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1 Absent voting timetable

1.1 The deadline for changes (including cancellations) to existing absent vote
arrangements (i.e., postal, proxy and postal proxy) is 5pm, 11 working days
before polling day. The deadline for new postal and postal proxy applications is
also 5pm, 11 working days before polling day. The deadline for new proxy
applications (not postal proxy), excluding emergency proxy applications, is
5pm, six working days before polling day.

1.2 Shortly after these application deadlines, the Electoral Registration Officer
will be able to provide you with the absent voters’ lists, i.e., the postal voters’ list,
the postal proxy voters’ list and the list of proxies.

1.3 If you are not also the Electoral Registration Officer, you should liaise
closely with them regarding the transfer of the relevant absent voting data. If
there is a need for exchanging data electronically, you should ensure that a test
of the process is carried out ahead of the first scheduled transfer.

1.4 The legislation also allows for a proxy to be appointed in the case of an
emergency medical condition, illness or disability arising after the deadline for
ordinary proxy applications, subject to the appropriate attestation being
provided. The deadline for emergency proxy applications is 5pm on polling
day. Mental health patients who are detained under civil powers (i.e., who are
not detained offenders) are also entitled to appoint a proxy up to 5pm on
polling day.

absent voting applications is contained in Part G of the Commission’s
guidance manual for Electoral Registration Officers, Managing electoral
reqgistration in Great Britain.

Q General guidance for Electoral Registration Officers on dealing with
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2 Proxy voting

2.1 The Electoral Registration Officer will provide you with a list of all electors
who have, by 5pm, six working days before polling day, appointed a proxy to
vote on their behalf. By law, you must supply Presiding Officers with the relevant
parts of this list of proxies.

2.2 A separate list will contain the details of postal proxies. The law also
requires that the polling station register be marked with an ‘A" against their
name.

Emergency proxies

2.3 If you are not also the Electoral Registration Officer, you should agree with
them a method for communicating any additions to the list of proxies that result
from the granting of emergency proxy applications.

2.4 Whenever an emergency proxy has been appointed, every effort should be
made to contact the appropriate polling station staff to inform them of this,
including by phone, particularly as there is no requirement in law for the proxy to
provide any documentation in order to be permitted to vote.

2.5 Wherever possible, however, the Electoral Registration Officer should
provide the proxy of any voter whose application has been accepted with a letter
authorising them to act as a proxy, which should include details of the person
on whose behalf they are voting. The proxy should then be instructed to take
that authorisation with them when they go to vote and to hand it to polling
station staff. This letter can then be retained with the list of proxies and marked
to show that the proxy has been issued with the ballot papers. You should also,
where possible, issue to the relevant polling station a supplementary list of
proxies, which can be added to the list originally supplied.

2.6 Whatever method is agreed for communicating additions to the list of
proxies on polling day should be covered at the training session for polling
station staff. Further information on training polling station staff can be found in
Part B — Planning and organisation.

2.7 Polling station inspectors may be involved in liaising with the electoral
registration office regarding emergency proxy applications granted on polling
day. If this is the case, you should advise them of the procedures to be followed.

Part G of the Commission’s guidance manual for Electoral Registration
Officers, Managing Electoral registration in Great Britain.

'_\ Further information on emergency proxy applications can be found in
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Limits on numbers of proxies and voting
as proxy

2.8 By law, a person may not have more than one proxy at any time.

2.9 A person is not entitled to vote as proxy at the same GLA election on
behalf of more than two electors who are not close relatives. A person can act
as proxy for any number of the following close relatives: spouse, civil partner,
parent, grandparent, brother, sister, child or grandchild.

2.10 Although a person can be appointed as a proxy by more than two people,
the proxy would be committing an offence if they voted on behalf of more than
two people who are not close relatives.



