	
	 (insert Council Name), Elections Office
Council Offices, (insert address)
Telephone:  (insert tel no)


	
	(insert email address)
(insert website)


	«Title» «Firstname» «Lastname» 

«AddressLine1»
«AddressLine2»
«AddressLine3»
«AddressLine4»
«Postcode»
	Our Reference:
	(insert reference)

	
	Your Reference:
	

	
	
	

	
	
	

	
	26 January 2017


Dear «Title» «Lastname» 

Local Government (Council) Elections 2017

Appointment of Polling Staff

Date of Poll: Thursday 4 May 2017

I write to formally offer you the temporary polling staff appointment noted below for the forthcoming local government elections on Thursday 4 May 2017.

	Post
	Location

	 «Position»
	«PSNo» - «PP»


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

1. Requirement for Secrecy (A)
You must read and understand the requirement for secrecy enclosed and retain this.
2. Roles and responsibilities (B)

Please find enclosed the role, duties and responsibilities of the post that you are appointed to.

3. Acceptance Form (C)

Please complete and return the attached acceptance form by (insert date). If you are unable to accept the appointment, wish to discuss the appointment or your circumstances change after acceptance, please advise the Elections Officer on (insert tel no) or email (insert email address) without delay.

4. Hours of Poll

The hours of poll are 7.00am to 10.00pm and you are required to report for duty at the above Polling Station not later than 6.30am on polling day to ensure that your Polling Station is ready to open by 7.00am. You must not leave your Polling Place during the hours of poll.

Over/

2/
5. Fees

The fee for this post is:-

	Polling Duty
	Fee
	Tax
	Net

	Presiding Officer no.1 
	£260.00
	£52.00
	£208.00


Travelling expenses are payable in relation to your journey to and from the polling station at the rate of 45p per mile and may be subject to tax. You should detail your travelling expenses, on the Travel Expenses form (D) and submit this no later than Friday 19 May to the elections office or take it to the polling station and place in Envelope ‘I’. (insert local arrangements) Expenses will automatically be paid once approved.

Where cars are not used, then public transport costs can be claimed if receipts/tickets are provided with the expenses form. Car sharing between staff is encouraged. We will not reimburse taxi fares unless authorised in advance with the Election Office.

6. Payment of Fees and Tax

All staff will be paid via a payroll system, directly into your nominated bank account. Payslips will be provided electronically via a secure link sent to your email address. (For those without access to email, you will be posted a payslip). 

7. Face to Face Briefing Session

It is a condition of your appointment and a requirement of Returning Officer that you attend a briefing session prior to each poll, regardless of experience. The session will last approximately (insert length of time i.e. 1 hour).

At the session you will be provided with a Polling station staff handbook and a quick guide which you must read before polling day. Please indicate on the Acceptance form (C) which session you wish to attend and ensure that you sign the attendance sheet when you come to your chosen session.

	Session 
	Time
	Date
	Venue

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


8. Eligibility to accept a Polling Staff appointment

The law states that you cannot accept this appointment if you have been employed by, or volunteered on behalf of any permitted participant or political campaign. If you have any doubts as to your eligibility, please contact the election office.

9. Making sure you can vote
The election office have a statutory duty to promote democracy. Ensuring polling staff have arrangements in place to vote is one way of encouraging people to use their democratic right. If you live in (insert area) and are registered to vote in this election your options are one of the following:-

· Vote at the Polling Station – ONLY if you are appointed to the Polling Place where you would normally vote, as indicated on your pollcard

· Vote using a Certificate of Employment - if you are appointed to a Polling Place IN THE SAME WARD other than the one you would normally vote. To do this you must request a ‘Certificate of Employment’ and the elections office will prepare the certificate and provide it to you which will enable you to vote at your allocated polling station. Please advise us by ticking the box on your acceptance form if you require one of these to be prepared, it will be sent to you shortly before the poll. If you are appointed to a polling station in a different ward then you will not be eligible for a certificate of employment

· Vote by Post or Proxy – You may choose vote by post yourself or to appoint someone to vote on your behalf (a proxy) if you cannot attend your own polling station. You can download a postal vote or proxy vote application form from (insert website) or contact the electoral registration officer on (insert tel no) to arrange this. The deadline for applications to vote by post is 5pm on 18 April, or proxy is 5pm on 25 April.

10. Correspondence from the election office

As far as possible, the election office will issue messages to polling staff by email (unless you do not have an email address, we will write to you). It is vital that you ensure your email address is accurate, please check this on the acceptance form and check your email regularly during over the coming weeks to ensure that you receive any messages sent.

