Part B — Planning
and organisation

Greater London Authority elections:
guidance for Returning Officers




Translations and other formats

For information on obtaining this publication in another language or in a large-print
or Braille version please contact the Electoral Commission:

Tel: 020 7271 0500
Email: publications@electoralcommission.org.uk



mailto:publications@electoralcommission.org.uk

Contents

1 Planning for an election..............cooii i 1
PrOJECT PlaN ... 1
RISK TEGISTEI ... 2

2 A NG e 3
PrOJECT 1AM ... 3
SUPPOI SEA.... 4
Staff for specific election ProCESSES ......ovvviiiiiiiii e, 4

3 TrAINING e 10
Presiding Officers, Poll Clerks and polling station inspectors........................ 10
Postal vote issue and opening staff................cccoooii 11
Verification and count staff.............ccooii 12

A VEINUES ... 13
POIlING StAtIONS ... 13
Postal vote issue and OPeNiNg VENUES .........ooiiiiiiiiiiiiiceceee e, 15
Verification and COUNE VENUE ...........cooiiiiiiiiiiiie e 15

5 Managing contractors and SUPPliers..........ccoooeeviiiiniiiiiiiie e 16
PrOCUIEIMENT. ... .o 16
Contract ManagemMENT ...t 17

6 Maintaining the integrity of the election..............c.....coi i, 19
OffBNCES. o 19
SECUNILY . 20

7 RaiSING @WAIENESS ...t 21
INfOrmMation t0 €IECTOIS ... .vviiiii 21

8 Accredited observers and Commission representatives..................... 23



1 Planning for an election

Project plan

1.1 As a requirement to meet performance standard 1a — Planning for an
election, you must prepare a project plan, treat it as a ‘living document’ and
keep it under regular review, using it to monitor progress and to inform the
development of your lessons learnt report.

provide the Commission with confirmation that your project plan includes

all of the criteria as outlined in performance standard 1a. Further
guidance on each of the criteria is provided throughout this part of the
guidance.

2 To demonstrate that you have met performance standard 1a, you must

The Greater London Returning Officer will require all Constituency and Borough
Returning Officers to provide him with a copy of their project plan.

1.2 Before starting your detailed planning, you should set out what you want to
achieve and what success would look like. As a requirement to meet
performance standard 1a, your project plan must include clearly defined
objectives and success measures.

1.3 If you have not already done so, you should conduct a review of previous
electoral events to identify what worked well and what did not, which should
assist with informing your planning. Further guidance on reviewing election
procedures can be found in Part  — After the declaration of results.

1.4 As arequirement to meet performance standard 1a, your project plan for
this election must include a plan to evaluate procedures post-election and
identify lessons learnt. In addition, as a requirement to meet performance
standard 5b — Review of election procedures, at the next election, you must
produce a lessons learnt document.

1.5 Your project plan must, as a requirement to meet performance standard
1a, cover contingency planning and business continuity arrangements. The
continuity arrangements should include provisions to cover loss of staff and loss
of venues during the election period. Guidance on developing continuity
arrangements for these specific processes is provided in the relevant sections
throughout this part of the guidance.

1.6 As arequirement to meet performance standard 1a, your project plan
must also identify the resources required. You should take all necessary steps to
ensure that you have the resources you need to enable you to discharge your
functions.
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1.7  The Commission has published a timetable containing the statutory
deadlines as set out in the election rules which can be used to assist you in your
planning.

Risk register

1.8 As arequirement to meet performance standard 1a, you must prepare a
risk register, treat it as a ‘living document’ and keep it under regular review,
using it to monitor the risks and document any changes in risk, as well as
ensuring that mitigating actions are identified and are being taken forward as
appropriate.

provide the Commission with confirmation that your risk register identifies

2 To demonstrate that you have met performance standard 1a, you must
the following, as outlined in performance standard 1a:

1 Any difficulties and problems that may occur, and the actions taken to
mitigate them.

1 The seriousness of any risk by indicating both the likelihood of the risk
occurring and the impact of the risk if it did occur.