3 Preparing for the absent
vote processes

3.1 As arequirement to meet performance standard 1a — Planning for an
election, your project plan must include a plan to deliver key electoral
processes, including the management of the absent voting process.

provide the Commission with confirmation that your project plan includes

2 To demonstrate that you have met performance standard 1a, you must
the management of the absent voting process.

Further information on planning for an election can be found in Part B — Planning
and organisation.

3.2 Although the legal responsibility for issuing and opening postal votes rests
with you as the Constituency Returning Officer, borough Returning Officers will
in practice manage the postal voting processes. You will also need to liaise with
the GLRO, particularly in respect of the preparation of the postal ballot packs.

Staffing and training

3.3 Information on staffing postal vote issue and opening sessions and the
training of postal vote issue and opening staff can be found in Part B — Planning
and organisation.

Layout of venues

Guidance on the identification of suitable venues for postal vote issuing
and opening sessions can be found in Part B — Planning and

organisation.

3.4 You should produce layout plans of your issuing and opening venues.
These plans should include the positioning of staff and the equipment needed,
and outline the workflows to be followed. When mapping out workflows, you
should take into account any lessons learnt from previous electoral events. If
your last postal vote opening session is to take place at the verification and
count venue, you should ensure that your count layout plan makes provision for
this.

3.5 Going through the process of producing layout plans will help to highlight
any potential issues prior to the setting up of the venues and will allow for any
modifications to workflow or the positioning of staff or equipment to be made in
good time. Layout plans also contribute towards transparency, as these plans
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can be handed out to anyone entitled to be present in order to help them to
follow what is happening, where and when.

3.6 You should ensure that whatever layout you choose, it is accessible to all
those working on the processes and those entitled to observe them.

3.7 Even if you have outsourced the issuing of postal votes, you should be
satisfied that your contractors have made adequate arrangements to administer
the issue effectively and in a transparent manner. As part of this, you could ask
your contractor for layout plans. These plans would also help to ensure that any
observers present understand the processes that are being followed, and will be
of particular assistance if a member of your staff has been appointed to conduct
spot-checks during the printing, collation and issuing of postal ballot packs. As
a requirement to meet performance standard 3b — [ssuing of postal votes, you
must designate a member of the project team to monitor any outsourced work
and the work to the contractor, specifically attending those parts of the issuing
process that have been contracted out.

Equipment for the issue, receipt and
opening of postal votes

3.8 If you are issuing postal votes in-house, you should ensure that you have
the necessary equipment in place to do so, including:

ballot papers, postal voting statements and envelopes

postal voters’ list and postal proxy voters’ list

stamping instruments (if being used to add the official mark to ballot
papers)

corresponding number list(s)

sets of envelopes for the corresponding number list(s)

statement of postal votes issued

control sheets to document the number of postal votes issued and
despatched

staff signature sheet to check off the staff that attend

labelled trays

fingerettes

assorted stationery, such as pens, pencils, bulldog and paper clips,
rubber bands, adhesive tape and rulers
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3.9 You must, by law, provide a ballot box for the covering envelopes returned
by postal voters (the ‘postal voters’ ballot box’) and for the postal ballot papers
(the ‘postal ballot box’).

3.10 At each opening session, you are also legally required to provide
receptacles for the following:


http://www.electoralcommission.org.uk/__data/assets/pdf_file/0016/142009/Part-A-Returning-Officer-role-and-responsibilities-GLA.pdf

1 rejected votes (one for those that have not been subject to the personal
identifier verification and a separate receptacle for those that have)

1 postal voting statements for those that have been subject to the personal
identifier verification

1 ballot paper envelopes

1 rejected ballot paper envelopes

3.11 In addition, you should also consider what other equipment you will require
at the opening of postal votes, and ensure that it is in place and tested in
advance. This should include:

scanners
extension leads

printer

projector and screen
laptop

rejected stamp and pad
assorted stationery
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Options for delivering postal ballot
packs

3.12 You will need to put in place arrangements for the delivery of postal ballot
packs. By law, you have a choice of two methods:

i by hand
i by post

3.13 Whichever method you choose, you should ensure that the necessary
activities arising out of the decision are identified, planned for and taken
forward.