Should you need any further information at this point, contact the Elections Officer on (insert tel no) or email (insert email address)
Further information will follow about who you are working with, and for Presiding Officers - venue key holder’s contact details and arrangements for collection of the ballot box, once the Elections Office have received your acceptance form and training is completed.

Yours Sincerely

Depute Returning Officer

Enc(s)
(A) The Scottish Local Government Elections Order 2011 (Sch.1, Rule 27) 
Requirement of Secrecy 

27.—(1) The following persons attending at a polling station, namely—

(a) a returning officer or a member of staff of a returning officer;

(b) a presiding officer or clerk;

(c) a candidate;

(d) an election agent;

(e) a polling agent;

(f) a person attending by virtue of sections 6A to 6D of the Political Parties, Elections and Referendums Act 2000 (representatives of the Electoral Commission and accredited observers),

shall maintain and aid in maintaining the secrecy of voting and shall not, except for some purpose authorised by law, communicate to any person before the poll is closed the information described in paragraph (2).

(2) The information referred to in paragraph (1) is any information as to—

(a) the name of any elector or proxy for an elector who has or has not applied for a ballot paper or voted at a polling station;

(b) the number on the register of electors of any elector who, or whose proxy, has or has not applied for a ballot paper or voted at a polling station; or

(c) the official mark being used in accordance with rule 16(1).

(3) ……….

(4) No person shall—

(a) interfere with or attempt to interfere with a voter when the voter is recording the voter’s vote;

(b) otherwise obtain or attempt to obtain in a polling station information as to the candidate for whom a voter in that station is about to vote or has voted;

(c) communicate at any time to any person any information obtained in a polling station as to the candidate or candidates for whom a voter in that station is about to vote or has voted, or as to the number or other unique identifying mark 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 the name of the candidate or candidates for whom the voter has or has not voted.

(5) ………..

(6) No person having undertaken to assist a voter with disabilities to vote shall communicate at any time to any person any information as to the name of the candidate or candidates for whom that voter intends to vote or has voted, or as to the number or other unique identifying mark on the back of a ballot paper given for the use of that voter.

(7) No person may publish before the close of the poll — (a) any statement relating to the way in which voters have voted in the poll where that statement is (or might reasonably be taken to be) based on information given by voters after they have voted; or

(b) any forecast or estimate as to the result of the election which is (or might reasonably be taken to be) based on information so given.

(8) If a person acts in contravention of this rule that person shall be liable on summary conviction to a fine not exceeding the amount specified as level 5 on the standard scale or to imprisonment for a term not exceeding three months.

(9) In this rule— (a) a voter with disabilities is a voter who has made a declaration under rule 35 that the voter is so incapacitated by blindness or other disability or by inability to read, as to be unable to vote without assistance;

(b)“publish” means make available to the public at large (or any section of the public), in whatever form and by whatever means; and

(c) the reference to the result of the election is a reference to the result of the election either as a whole or so far as any particular candidate or candidates at the election are concerned.

(10) The returning officer shall make such arrangements as are reasonably practicable to ensure that every person attending a polling station and every person attending at the counting of the votes has been given a copy of these provisions.

(11) But these arrangements shall not apply to—

(a) a person attending the polling station for the purpose of voting;

(b) a person under the age of 16 years of age accompanying a voter;

(c) a person assisting a voter with disabilities to vote; or

 
(d) a constable on duty at a polling station or at the count.

(Amended 2016)

(B)
	[image: image1.jpg]



	DEMOCRATIC SERVICES

JOB DESCRIPTION & PERSON SPECIFICATION


	(1)
JOB IDENTITY

	POST TITLE:
Presiding Officer PO1 (Temporary)
LOCATION: 
As assigned at each election

REPORT TO: 
Elections Officer/Depute Returning/Counting Officer

RESPONSIBLE FOR: Polling Clerk(s)/Presiding Officers at their Polling Place

GRADE: Pay as per Scale of Charges and Fees for the poll



	(2)
JOB PURPOSE 

	To manage and run the Polling Place to which they are assigned on polling day and to oversee the work of the Polling Clerk assigned to them and coordinate with the Presiding Officers of the other polling stations within the Polling Place as necessary and to ensure that voters are able to cast their vote in secret, free from influence and in a calm atmosphere.


