


            European Union Referendum – Thursday 23 June 2016


          Attendance at Training Form


         Please sign and date this form and ensure it is collected during
the training session as proof of attendance.


	
I can confirm the following:

	
Please tick

	
I have watched and understood the video

	

	
I have read the EC Handbook/Supplementary Note

	

	
I am now attending the Face to Face Training Session

	

	
Name


	


(Print in block capitals)

	
Appointment
	Supervising Presiding Officer
	
	Presiding 
Officer
	
	Polling Clerk 
	
	Polling Station  Inspector
	

	
Ballot Box Number /
PSI Route

	


	
Training Session attended:

Please tick 
	Date
	Date
	Date
	Date

	
	
	
	
	

	
Signature

	

	
Date

	















SUGGESTIONS


Do you have a suggestion that you would like to put forward to the Referendum Team?

If so, please detail below, detach this slip and place your suggestion in the box.












































Name: ___________________________________________________________


Email Address: ____________________________________________________


Ballot Box Number: _________________________________________________









Polling Staff Training Handout

This handout will be useful during the training session and provides you with useful information in advance of polling day. 

Polling Staff Checklist of items received

You should note that this is a draft Checklist and an updated version will be in your trolley case on polling day.

	
Polling Day Equipment/Stationery


	
(1) Ballot Box


	
(2) Trolley Case
	Checklist
(please tick)

	Quick Start Kit

	· Ballot Box Labels
· Cable Ties (you may choose to specify the number of cable ties eg 5 plus spares)
· Poling List (including absent voter details)
· Corresponding Number List
· Quick Guide
· Ruler and Pens

	

	Ballot Papers

	· Ordinary Ballot Papers (White)
· Tendered Ballot Papers (Pink)
· Tendered Ballot Papers Envelope (Unused)

	

	Polling Day Bag


	Sundries
· Stationery Wallet (contains helpline cards)
· Braille Device
· Confidential Envelope for poll cards 
· 
	

	
	Poll documents
· Large Print Ballot Papers (1 hand held and 1 display copy)
· Book of Forms
· Additional Forms/Documentation Booklet
· PO at St No 1 only – Master Register and spare blank CNL
· 
	

	
	Information for Voters
· Survey Cards plus envelope
· Stickers for children attending the Poll
· How to Vote Language booklet

	

	
	Poll Envelopes
· Unused and Spoilt Ballot Papers Envelope
· Book of Forms Envelope
· Certificate of Employment Envelope
· Tendered Ballot Papers Envelope
· Postal Votes envelope (1)

	

	
	Count Wallet (White)(check these items well before 10pm)
· Ballot Paper Account
· Ballot Paper Account envelope
· Corresponding Number List (CNL) envelope
· Postal Votes envelope (2)
· Marked Register envelope

	




Ballot Box Label				   Cable Tie

[image: DSC00677][image: ]

Poll Envelopes (Brown):
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Count Wallet and Envelopes (White):
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Ballot Paper Account – Worked Example

	Ordinary Ballot Paper Numbers
	000001 to 001100

	Number of Ordinary Ballot Papers Received
	1100

	Next Ballot Paper number to be issued
	557

	Next number on the Corresponding Number List
	557

	Number of Ordinary Spoilt Ballot Papers
	1

	Tendered Ballot Paper Numbers
	030001 to 030020

	Number of Tendered Ballot Papers received
	20

	Number of Tendered Ballot Papers issued
	1

	Number of Tendered Spoilt Ballot Papers
	0

	Number of Postal Votes in envelope (PV1) (uplifted from PO1 prior to close of poll)
	2

	Number of Postal Votes in envelope (PV2) (in Count Wallet)
	1




	Ward:
	Ward Name
	Ballot Box No:
	001

	
	
	
	

	Polling Place:
	Primary School
	Polling Station No:
	1



	Ordinary Ballot Papers (White) - Received

	

	From: 
	000001
	To:
	001100
	Total received
	1100



	Ordinary Ballot Papers (White) - Issued

	Number on NEXT Ballot Paper (and CNL) to be issued
	A
	557

	First Ballot Paper (and CNL) issued
	- B
	000001

	Total Issued (Deduct B from A)
	= C
	556

	Number of Spoilt Ballot Papers for which you have issued another paper
	- D
	1

	Number of Ballot Papers in the Ballot Box
(Deduct D from C)
	=
	555



	Ordinary Ballot Papers (White) - Unused

	Number of Ballot Papers received
	E
	001100

	Number of Ballot Papers issued (Enter total at C above)
	- F
	556

	Total Unused (Deduct F from E)
	=G
	544

	Check - Add F to G should equal
	001100



	Tendered Ballot Papers (Pink) – Received and Issued

	

	Total received (From:  030001 To:  030020)
	H
	20

	Number of Ballot Papers in Tendered Envelope (Used by Voters)
	I
	1

	No of Tendered Spoils 
	J
	0

	Total Unused (Add I + J then deduct this from H)
	K
	19



	Postal Vote Ballot Paper Account

	

	No of Postal Votes in Envelope (PV1) uplifted prior to close of poll
	
L
	
2
	No of Postal Votes in envelope (PV2) in the count wallet at close of poll
	
M
	
1



	Polling Day Log for general anomalies with the Ballot Paper Account
(Except voter registration/postal vote issues – record in the Additional Forms booklet)

	Issue
	Explanation

	




	