By hand

3.14 If you decide to deliver postal votes by hand, you should plan for how this
will work in practice. You should appoint sufficient staff to enable the delivery of
postal votes to be completed within the same timeframes as would be achieved
by delivering them using second class post, i.e. within three working days,
including Saturdays. You should also have in place a mechanism for monitoring
the delivery of postal ballot packs, with a view to ensuring that they have been
delivered across the whole of the local authority area and to agreed timeframes.
This may include requiring delivery staff to fill in log sheets, having supervisors
carry out spot-checks, and monitoring any unusually low returns of completed
postal ballots by polling districts.



By post

3.15 By law, you may use Royal Mail or any other commercial delivery firm for
the delivery of postal votes. In either case, you are legally required to deliver the
envelopes to postal voters with some form of receipt to be endorsed by the
Royal Mail or delivery firm. You should obtain proof of postage when delivering
postal votes by post and have in place a mechanism for monitoring the delivery
of postal ballot packs, with a view to ensuring that they have been delivered
across the whole of the local authority area and to agreed timeframes. If
possible, you should have arrangements in place to track deliveries in order to
assist with responding to any enquiries from electors regarding the delivery of
their postal ballot pack.

3.16 If you are posting postal ballot packs, you should liaise regularly with either
Royal Mail or the commercial delivery firm you have contracted, including to
discuss any delivery issues.

3.17 If you are using Royal Mail to deliver your postal votes, you should put in
place arrangements for the relevant licenses and Business Reply numbers as
soon as possible and confirm that your proposed stationery meets their
specifications in order to avoid any potential delays at the time when your postal
ballot packs are due to be distributed to electors. If you are using a commercial
delivery firm, you should make similar arrangements as appropriate.

3.18 If you are using Royal Mail to deliver your postal votes, you should ensure
that you have an up-to-date copy of Royal Mail’s best practice guidance on
postal voting, Manaqging Postal Voting.

Issuing postal votes to overseas addresses

3.19 Postal ballot packs that are to be sent overseas (including, for example, to
service voters) must, in order to meet performance standard 3b, be prioritised in
order to allow as much time as possible for the ballot pack to reach the elector
and to be completed and returned. As part of your preparations for the issue of
postal votes, you should agree with your printers a process that will enable you
to do this.

3.20 Postal votes going overseas should be sent via air mail (or by the British
Forces Post Office for relevant service voters) in order to allow the maximum
possible time for postal votes to be received, completed and returned. Postal
ballot packs to be sent overseas should be sorted and identified to the malil
service provider so that they can be sent by the appropriate mail service.

3.21 You should liaise with Royal Mail about the cost of postage for sending

items overseas in order to ensure that postal ballot packs are posted with the
correct outgoing postage. There is no requirement for pre-paid postage to be
included on the return envelope if the address provided by the elector for the
postal ballot pack to be sent to is outside the UK.


http://www.royalmail.com/royal-mail-you/public-sector
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3.22 Where it may not be realistic for a postal ballot pack to be despatched,
completed and returned before the close of poll, the Electoral Registration
Officer should consider advising the elector to appoint a proxy as an alternative.
It is, of course, the choice of the elector as to which method of voting they
prefer, but it is important that electors are fully advised of the circumstances
surrounding their choice so that they can make an informed decision.

Issuing postal votes to anonymous electors

3.23 Postal ballot packs sent to anonymously registered electors must, by law,
be sent in an envelope or covering that does not disclose that the elector is
registered anonymously. You should therefore send postal ballot packs to
anonymously registered electors in a plain outgoing envelope. By law, the postal
voting statement must also omit the elector’'s name. As part of your preparations
for the issue of postal votes, you should agree with your printers a process that
will enable you to do this. The Electoral Registration Officer’s records of granted
applications will include the address to which the anonymous elector has
requested that their postal vote should be sent.