The Greater London Returning Officer will require all Constituency and Borough
Returning Officers to provide him with a copy of their risk register.
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2 Staffing

2.1 As arequirement to meet performance standard 1a — Planning for an
election, your plan must include identification of staffing requirements, including
any necessary recruitment arrangements. It is essential that you identify the staff
you will need and make the necessary appointments at the earliest opportunity.

2.2 You should seek advice from your council’s human resources department
as necessary to ensure that the methods used to identify, recruit and employ
staff are robust and comply with all legal requirements.

2.3 Following an assessment of the performance of staff used at previous
electoral events, you may wish to write to staff used previously at an early stage
in the planning process to check their availability.

Project team

2.4 You should establish a project team to support you in carrying out your
functions and in delivering a well-run election. In addition to yourself, your
project team should include:

1 any appointed deputies

1 other electoral services staff members

i where you are not also the Electoral Registration Officer, the Electoral
Registration Officer

2.5 Your project team should also include any other key personnel as
appropriate.

2.6 The project team should have a clear remit and understanding of the tasks
to be carried out. At the planning stage, a schedule of meetings should be
prepared, and a record of each meeting should be kept as an audit trail of what
was discussed and of any decisions made.

Deputies

2.7 You should put in place deputy arrangements in case you are unable to
act personally as Returning Officer. You will need to ensure that any deputies
appointed have the skills and knowledge required to carry out the functions that
they have been assigned. You are required, by law, to make the appointment in
writing and to include details of the functions that the deputy is authorised to
exercise on your behalf. The acceptance should also be made in writing.
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Electoral services staff

2.8 Electoral services staff, with their experience of running elections, should
be part of the project team. You should assess whether the electoral services
team is adequately staffed or whether you will need to recruit any additional staff
to support the effective delivery of the election.

The Electoral Registration Officer

2.9 You will need to closely liaise with the Electoral Registration Officers in your
constituency to obtain the relevant registration and absent voting data. If there is
a need for exchanging data electronically, you should agree dates for the
exchange of data and ensure that a test of the process is carried out ahead of
the first scheduled transfer.

2.10 The Electoral Registration Officer should consider whether they will need
any additional support staff to assist with the processing of registration and
absent vote applications in the lead-up to the election.

Support staff

2.11 You should identify and ensure staff are available to assist with any public
enquiries you may receive in the run-up to the election. You should set up a
dedicated team (or train front reception or call centre staff) to deal with a range
of basic enquiries, such as questions about whether or not a person is
registered to vote, postal and proxy voting and the location of polling stations.

2.12 Any staff who will be dealing with public enquiries should receive training
to deal with such enquiries and be provided with responses to frequently asked
questions, as well as a list of the locations of polling stations and key dates in
the election timetable. A process should be in place for the escalation of more
complex enquiries to the electoral services team.

Staff for specific election processes

2.13 As well as establishing your project team, you will need to appoint staff to
help you undertake the various election processes. You should identify staffing
requirements and put processes in place for recruiting the necessary staff. You
should have access to a database of staff used at previous elections. Staff can
also often be recruited from among council employees: London boroughs are
required by law to put council staff at the disposal of the Returning Officer to
work on the election.



Polling station staff

2.14 You have a legal duty to appoint and pay a Presiding Officer and such Poll
Clerks as may be necessary to attend at each polling station. This cannot, by
law, be any person who has been employed by or behalf of a candidate.

2.15 As a requirement to meet performance standard 2a — Polling station set-
up, you must ensure that when allocating electors and staff to polling stations
you have regard to Electoral Commission guidance.

2.16 The Commission recommends the following ratios (which exclude postal
voters) when allocating electors and staff to polling stations':

A polling station should not have more than 2,500 electors allocated to it.

In addition to a Presiding Officer, there should be one Poll Clerk for polling

stations with up to 1,000 electors.

1 One additional Poll Clerk should be appointed for polling stations with up
to 1,750 electors.

1 One further Poll Clerk should be appointed for polling stations with up to

the maximum of 2,500 electors.

)l
)l

2.17 These ratios are recommended minimum levels: there may be
circumstances in which you wish to employ a higher number of staff.