	(3)
MAJOR TASKS AND DUTIES

	3.1. Participate in training provided by the Elections Office for the current election.

3.2. To collect the ballot box and contents the day before the poll at the assigned time and to keep secure overnight.

3.3. To arrive at the polling station at 06.30am to ensure that the polling station is laid out and opened promptly at 7am, and remain until approx. 30 minutes after the poll closes at 10pm ensuring the completion of paperwork and dismantling of the station.

3.4. Organise the general layout of the Polling Place and their polling station and liaise with the Caretaker/ keyholder of the building to gain entry and close up.

3.5. Observe and enforce the requirement for secrecy and security of the Polling Place and act impartially at all times.

3.6. Keep the polling station neat and tidy at all times and ensure that all signs and notices are clearly visible and remain in place.

3.7. Observe all Health and Safety arrangements and be aware of manual handling.

3.8. Ensure that access points are kept clear and are made available to those with special requirements.

3.9. Ensure the proper procedure for voting is followed, that the Corresponding Numbers List (CNL) is marked correctly and to deal with special procedures for voting, including the asking of prescribed questions.
3.10. Ensure that the ballot papers have an official mark and unique identifying mark on each paper.

3.11. Instruct and supervise the work of the Poll Clerk(s)/Information Officer where appointed.

3.12. Provide assistance to voters, where required, treating all electors with courtesy and respect.

3.13. Maintain order in the polling station and to immediately notify the Returning/Counting Officer of any incidents.

3.14. Deal with Agents, managing the attendance of those whom are entitled to be present and ensure that they do not interfere with the election process and secrecy of the poll.

3.15. Receive any postal votes handed in by electors and pass to Returning/Counting Officer’s representatives as required, completing the necessary paperwork.
3.16. To co-ordinate with, any other Presiding Officer(s) at the station as required.

3.17. To supervise the issue of, account for and be responsible for, all ballot papers, issued and un-issued.

3.18. To complete and return the ballot paper account at the close of poll to the count centre or nominated collection point.

3.19. To deliver the ballot box and paperwork immediately following the close of poll to the count centre or nominated collection point.

3.20. Comply with any instructions issued by the Returning/Counting Officer or his office and heed advice of the Polling Place Inspector

The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job. It is not an exhaustive list of all detailed duties.


	(4)
REPORTING RELATIONSHIPS
This job is indicated by *

	Returning/Counting Officer

|

Deputy Returning/Counting Officer

|

Elections Officer

|

Presiding Officer PO1*

|

Presiding Officer (where present)

|

Polling Clerk


	(5) PERSON SPECIFICATION

	Personal Qualities

Ability to maintain and run efficiently a polling station and a polling place

Ability to co-ordinate with other appointed staff at the polling place

Effective communication skills 

Ability to explain procedures in relation to the use of forms to staff

High level of personal presentation

Ability to present a responsive, enthusiastic and competent image.

Ability to complete ballot paper account accurately

Good attention to detail

A basic understanding of the voting process.

Experience:

Familiarisation of voting procedure.

Previous experience of working as Presiding Officer on at least 2 occasions

Education / Qualifications:

A good standard of education

The ability to complete accurately ballot paper account(s) and Corresponding Number Lists

Organisational / supervisory background

No formal educational qualifications are needed

Other Requirements:

Use of car able to carry at least 3 ballot boxes

Flexibility

Must be able to sit for long periods on polling day at station

Must not have worked in support of a candidate at the election whether paid or unpaid.
Must not have worked in support of a referendum campaign whether paid or unpaid.

To complete a statement of secrecy on employment with regard to the relevant section of legislation for that election. 

Refreshments and meals are to be taken without leaving the polling station.

Must not wear colours that might call into question impartiality. e.g. party colours


ADMINISTRATION ONLY

	Author: Elections Officer
	Validated By DRO
Date :  Jan 2017
	Review Date due: 
February 2019


Poll Staff Acceptance Form (C)


POLL – PO1 («PSNo»)
LOCAL GOVERNMENT ELEC TION on Thursday 4 May 2017
PS no. («PSNo») - «PP»
«Position» - «FirstName» «LastName» 
	I will attend the following briefing session: (Tick one)

	
	xxxxxxxxxxxxxx
	
	xxxxxxxxx

	
	xxxxxxxxxxx
	
	xxxxxxxxxxxxxxxxx

	
	xxxxxxxxxxxxxx
		

	

	
	I would like a Certificate of Employment prepared as I wish to vote in person at the Polling Station at which I am employed. I do not have an existing proxy or postal vote and I am registered to vote in (insert Area).