Number and timing of postal vote
opening sessions

3.24 You must, as a requirement to meet performance standard 3¢ — Receiving
and opening postal votes, identify the number and timing of your postal vote
opening sessions and make arrangements for these as necessary. The number
of postal vote opening sessions you will require will depend largely on the total
number of postal voters that you have and your estimated turnout of postal
voters. Your turnout estimate should be based on the assumption that the
turnout of postal voters will not be less than the turnout of postal voters at the
last GLA election. The resources you have available to conduct these
processes, including numbers of staff and size of venue, will also be a relevant
consideration.

provide the Commission with the scheduled dates of your postal vote

2 To demonstrate that you have met performance standard 3c, you must
opening sessions.

3.25 Your first opening session should be held within a couple of days of your
first issue. Even if you have not received a high number of returned postal votes
by then, you should still conduct a session at that time and take the opportunity
to test your equipment and assess your workflows under real conditions. After
this first session you should gauge whether your estimate of the number of
postal vote opening sessions required is sufficient or whether it will need to be
revised. There is nothing in law that prevents the opening of postal votes being
carried out on a Saturday, Sunday or bank holiday, and indeed you may wish to
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consider doing so, particularly if additional postal vote opening sessions are
found to be required.



4 Production of postal vote
stationery

Corresponding number lists

4.1 You are under a legal obligation to produce a corresponding number list to
be used at postal vote issuing sessions. The corresponding number list is
prescribed and must contain the ballot paper number and unique identifying
mark of all ballot papers.

Producing the postal voting stationery

4.2 You will need to decide whether the production of postal voting stationery
and the issuing of postal votes will be carried out in-house or outsourced. You
should not automatically assume that outsourcing is your best option when it
comes to producing and issuing postal ballot packs. Any decision to outsource
should be taken as part of an assessment of the costs, risks and benefits.

4.3 To meet performance standard 1a, you must include in your project plan
an assessment of the need to outsource and, if outsourcing is considered
appropriate, the management of contractors and suppliers and the
development and management of contracts. Guidance to support you in
deciding whether or not to outsource, and on the procurement process and the
management of contractors and suppliers if you do decide to outsource, can be
found in Part B — Planning and organisation.

4.4 If you are outsourcing postal vote production, you should ensure that your
software is able to produce a data file that your printers can use to produce the
materials to the specification required. At an early stage in discussions with
suppliers you should address in what format you will supply the data and in
what format they will send you any proofs, and this should be included in your
specification and contract.

4.5 You should conduct a test-run by submitting sample data to the printers in
advance of ‘live’ data being submitted. This will also enable pre-proofs to be
developed, so that it is clear which part of the data should go where on the
postal voting statement and envelopes.

4.6 As arequirement to meet performance standard 3a — Producing postal
vote stationery, a process must be in place for proof-checking postal vote
stationery. You should also have in place arrangements to check the actual
stationery being produced, which will highlight if any of the signed-off proofs
have been inadvertently altered.
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provide the Commission with confirmation that arrangements for proof-

2 To demonstrate that you have met performance standard 3a, you must
checking postal vote stationery are in place.

4.7 Electoral registration data held by the contractors should be destroyed as
soon as possible after polling day. A written undertaking should be produced for
contractors to sign confirming this. It should state that the contractor
understands that information from the full electoral register cannot be disclosed
at any time, confirming that they will not disclose data to any unauthorised party
and that, after the election, they will return any discs and paper records provided
to them and securely destroy any other electronic or paper copies of the data.

Contents of postal ballot packs

4.8 You are legally required to send all eligible postal voters a postal ballot
pack.

4.9 By law, postal ballot packs need to include the following:

an outgoing envelope

return envelopes: envelope ‘A’ (the ballot paper envelope) and envelope
‘B’ (the covering envelope for the return of envelope ‘A’ and the postal
voting statement)

the ballot papers

a postal voting statement

)l
)l

)l
)l

4.10 To comply with legislation, you will also need to issue to those entitled to
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