2.18 It is important that when allocating electors and staff to polling stations the
reasoning behind the decisions on allocation can be explained. You must, as a
requirement of performance standard 2a, be able to provide details of your
approach to allocating electors and staff to polling stations and examples of any
instances where you have taken an alternative approach to that set out in the
Commission’s guidance. Each decision should be taken on a case by case
basis and not for the constituency as a whole.

2.19 In deciding on the allocation of electors and staff to polling stations, you
should consider:

1  expected turnout levels — you should assume that the turnout will not be
less than the turnout at the last GLA election
any particular local circumstances

1
1 anylocal, London-wide or national issues which may affect turnout

' The ratios outlined assume the election is not combined. In the event of a combined election in
addition to a Presiding Officer, there should be one Poll Clerk for polling stations with up to 750
electors and one additional Poll Clerk should be appointed for polling stations with up to 1,500
electors.
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provide the Commission with confirmation that when allocating electors

and staff to polling stations you have had regard to the Electoral
Commission guidance and, where you have taken an alternative approach to
the Electoral Commission guidance, provide an explanation of why that
alternative approach has been taken.

2 To demonstrate that you have met performance standard 2a you must

2.20 There are different options open to you for deploying staff within polling
stations. Your plans should be sufficiently flexible to allow you to deploy staff to
respond to specific issues that may arise throughout polling day.

Example

If you have 1,200 electors allocated to a polling station, you should appoint one
Presiding Officer and two Poll Clerks to that polling station, and decide what
roles the staff at that polling station should carry out.

So, for example:

all three staff could be involved in the issuing process, or

one member of staff could act as an information officer to provide
information to voters and to be available to respond to any questions from
voters, while the other two staff members carry out the issuing process.

)l
)l

Although you should decide on what roles the staff at each polling station
should carry out, it might be necessary to adapt this at different points in the
day, for example, at any particularly busy points. It is therefore essential to retain
flexibility to allow you to adapt to changing circumstances throughout polling
day.

If the polling station is located in a polling place which contains multiple polling
stations, one or more members of staff could be used as an information officer
covering all of the polling stations and to assist with directing voters to the
correct polling station. Also, staff from one polling station in the polling place
could potentially be used to assist staff in another polling station within that
building if required, for example as a result of a high number of voters attending
one of the stations at a particular time when the other station is quiet.

2.21 While appointing ‘stand-by’ staff may not always be practical or feasible
within your budget, you should be able to deploy staff flexibly on polling day to
respond to specific issues that may arise, particularly in the lead-up to the close
of poll.

2.22 You may also consider appointing part-time Poll Clerks to provide
assistance at expected peak polling hours or in the run-up to 10pm. In addition,
you could appoint a team of back-up polling station staff to be deployed at peak
times to specific polling stations or to respond to specific issues that may arise
throughout polling day. If parts of the constituency are not easily accessible, it
may be helpful to have teams positioned in different parts of the area.

6
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2.23 To be able to deploy staff flexibly on polling day, staff will need to be
trained appropriately. Further guidance on training can be found below.

Polling station inspectors

2.24 Polling station inspectors play an important role in the effective
management of the polls, including in dealing with queries and problems arising
at polling stations on polling day. You should make arrangements to appoint
polling station inspectors to visit and inspect polling stations on your behalf on
polling day. You should have at least one polling station inspector for every 15
polling places. Polling station inspectors should ensure that all of their assigned
polling stations are properly set up in such a way as to take account of voter
needs and contribute to the smooth running of the polling station, and are fully
equipped and accessible to all voters.

2.25 The polling station inspector should work with the Presiding Officers and
other polling station staff to identify and deal with any problems arising, and
should escalate any issues to the Returning Officer as appropriate. Polling
station inspectors provide an essential communication link between polling
station staff and the Returning Officer.

2.26 The polling station inspector may be involved in liaising with the electoral
registration office regarding polling day amendments to the register and
emergency proxy applications. In these instances, you should have a process in
place for communicating any changes, and should advise polling station
inspectors of their role in it, if any.

2.27 For initial visits, polling station inspectors should aim to visit all of their
allocated polling stations as quickly as possible in order to be able to re-assure
you that all stations have opened on time and are operating effectively.

