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Introduction

We have developed the following templates to support EROs in working towards meeting those performance standards that require plans to be provided as evidence of meeting the standard: 
1.  Canvass plan

2.  Rolling registration plan

3.  Integrity plan

4.  Public awareness strategy

This document constitutes the rolling registration plan. The other template plans can be downloaded as separate documents from our website, or as a consolidated booklet containing all of the templates. They can be accessed here: www.electoralcommission.org.uk/guidance/resources-for-electoral-administrators/electoral-registration/managing-electoral-registration-services
The templates are not designed as off-the-shelf materials, but rather provide a starting point for EROs to develop their own canvass, rolling registration, integrity and public awareness plans and strategies. In doing this, EROs should also consider our guidance contained in Managing electoral registration in Great Britain: guidance for Electoral Registration Officers.  

2  Rolling registration plan 

To meet performance standard 9: Planning for rolling registration and the annual canvass, the ERO must have a written plan. While this template covers rolling registration only, template 1. Annual canvass plan, can be used as a basis for the annual canvass plan also required in order to be able to meet the requirements of performance standard 9. 
All plans should cover:

· clearly defined objectives and success measures

· risks – identification and mitigation

· recruitment of temporary/permanent staff

· identification of financial and other resources

· evaluation plan

By building into the plan a policy for checking other records to verify entries on the register, this plan can also be used as part of the evidence required to demonstrate meeting performance standard 1: Using information sources to verify entries on the register of electors and identify potential new electors.

To be above performance standard 3: House-to-house enquiries, EROs must plan for house-to-house enquiries throughout the year. This planning could be incorporated into the rolling registration plan, which could form part of the evidence required to demonstrate being above that standard.

Rolling registration plan

Resources 

It is important to consider the budget that will be available to the ERO to conduct rolling registration early on in the planning process. Financial and other resources will need to be identified and compared against planned activities and expenses. This will highlight where any additional resources are required, allowing a business case to be made for any necessary additional expenses, setting out why they are needed in order to help the ERO to meet their statutory duties.

	
	
	Projected cost
	Budget available
	Need for business case? (√)
	Outcome of business case
	Final budget available
	Actual cost

	Employee costs
	Core team
	
	
	
	
	
	

	
	Temporary staff
	
	
	
	
	
	

	
	Recruitment
	
	
	
	
	
	

	
	Training
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Premises related
	Additional room hire
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Supplies and services
	Equipment
	
	
	
	
	
	

	
	Design and printing
	
	
	
	
	
	

	
	Distribution
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Support services
	IT support
	
	
	
	
	
	

	Other 
	Publicity/outreach
	
	
	
	
	
	

	
	Insurance
	
	
	
	
	
	


Project summary

Before allocating individual tasks, it is helpful to describe general roles and responsibilities, as well as agreed policies. This document can then be used to inform a more detailed task-based plan (see the Deliverables and tasks template below).
The Section 9A duty to take necessary steps to maintain the electoral register applies not just at canvass time but all year round and consideration will need to be given to how this duty will be met.

The project summary should include:
· Objectives and success measures (should be linked to the Deliverables and task list below)

· General roles and responsibilities
· Policy for encouraging electoral registration and capturing new residents throughout the year
· Policy for reviewing register entries: e.g. details of records to be inspected and when; summary of formal review procedures

· Policy for dealing with objections to a registration application or a register entry 

· Policy for maintaining the property database: e.g. periodic checks of Council Tax and planning databases, LLPGs/CAGs, etc…

· Policy for printing of forms: e.g. in-house or contracted out?
· Policy for recruitment and training of staff 

Deliverables and tasks

Once the overall project summary has been drafted and objectives identified, individual tasks can be planned for and allocated. It is helpful to structure your tasks according to your main deliverables. Sample deliverables are listed in the template below.  

	Deliverables
	Tasks
	Responsible officer(s)
	Timelines (recurrent or date-specific)
	Completed on (date)

	
	
	
	Frequency (daily/weekly/monthly)
	Start - finish
	if set start-finish dates

	Learn lessons from evaluation
	e.g. Carry out evaluation and take corrective actions as appropriate (see Review template below)
	
	
	
	

	
	
	
	
	
	

	Identify and manage risks
	e.g. Check business continuity plans and risk registers (see below for a template risk register)
	
	
	
	

	
	
	
	
	
	

	Allocate sufficient resources
	e.g. consider the budget that will be available and compare against planned activities and expenses (see Resources template above)
	
	
	
	

	
	
	
	
	
	

	Recruit and manage staff effectively
	e.g. Draft job descriptions, appointment letters and contracts.
	
