose authorised by law, communicate to any person at any time any information obtained at those proceedings as to the unique identifying number on the back of any ballot paper sent to any person, 
(c) except for a purpose authorised by law, attempt to ascertain at the proceedings in connection with the receipt of ballot papers the unique identifying number on the back of any ballot paper, or 
(d) attempt to ascertain at the proceedings in connection with the receipt of the ballot papers the outcome for which any vote is given in any particular ballot paper or communicate any information with respect thereto obtained at those proceedings. 
(8)	A companion of a voter with disabilities must not communicate at any time to any person any information as to the outcome for which that voter intends to vote or has voted, or as to the unique identifying number on the back of a ballot paper given for the use of that voter. 
(9)	If a person acts in contravention of this paragraph the person commits an offence. 
(10)	A person who commits an offence under sub-paragraph (9) is liable on summary conviction to imprisonment for a term not exceeding 12 months or to a fine not exceeding level 5 on the standard scale (or both). 
(11)	In this paragraph a voter with disabilities is a voter who has made a declaration under rule 23(1) of the conduct rules.


REF

**2872**


	

(Name) Council – Count Staff Acceptance Form                                          Appendix 2

European Union Referendum

Please check, complete and return this form by (date)


	
Section 1 – Appointment Details


	Position Offered
	

	Area Number
	

	Table Number
	

	Seat Number
	

	



Section 2 – Personal/Employment Details


	Forename (As per official documentation)
	

	Middle Name(s) (As per official documentation)
	

	Surname (As per official documentation)
	

	Home address
(this must be your home address and not your workplace for tax purposes)
	

	Postcode
	

	Home phone number
	

	Mobile phone number
	

	Personal email address
	

	Gender Identity
	Male
	
	Female
	

	Date of birth
	

	National Insurance no
	

	Do you pay tax?
	Yes
	
	No
	

	Employer
	

	Work Address
	

	Work Telephone No
	

	Work email address
	

	Preferred email address
	Personal
	
	Work
	

	SLC/LVJB/SLLC employees – Your current SLC Payroll Number
	

	
Section 3 – Travelling Arrangements


	Will you be walking to the (venue)

	Yes
	
	No
	

	If you are driving, will you be parking at the XXX
	Yes
	
	No
	





	
Section 4 – Bank Details - To be completed by those NOT employed by (Name) Council


	Bank Sort Code (6 digits)
	

	Bank Account Number (8 digits)
	

	Bank Name
	

	Branch Name
	

	Branch Address
	

	Account Name Holder(s)
	

	
Section 5 - Acceptance of Appointment (please tick as appropriate)


	I accept the above appointment on the terms and conditions detailed in the letter from the Counting Officer for the European Union Referendum on xxxxxx 2016
	Yes
	
	No
	

	I accept the above appointment on the terms and conditions detailed in the letter from the Counting Officer for the European Union Referendum on xxxxxx 2016.
	Yes
	
	No
	

	I confirm receipt of both Requirements for Secrecy.
	Yes
	
	No
	

	Under the Data Protection Act 1998, I agree to my personal data being held on file to advise me of employment opportunities for future events.
	Yes
	
	No
	

	In terms of the Asylum and Immigration Act, I confirm that I have valid permission to live and work in the United Kingdom.
	Yes
	
	No
	

	I authorise the Counting Officer to credit any salary due to me to the above bank account
	Yes
	
	No
	

	FAO Council employees only

	As an employee of (Name) Council, I authorise that my current bank details held by the Council’s payroll section may be used for electoral payments.
	Yes
	
	No
	

	
I hereby declare that the information given is true and correct and I accept the above conditions.


	
Signature

	

	
Date
	



Appendix 3a
	[image: hm revenue and customs1]
	
Starter Checklist

	


	
Employee’s personal details 

	

Last name or family name

	



	
	

	


First name(s)

	




 Are you male or female?		○ Male ○ Female

	Date of birth eg dd mm yyyy

	
	
	
	
	
	
	
	
	
	



		Home address

	Address line 1

	





	
Address line 2

	





	Address line 3

	





	
Address line 4

	





	Postcode

	






	National Insurance number

	
	
	
	
	
	
	
	
	
	
	



  
	Employment Start date
eg dd mm yyyy

	
	
	
	
	
	
	
	
	
	
	



		Employee statement

		You need to select only one of the following statements A, B or C.

	
	
	
A – This is my first job since last 6 April and I have not been receiving taxable Jobseeker’s Allowance, Employment and Support Allowance, taxable Incapacity Benefit, State Pension or Occupational Pension.