	By signing this, I accept appointment as «Position» on the terms and conditions detailed in the letter dated 26 January 2017 from the Depute Returning Officer for the (Insert Council Name) local government area. I confirm that I have received a copy of the relevant provision of legislation with regard to the ‘Requirement for Secrecy’ and that I have and will not worked or volunteered in support of a political or candidate’s campaign.



	Signature:
	
	Date:            /           / 2017


	Name and Address:
	«Title» «Firstname» «Lastname» 

«AddressLine1», «AddressLine2», «AddressLine3», «AddressLine4», «Postcode»

	Telephone No. 
	«Telephone_No»

	Alternative Telephone No.:
	«Telephone_No_2»

	Mobile Phone Number:
	«Mobile_No»

	Email
	«Email_Address»

	Payroll No.
	

	Council Dept. 
	«Council_Department»

	Car registration No. 

(must be provided)
	


Note:  Before signing this acceptance, employees of (insert Council Name) will require the prior approval of their Head of Department or Line Manager to be absent from work using leave to undertake election duties. 

By signing this form, I give my consent to the personal information noted above being used by (insert Council Name) for the purposes of recruitment, allocation and payment of staff in regard to temporary referendum related duties. I also agree that this information may be passed by (insert Council Name) to supervisors (name, telephone and email only) during the election periods and also to Payroll and the HMRC for the purposes of tax/payment for elections work undertaken. 

Data Protection: This information will be stored and used only for the purpose for which it is collected. Your entry on the database will be updated or removed, at request, either during the canvass of elections staff or by providing notice in writing to the address below. (insert Council Name) will process your information fairly and lawfully and in accordance with the Data Protection Act 1998.

Asylum and Immigration Act: 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 Returning Officer for elections. By accepting an appointment you are offered you are confirming that you eligible to work in the UK.
! RETURN BY (insert date)
	(D) Expenses Claim Form (Elections)
	Poll
	Local Government Election – 4 May 2017
	
	! Please ensure you complete each ‘leg’ of your journey - Examples shown below. 
Complete the left hand table only with your car registration, journey and claim details and attach any tickets or receipts.

Forms MUST be returned by Friday 19 May


	Employee 
	«Firstname» «Lastname»
	Post
	(«PSNo») «Position» 
	
	

	Address
	«AddressLine1», «AddressLine2», «AddressLine3», «AddressLine4», «Postcode»
	
	

	Car reg:
	
	Description of Journey
	
	
	

	Date
	Purpose of Journey 

(e.g. collect ballot box, training, deliver ballot box, travel to polling station)
	From
	To
	No. of miles claimed
	
	

	e.g. 10/05/14
	Collecting Ballot box
	HOME
	ELGIN TOWN HALL
	11
	
	OFFICE USE ONLY

	e.g. 10/05/14
	Collecting Ballot box
	ELGN TOWN HALL
	HOME
	11
	
	
	BUDGET

	e.g. 10/05/14
	Going to Polling Station
	HOME
	SEAFIELD SCHOOL
	5
	
	
	GROSS
	VAT
	CC
	MC

	
	
	
	
	
	
	TAXABLE MILEAGE
	
	

	
	
	
	
	
	
	
	
	1304
	EL02

	
	
	
	
	
	
	NON TAXABLE MILEAGE 
	
	

	
	
	
	
	
	
	
	
	1304
	EL02

	
	
	
	
	
	
	OTHER EXPENSES
	
	

	
	
	
	
	
	
	
	£
	£
	1304
	EL02

	
	
	
	
	
	
	PAYROLL NO:
	
	
	
	
	
	
	

	
	
	
	
	
	
	Authorised
	

	
	
	
	
	
	
	Date
	                 /               /   2017

	SUBSISTENCE/PARKING   (Please ensure that you attach parking receipt or ticket to your claim)
	
	Designation
	EO  / DRO

	Date
	Item Claimed
	Cost
	
	Please return this form, sealed in an envelope to: 

Elections Officer, (insert Council Name), Council Office, (insert address) 
For queries contact (insert name), Elections Officer on (insert tel no) or email (insert email address)


	e.g. 10/05/14
	Car parking fee when collecting ballot box
	£1.00
	
	

	
	
	£
	
	

	
	
	£
	
	

	
	
	£
	
	

	
	
	£
	
	

	I certify that the number of miles claimed above have necessarily and actually incurred and a valid driving licence and appropriate motor vehicle insurance for business purposes is held by me.
	
	

	Signature
	
	Date:
	           /              / 2017
	
	