	
	
	

	
	
	
	
	
	

	Provide training to all staff involved in registration
	e.g. Arrange refresher training sessions
	
	
	
	

	
	
	
	
	
	

	Raise public awareness of registration
	e.g. Draft and implement participation strategy (see template 4. Public awareness strategy)
	
	
	
	

	
	
	
	
	
	

	Accurately process all rolling registration and absent vote applications received 
	e.g. Put in place quality checking mechanisms
	
	
	
	

	
	
	
	
	
	

	Identify residents who are not registered and contact them
	e.g. Check other records, e.g. Council Tax records
	
	
	
	

	
	
	
	
	
	

	Maintain integrity of the register - keep entries under review and remove entries where appropriate
	e.g. Check other records, e.g. Council Tax records
	
	
	
	

	
	
	
	
	
	

	Publish notice of alteration
	e.g. Print data
	
	
	
	


Risks and mitigation
Defining the level of impact and likelihood of risk
The risk assessment grid

	Impact



	Likelihood
	High (3)
	Medium (2)
	Low (1)

	High (4) (certain) 
	
	
	

	High (3) (probable)
	
	
	

	Medium (2) (possible)
	
	
	

	Low (1) (unlikely)
	
	
	


The risk assessment process requires a subjective judgement to be made on the potential impact and likelihood of the risks identified in the risk register. When this is completed the likelihood should be multiplied by the impact to provide a rating for each risk.    For example:-

	Risk description
	Likelihood
	Impact
	Rating
	Contingency/action
	Responsible 

officer
	Review

date

	Unable to appoint sufficient staff 
	2
	3
	6
	Make business case for numbers of staff required. Liaise with HR staff regarding the relevant policies and procedures. Seek advice from professional networks and from neighbouring / similar authorities.
	
	


If it is assumed that the inability to appoint sufficient staff could be a possible risk and the impact high, then the overall rating would be six.  This total would then be arranged in order with the highest risks scoring twelve i.e. likelihood certain (4) x impact high (3) = 12.
	No.
	Risk description
	Likelihood
	Impact
	Rating
	Contingency / action
	Responsible officer
	Review date

	Planning and finance

	
	e.g. Insufficient budget to cover duty under Section 9A to take necessary steps.
	
	
	
	e.g. Identify the resources required (see template above) and make a business case for the necessary funding to be able to meet the statutory duty.
	
	

	
	
	
	
	
	
	
	

	Staffing

	
	e.g. Staff don’t understand the registration process or their role
	
	
	
	e.g. Train all staff and provide guidance notes. Supervise and monitor work of permanent staff as part of the performance appraisal process.
	
	

	
	
	
	
	
	
	
	

	Contractors

	
	e.g. Printing errors on forms
	
	
	
	e.g. Quality checking of proofs/data
	
	

	
	
	
	
	
	
	
	

	Technical problems – hardware / software

	
	e.g. Computer failure
	
	
	
	e.g .Robust back-up procedures for data. Disaster recovery plan.
	
	

	
	
	
	
	
	
	
	

	Accuracy and completeness of register

	
	e.g. Properties not identified and missing from the database
	
	
	
	e.g. Put in place processes to regularly update the property database. Inspect relevant council records.
	
	

	
	
	
	
	
	
	
	

	Electoral integrity

	
	e.g. Suspicious registration forms received
	
	
	
	e.g. Consult integrity plan (see separate template below).

Brief staff processing forms on checking procedures.

Where ERO has doubts about a particular application, undertake the following procedure:
· Request further information from the applicant. If in doubt about the age or nationality, require the applicant to provide evidence as to age and nationality.
· Order a hearing of the application if not satisfied with information/evidence received. 

Minimise handling of forms, seal in a plastic envelope so details can be seen without touching the form.  

Contact police SPOC and Electoral Commission. 


	
	


Dependencies and contact details

Rolling registration is dependent on the following internal and external service providers:

	
	Department/ Service/ Company/
	Contact name
	Phone number
	Email address

	Internal service providers
	e.g. IT support team, Print services, HR…
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	External service providers
	e.g. software supplier, hardware supplier, printers, specialist stationery suppliers…
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Evaluation

This template can be used to inform the evaluation of rolling registration. It should be adapted to ensure that it reflects the project summary, covers the main deliverables and tasks, and assesses whether the stated objectives have been met. The outcomes of this evaluation should be used to inform the future planning of rolling registration.

	
	What worked well
	Objectives met?
	Issues to be addressed
	Action
	To be completed by (date)
	Responsible officer

	Project planning 

e.g. Timeliness of delivery, adequacy of task allocation..
	
	
	
	
	
	

	Staffing

e.g. Recruitment, performance…
	
	
	
	
	
	

	Staff training (temporary and permanent)

e.g. briefing sessions, evaluation,..
	
	
	
	
	
	

	Software performance

e.g. Performance of scanning equipment, identification of any changes required to ease processing,  supplier’s response to any issues…
	
	
	
	
	
	

	Management of contractors

e.g .Performance of contractors, effectiveness of contracts, value for money...
	
	
	
	
	
	

	Processing/handling of queries

e.g. Adequacy of FAQs , complaints recording process…
	
	
	
	
	
	

	Resources

e.g. Adequacy of staffing levels, availability of resources… 
	
	
	
	
	
	

	Registration rates

e.g. Comparative analysis of previous months/years… 
	
	
	
	
	
	

	Use of other records

e.g. Types, frequency and usefulness of records consulted, access to those records…  
	
	
	
	
	
	

	Accuracy of data input

e.g. Error rate, quality checking mechanisms used … 
	
	
	
	
	
	

	Summary of external feedback 

e.g. feedback received via surveys sent to electors
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