	
	
	


 	
	 
	
	

B – This is now my only job but since last 6 April I have had another job, or received taxable Jobseeker’s Allowance, Employment and Support Allowance or taxable Incapacity Benefit.  I do not receive a State Pension or Occupational Pension.

	
	
	



	
	
	

C – As well as my new job. I have another job or receive a State Pension or Occupational Pension.

	
	
	


I have a Student Loan which is not fully repaid and I left a course of UK higher education before last 6 April and I received my first Student Loan instalment on or after 1 September 1998.

	Select ‘No’ if you are repaying your Student Loan direct to the Students Loan Company by agreed monthly payments. 

Please print your name or sign here after you have completed the form.

	○ Yes ○ No

	Full Name
	


		

	Date eg dd mm yyyy

	
	
	
	
	
	
	
	
	
	
	





			Appendix 4


      


Counting Officer (Name)
Referendum Office

                                 Criminal convictions declaration form                   

Important – this form should be completed and returned with your Acceptance Form.  It will be opened by the Counting Officer’s Team.
			
	Position accepted: Counting Assistant
	Reference Number: 

	Forename:  
	Surname:  

	Current address: 

	Previous name(s) and address(es) from age 16

	Name:
	Address:
	Date from:

	
	
	

	
	
	

	
	
	

	Place of birth:                                                       
	Date of birth: 


	
Declaration:
Please read the guidance notes before answering the declaration and tick the appropriate statement.

A)   Have you ever been convicted of a criminal offence?		Yes 	        No

 B)    Do you have a court appearance pending or have you
         been charged by the Police for a criminal offence?		Yes             No 

If you answered Yes at A or B above, please supply the following details:


	Date
	Court
	Details of offence
	Sentence

	
	
	
	

	
	
	
	

	
	
	
	

	I certify that:
I have read the Guidance Notes overleaf and have not withheld information that may affect my appointment.  I understand that false information or omissions may lead to my offer of employment being withdrawn.  The information supplied above may be verified by the Returning Officer/Counting Officer’s Team.

Data Protection Act 1998
I consent to the information which I have provided on this form being used by the Returning Officer/Counting Officer in the decision making process which may include requesting a criminal records check.     

This form is resealed in an envelope and filed in your personal file and will be retained by the Returning Officer/Counting Officer and you may request access to it. 
	Signature:

	

	Date:

	

	
	







Rehabilitation of Offenders Act 1974 (Exceptions) order as amended

	Advisory note – please read this carefully

1.	If you need help or advice in completing this form, you can seek advice from a suitable person eg Citizens Advice Bureau, Solicitor, Trade Union representative or telephone the Personnel Services Helpline (01698 454667).
2. Every appointee must complete this form whether they have a previous conviction or not.
3.	The information requested has been kept separate from the Acceptance Form to protect confidentiality.  You should complete this Form and return it with your Acceptance Form in the sealed envelope provided.  It will be opened by the Returning Officer/Counting Officer’s Team.  You may be asked to give further details about any information you have provided prior to polling day.
4. Anyone who have previously been convicted of a criminal offence.
4.1	Any details that you provide will be treated in the strictest confidence and will not automatically exclude you from being considered for this or any other appointment.
4.2	If you have applied for a post which has been advertised as “Excepted” this means that you are not entitled to withhold information on a criminal conviction on the grounds that it is “spent” or forgotten under the Rehabilitation of Offenders Act 1974.  Convictions within the armed services, outwith the United Kingdom and disciplinary action by certain professional bodies must also be included.
4.3	If the post is not “excepted”, you are entitled to withhold information about any “spent” convictions.  Information about what is a spent conviction is given below.  Convictions within the Armed Services, outwith the United Kingdom or disciplinary action by certain professional bodies must also be included unless they are regarded as “spent” under the Act.



	What is a spent conviction?
1.	Sentences of more than 2½ years can never become spent.  Other sentences become spent after fixed periods from the date of conviction.  For a custodial sentence, the length of time actually served is irrelevant, the rehabilitation period is decided by the original sentence and begins on the date of conviction.
2.	The length of a rehabilitation period depends on the sentence as outlined below.