Ballot Paper Account – Exercise

	Ordinary Ballot Paper Numbers
	011801 to 012700

	Number of Ordinary Ballot Papers Received
	900

	Next Ballot Paper number to be issued
	012285

	Next number on the Corresponding Number List
	012285

	Number of Ordinary Spoilt Ballot Papers
	2

	Tendered Ballot Paper Numbers
	030261 to 030280

	Number of Tendered Ballot Papers received
	20

	Number of Tendered Ballot Papers issued
	2

	Number of Tendered Spoilt Ballot Papers
	1

	Number of Postal Votes in envelope (PV1) (uplifted from PO1 prior to close of poll)
	3

	Number of Postal Votes in envelope (PV2) (in Count Wallet)
	2




	Area:
	South Lanarkshire
	Ballot Box No:
	001

	
	
	
	

	Polling Place:
	Primary School
	Polling Station No:
	1



	Ordinary Ballot Papers (White) - Received

	

	From: 
	011801
	To:
	012700
	Total received
	900



	Ordinary Ballot Papers (White) - Issued

	Number on NEXT Ballot Paper (and CNL) to be issued
	A
	

	First Ballot Paper (and CNL) issued
	- B
	011801

	Total Issued (Deduct B from A)
	= C
	

	Number of Spoilt Ballot Papers for which you have issued another paper
	- D
	

	Number of Ballot Papers in the Ballot Box
(Deduct D from C)
	=
	



	Ordinary Ballot Papers (White) - Unused

	Number of Ballot Papers received
	E
	000900

	Number of Ballot Papers issued (Enter total at C above)
	- F
	

	Total Unused (Deduct F from E)
	=G
	

	Check - Add F to G should equal
	000900



	Tendered Ballot Papers (Pink) – Received and Issued

	

	Total received (From:  030261 To:  030280)
	H
	20

	Number of Ballot Papers in Tendered Envelope (Used by Voters)
	I
	

	No of Tendered Spoils 
	J
	

	Total Unused (Add I + J then deduct this from H)
	K
	



	Postal Vote Ballot Paper Account

	

	No of Postal Votes in Envelope (PV1) uplifted prior to close of poll
	
L
	

	No of Postal Votes in envelope (PV2) in the count wallet at close of poll
	
M
	




	Polling Day Log for general anomalies with the Ballot Paper Account
(Except voter registration/postal vote issues – record in the Additional Forms booklet)

	Issue
	Explanation

	




	








Name: ________________________________________




Polling Staff Training Team Challenge 2016
Quick Fire Questions
1. What time should you attend the polling station for duty on polling day? 	
· 6.15am
· 6.30am
· 6.45am
· 7.00am

2. What colour are the ordinary ballot papers?
· Cream
· Pink
· White
· Yellow

3. How old do you need to be to vote?
· 16
· 18
· 21
· 25

4. How should a voter mark their ballot paper?
· using numbers
· using 1 cross
· using 2 crosses
· using any mark

How well do you know your stationery (use your Polling Day Bag stationery)?

5. How would you deal with this scenario?  What stationery would you need?

· A voter comes into the polling station wanting to vote but they had a postal vote
· They claim they didn’t apply for a postal vote and put it in the bin
· It is before 5pm but they refuse to go to the Referendum Office for a new postal vote

Your Table Leader will check this on completion

6. Go to your blue polling day bag find and remove the key items you need for the start of Poll

Your Table Leader will check this on completion

General Questions

7. Where are the following Notices displayed?:-

	
Notices
	Polling Place
	Polling Station
	Polling Booth

	Instructions to Voters
	
	
	

	How to Vote at this Referendum
	
	
	

	Large Print Ballot Paper
	
	
	



8. Who cannot be given a ballot paper at the polling station?

9. If the elector is not listed on the register, what should you do?
· Issue a tendered ballot paper immediately
· Add their name to the register and issue them with ordinary ballot papers
· Contact the Electoral Registration Office
· Phone the Referendum Office

10. Who does what?

	Role
	Polling Agent
	Tellers

	Volunteers to work for candidates and political parties
	
	

	Main role is to record who has voted and relay this information to the candidate
	
	

	Hands out campaign leaflets (must be outwith the Polling Place)
	
	

	Can sit in the Polling Station for the duration of the Poll
	
	

	Key role is to detect personation in the Polling Station
	
	



11. Give 3 examples of how you would communicate with a voter who is deaf

	1
	


	2
	


	3
	




12. Who would be responsible if a problem arose at the polling place?
· Any Presiding Officer working at the polling place
· Polling Clerk at Station No1
· Presiding Officer at Station No1
· Polling Station Inspector

13. What would assist first time voters in feeling confident at the Polling Station?
· Offer to mark their ballot paper for them
· Good customer care – assist in a friendly and helpful manner
· Ask them if they know what they are doing
· Ask them if they are old enough to vote

14. If a voter wants to hand in a completed postal vote at the Polling Station, what should you do?
· Check it is the South Lanarkshire area and if so, accept it and place it in the appropriate envelope
· Ask the person to post it
· Tell them they cannot hand in their postal vote but can be given a ballot paper at the polling station
· Ask them to deliver it to the Referendum Office before 10.00pm

15. Which of the following should be placed in the Count Wallet?
· All unused ballot books
· Ballot Paper Account
· Tendered Ballot Papers
· Book of Forms

And lastly ....

16. Name 3 things which might improve the stationery arrangements for the poll?



Please ensure all stationery items are returned to the Polling Day Bags.
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