2.28 Subsequent visits throughout the day can be used for a variety of
purposes including collecting postal votes, answering any questions that polling
station staff may have, to check that all notices remain properly displayed and to
deliver any missing or additional equipment that is required. Polling station
inspectors should therefore carry with them spare equipment and stationery in
case of any shortages or missing items. This should include polling station
handbooks and quick guides, ballot papers, equipment, stationery and other
items such as forms, envelopes and copies of the register of electors. In some
cases, the polling station inspector may be asked to deliver cheques for the
payment of polling station staff.

2.29 You should provide polling station inspectors with instructions as to their
role and a checklist of tasks that they should carry out.

2.30 Beyond highlighting any issues, completed checklists can also be used to
inform an evaluation of the suitability of polling stations as part of the post-
election review process.



Postal vote issue and opening staff

2.31 You should identify staffing requirements for your postal vote issuing and
opening sessions. The following staff may be required:

1 specially trained supervisory staff
1 clerical staff
1 IT staff

2.32 You should take into account the total number of current postal voters and
projected turnout of postal voters when deciding on your staffing arrangements.
For planning purposes, you should assume that the turnout of postal voters will
be not less than the turnout of postal voters at the last GLA election. Also, your
review of the last electoral event will give you an indication of how robust your
previous staffing assumptions were.

2.33 This assessment may need to be revised after you have received the final
postal voters’ lists from the Electoral Registration Officer. In any event, you
should build sufficient flexibility and contingency into your staffing arrangements
to deal with a last-minute increase in numbers of postal voters, an unexpected
increase in turnout, or varying volumes of postal votes being returned on
different days.

2.34 Even if you decide to outsource all or part of the postal vote issuing
process, you must, as a requirement to meet performance standard 3b —
Issuing of postal votes, designate a member of the project team to monitor
outsourced work and the work of the contractor, and specifically to attend those
parts of the issuing process that have been contracted out. This person should
monitor the work of the contractor, which should include carrying out tasks such
as spot checks to ensure that the postal ballot packs are being correctly
collated and that those postal votes that need to go overseas are being
prioritised. Further guidance on managing contractors and suppliers can be
found in Section 4, below.

2.35 How the verification of personal identifiers is to be carried out, including
how much of this process is automated and how much of it needs to be done
manually, will impact on the numbers of staff you will require for opening
returned postal votes. In order to meet performance standard 3¢ — Receiving
and opening postal votes, you must have arrangements in place to enable the
checking of 100% of postal vote identifiers.

provided in Part D — Absent voting.

Q Further guidance on the postal vote issue and opening processes are
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Count staff

2.36 You should identify the number and type of staff you will require to run your
verification and count, and make the necessary appointments as soon as
possible. As a requirement to meet performance standard 4a — Effective
verification and count processes, you must ensure that appropriate resources
are in place to ensure the verification and count is timely.

To demonstrate that you have met performance standard 4a, you must
provide the Commission with the total number of verification and count
staff.

contained in Part E — Verifying and counting the votes.

Q Guidance on the management of the verification and count processes is
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3 Training

3.1 As arequirement of performance standard 1a — Planning for an election,
your project plan must contain a plan for training which identifies the training
needs of both permanent and temporary staff.

3.2 While training activities for temporary staff may not take place until shortly
before the election, planning for those activities should start at the earliest
opportunity.

3.3 ltis vital that each member of the team, whether permanent or temporary,
understands their particular role and any statutory obligations associated with
the work they are undertaking. All staff should receive training on the legislative
requirements and responsibilities relevant to their role, as well as training on
ensuring equal access and good customer care.

3.4 You should also develop methods of evaluating the training sessions and
materials in order to inform future planning. If you have training personnel within
your local authority they may be able to assist you with this process.

3.5 Training for GLA elections is co-ordinated by London Elects.

Presiding Officers, Poll Clerks and
polling station inspectors

3.6 Presiding Officers, Poll Clerks and other front line staff are frequently the
only members of your staff that voters will meet in person. It is therefore
essential that such staff are trained to understand their role and to perform their
duties professionally and effectively, and are able to provide a high standard of
customer care. It is important for such staff to be able to communicate well with
all voters, and so accessibility issues should be covered in training sessions for
all external facing staff.
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