	Sentence
	Rehabilitation Period

	
	People aged 18+ when convicted
	People under 18 when convicted

	Prison (immediate or suspended sentence) or youth custody of more than 6 months and not exceeding 2½ years
	10 years
	5 years

	Prison (immediate or suspended sentence) or youth custody 6 months or less
	7 years
	3½ years

	Fine/Community Service Order/Supervised Attendance Order
	5 years
	2½ years

	Absolute discharge/Admonished
	6 months
	6 months

	Probation after 5 February 1995
	5 years
	2½ years or length of probation period whichever is longer

	There are 2 sentences for people under 21 for which there is no variation in the rehabilitation period according to age when convicted.  These are:

	Borstal (replaced by youth custody in May 1983)
	7 years
	
	

	Detention of 6 months to 2½ years.
	5 years
	Detention of under 6 months
	3 years



	With some sentences, the rehabilitation period varies.  These are:

	Sentence
	Rehabilitation Period

	Probation before 5 February 1995, Supervision Order, Conditional Discharge, Bind-over or Hospital Order under the Mental Health Act.
	1 year, or until the order expires (whichever is longer)

	Attendance Centre orders
	1 year after the order expires

	Orders imposing a disqualification, disability or prohibition
	Until the order expires



                                                                                        










       Confidential                                      Appendix 5
Equal Opportunities Monitoring Form

In order to check the effectiveness of our equal opportunities policy we monitor a range of areas where people may experience discrimination. It would be helpful if you would complete the information below.  The information you give will be used for monitoring purposes only and all information will be treated in strict confidence and no names will be shown in any statistics produced.  

	Name:
	

	Appointment:
	Counting Assistant

	Reference Number:
	

	Please mark each relevant box with a cross (X).

	1. Gender Identity 1 – How would you describe your gender?
|_|  Female
|_|  Male
|_|  Prefer not to answer

	2. Gender Identity 2 – Have you ever identified as a transgender person or trans person?
(For the purpose of this question “transgender” is defined as an individual who lives, or wants to live, full time in the gender opposite to that they were assigned at birth)
|_|  Yes
|_|  No
|_|  Prefer not to answer

	3. What is your Date of Birth? 05/02/53


	4. Do you have Caring Responsibilities?
|_|  Yes, Childcare (children under 18)
|_|  Yes, other
|_|  No 
|_|  Prefer not to answer

	5. What is your religion or belief?

	|_|  Buddhist
|_|  Church of Scotland
|_|  Hindu
|_|  Humanist
|_|  Jewish
|_|  Muslim
	|_|  None 
|_|  Other Christian
|_|  Sikh
|_|  Pagan
|_|  Roman Catholic
	|_|  Prefer not to answer

|_|  Other religion / belief (Please specify)                            

	6. What is your national identity?

	|_|  Scottish
|_|  English
|_|  Welsh
|_|  Northern Irish
	|_|  British
|_|  Prefer not to answer
|_|  Other (Please specify) ________________


	7. What is your ethnic group? (Choose one from Section A to F)

	A.  White
|_|  Scottish
|_|  Other British
|_|  Irish
|_|  Gypsy / Traveller
|_|  Eastern European (eg Polish)
|_|  Other White Ethnic Group 

B.  Mixed or Multiple Ethnic Groups
|_|  Any mixed or multiple ethnic groups

C.  Asian, Asian Scottish or Asian British
|_|  Pakistani, Pakistani Scottish or Pakistani British
|_|  Indian, Indian Scottish or Indian British 
|_|  Bangladeshi, Bangladeshi Scottish or Bangladeshi British
|_|  Chinese, Chinese Scottish or Chinese British
	D.  African
|_|  African, African Scottish or African British
|_|  Other

E.  Caribbean or Black
|_|  Caribbean, Caribbean Scottish or Caribbean   British
|_|  Black, Black Scottish or Black British
|_|  Other

F.  Arab
|_|  Arab, Arab Scottish or Arab British
|_|  Other

|_|  Prefer not to answer 
|_|  Other ethnic group
      (Please specify):                      




	8. Do you consider that you have a disability?
Under the terms of the Equality Act 2010, a disability is defined as a physical or mental   impairment, which has a substantial and long-term adverse effect on a person’s ability to carry out day-to-day tasks.
|_|  Yes
|_|  No
|_|  Prefer not to answer

	9. Disability (Impairment)
If “Yes” to the above question, please state the type of impairment which applies to you.  If none of the categories apply, please mark “Other” and specify the type of impairment.
|_|  Learning disability (such as Down’s syndrome or dyslexia) or cognitive impairment (such as autism or head injury)
|_|  Longstanding illness or health condition (such as cancer, HIV, diabetes, chronic heart disease or epilepsy) 
|_|  Mental health condition (such as depression or schizophrenia) 
|_|  Physical impairment (such as difficulty using your arms or mobility issues which means using a  wheelchair or crutches)
|_|  Sensory impairment (such as being blind / having a serious visual impairment or being deaf / having a serious hearing impairment)
|_|  Other (such as disfigurement) Please specify:                      
|_|  Prefer not to answer

	What is your sexual orientation?
|_|  Bisexual
|_|  Gay
|_|  Heterosexual / Straight
|_|  Lesbian
|_|  Prefer not to answer

	In terms of the Data Protection Act 1998, I consent to the information which I have provided being used to monitor the effectiveness of the Council’s Equal Opportunities Policy.  I understand that if I am successful in my application, this information will be entered on to the Council’s computerised personnel/payroll system.                   

	
Signature
	

	
Date
	































Appendix 6
European Union Referendum

 (
INSTRUCTIONS TO 
COUNT ASSISTANTS
 RE COUNT
 PROCESS
)

	
First Process – Verification (ballot papers FACE DOWN)


	
During the whole of the proceedings mentioned below the ballot papers must be kept FACE DOWN.

If, when the box is opened, there are any pink (tendered) ballot papers present place them in the tray on the table for the attention of the Assistant Supervisor who will deal with the papers immediately.  The Count Assistants will then count the number of ballot papers tying them up in bundles of 50.  The Count Assistants remain in charge of the box and ballot papers until one of the Assistant Supervisors in charge of the counting section intimates to them that the total number of ballot papers found in the box agrees with the Presiding Officer's ballot paper account.  The Assistant Supervisor will then remove the ballot papers to the table in the centre of the room.

Accuracy in this first process is vital to the whole proceedings, because, if a correct count of the papers contained in the ballot box is not obtained, it will be impossible to balance the account.

	
Second Process – The Count (ballot papers FACE UP)


	
During the whole of the proceedings mentioned below the ballot papers must be kept FACE UP.

When the ballot boxes have been opened and the ballot paper accounts checked, the ballot papers will be re-issued.

These will then be divided according to the name of the XXX, the papers for each being placed in a separate bundle.

Each paper must be examined to see that it has the official mark and that there is nothing unusual about it.  Papers of the following categories will be put into the 'doubtful' tray for consideration by the supervisor -

(1)	want of the official mark 
(2)	having votes for more than one XXX
(3)	having more than one vote or cross for any XXX
(4)	marked otherwise than with an "X"
(5)	having the cross at any place other than the space to the right
(6)	having marks or crosses apparently deleted
(7)	having any writing or marking on any part of the paper
(8)	any paper with anything unusual about it
(9)	any paper torn or mutilated in any way

'Doubtful' papers will be dealt with by the assistant supervisor or referred to the Counting Officer, if necessary.  All others will be counted and tied in bundles of 100, with a card in front bearing the name of the XXX for whom the votes in that bundle have been cast.  This process will be carried out by two Count Assistants successively and their initials and Count Assistants numbers will be written on the card.

No writing or mark shall be put on any of the ballot papers.





Appendix 7

European Union Referendum

General Information for Count Assistants

1. Security
	It is important that you bring your LETTER OF APPOINTMENT with you to the count as only authorised persons will be allowed in.  All bags may be searched by security staff, so please do not bring more belongings than you need.  Please avoid bringing valuables.


2.	Dress Code
	Do not wear any clothing or badges which might appear to align with any political party.


3.	Fire/Emergency Procedures
	On arrival at the count, please also make yourself familiar with the emergency exits and the emergency procedures which will be clearly displayed.  If you are unsure about anything, please ask one of the security staff.


4.	Mobile Phones
	Mobile telephones should be switched off when you are within the count area.  You may make calls in the entrance hall, in the event of an emergency only.  


5.	Hospitality
	We will have a short break during the count and a soft drink and snack will be provided.


6.	Smoking
	The count hall is a no smoking area.  If you need to leave the hall prior to commencement of the count, please go out the main entrance and take your letter of appointment with you to get back in.


7.	Legislation
	The law states that you cannot be employed at the count if you have been involved in actively supporting a candidate or party at this Referendum.


8.	Count Timings
	The count will continue until the result of the referendum has been declared.  You must not leave your post until your Supervisor tells you your duties are finished.  I am unable to be precise about when the count will finish, but hope that the Scottish Independence Referendum will conclude by 3.00am.


Appendix 8

Add map of venue

4 Letter of Appointment for Count Staff (C) EUR only
4 Letter of Appointment for Count Staff (C) EUR only
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