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1 What is the annual canvass?

The annual canvass takes place every autumn. Its purpose is to obtain the name and address details of every person who should be on the register of electors – the list of those people who may vote at elections and referendums.  
The register of electors is the basis of UK democracy and its accuracy is very important. The electoral register is also used to call people for jury service in England and Wales, and as the base for credit referencing and proof of a person’s identity.
2 Your role as a canvasser

As a canvasser, you will go from door to door of every property you are assigned in order to obtain the necessary details to correctly register all eligible people at the property. You will have to communicate effectively with the people you meet on the doorstep and be committed to achieving the maximum number of accurately completed forms from the properties in your area. 

You will be expected to:

· deliver canvass forms to properties

· personally canvass non-responders

· return forms to the electoral registration office

The timetable for the canvass is set in law, so it is extremely important that you meet all your deadlines for delivering forms, knocking on doors and delivering forms back to the electoral registration office. It is vital that you let the electoral registration office know as soon as possible if any circumstances arise that may affect your ability to meet these deadlines.
It is important that you attend briefing sessions organised by the Electoral Registration Officer to ensure that you are aware of the correct procedures and, if you have canvassed previously, of any changes for this year’s canvass.
Delivery of the canvass forms to properties
The electoral registration office will tell you when and where you can collect the canvass forms for your area. You should study the area you are going to canvass and make sure that you give yourself enough time to deliver all the forms you have been given within the timetable. 
It is possible that some properties may have been missed off the electoral registration database (e.g. a house or a flat has been newly built and you don’t have a form for it).  As a canvasser, you play an important role in communicating information about missed properties to the Electoral Registration Officer. If you identify any newly built properties, or any other residential dwelling you have no forms for, record electors’ details on a blank form, make a note of the canvass area and fill in as much of the address section as you can. Contact your supervisor or the electoral registration office at the earliest opportunity to alert them to the missed off properties. If you are not sure what to do, contact the electoral registration office for advice.
You may also have forms for properties that no longer exist. In this case, you must ensure that any forms that cannot be delivered are returned to the electoral registration office with a note explaining why.

Personal canvass of non-responding properties

2.1 The electoral registration office or your supervisor will let you know which households have not returned their form by a certain date and will ask you to get a correctly completed form from those properties by making house-to-house enquiries.
2.2 Your objective is to get a response from every household – you may have to make more than one visit to some properties.

Returning forms to the electoral registration office 

2.3 You should deliver the completed forms that you have obtained as regularly as possible to the electoral registration office, so that their staff can process the information and monitor your progress. Good communication between you and the office is very important and you should make sure you report in with information, canvass log/notes and completed registration forms.

2.4 The electoral registration office may provide you with a list of addresses where householders have recently returned a completed registration form. You should go through your remaining forms and take out any reminder forms for these addresses – there is no point in canvassing these properties. Return these forms to the electoral registration office and they will be destroyed.
3 Carrying out your role: key points to help you

Delivery of registration forms to properties

· The electoral registration office will arrange for a time for you to collect the forms that are to be delivered.  Please pick up your forms on time.
· Make sure you collect any log books, personal identification and other items that the electoral registration office requires you to use.
· You must visit every property for which you have been given a form. This needs to be done as soon as possible and within the deadline that you have been given.

· Forms must be delivered, not left at the gate. For multiple occupancy properties (e.g. flats) try to get to each door. Do not leave forms lying insecurely in communal areas.

· Make clear notes when you think a property has been missed by the electoral registration office (i.e. you don’t have a form for it).  Please also make a note if you think the property is some distance from the other properties you have delivered to, as this could indicate that the property is listed in the wrong electoral area.  In both cases it is important the electoral registration staff are notified.

· Keep in touch with the electoral registration office. Tell them straightaway about any problems you have and return any forms that you can’t deliver.

On the doorstep: collection of canvass forms from properties

3.1 Some canvassers may be nervous of the fact that they will have to knock on people’s doors. Please do not worry – people around the country successfully canvass in all types of areas and all types of properties every year.

3.2 There are many reasons why people do not return their canvass forms. Some people may not realise that they are required to return the form, even if they are ineligible to register, while others may find completing forms difficult. You should only concern yourself with the end result, which is a completed form from each property, obtained in a professional manner.

· Make sure you have the right form for the property you are visiting.

· Display or show your identity card and be clear who you represent and why you are there.

· Always be courteous; many residents may be hostile to you for a short time and then will calm down. Always reduce antagonism by being firm but calm.

· Do not get frustrated when you get the same points made over and over again by residents. You may hear ‘I already pay my council tax’ quite often. Every visit is a new case and every individual has the right to voice concerns about the registration process. 

· Always offer to help or prepare the forms ready for the householder’s signature, as some people will find form filling difficult. There is some further information on completing the form in the next section of this guide.
· Do collect information for properties that cannot be canvassed. Write down why a property is inaccessible. 

· Return the completed forms that you collect as often as possible. The office needs to monitor how you are doing and they also need the forms to update the register with the information that you have obtained.
· Collect from the electoral registration office a list of addresses where householders have recently returned a completed registration form, so that you don’t canvass a household that has already returned a form.

· Keep in regular contact with the office and continue to give them information about new properties, property changes and any other issues.

· Keep yourself safe by following the health and safety guidelines.

4 Completing the canvass form 

· Cross out the names of persons who are no longer living at this address or who are not eligible (i.e. do not meet the age or nationality requirements).

· Add the full names of any new residents who are eligible.

· Make sure you get details of all qualifying electors. Always ask if there are any other people staying in the property permanently (holiday visitors are not eligible to register) – many people do not know who can register to vote.

· Double check if there are any 16 and 17 year-olds or any other persons living there. 16 and 17 year olds should register now, as they will be entitled to vote as soon as they are 18.
· Ensure you obtain details of the nationality of each person in the household. There is some further information on nationality and entitlement to register later in this guide.

· Find out and mark on the form if a resident is over 70, as they will be exempt from jury service. [Only applicable in England & Wales]

· Explain about the two versions of the register (full, edited) and ensure the opt-out box is marked according to each person’s preference.  There is some further information on the full and edited versions of the register later in this guide.  

· If no one is eligible to register you must enter the reason on the form and ask the householder to sign it.

· Finally, get the householder to sign the form. Remind them briefly that this is a legal declaration that the information is correct.

5 Who can register?
5.1 Eligibility to be registered is based on: 
· age 

· nationality 

· residence
Age

5.2 Residents over the age of 16 should be included on the canvass form. Although they cannot vote until they are 18, the register contains those coming up to their eighteenth birthday to ensure they do not miss out on the opportunity to vote. It is important to ensure that any 16 and 17 year olds entered on the form include their date of birth.

Nationality

5.3 British, Irish, qualifying Commonwealth and European Union citizens resident in the UK have the right to register to vote. This covers many different nationalities and people may not realise they are entitled to register and to vote. The list of all eligible nationalities can be found at the back of this guide for you to refer to. You should make sure you know who can and who cannot register, as it is your responsibility to ensure no one is missed out.
5.4 Any citizens of countries that are not included on this list are not eligible to register. European Union citizens cannot vote at UK Parliamentary (general) elections but can vote at local government and European Parliamentary elections.
5.5 If you are unsure whether someone is eligible, you should record their details on the form along with their nationality and the electoral registration staff will decide whether or not to register them.

Residence

5.6 Beside age and nationality, a person’s eligibility to be registered is based on residence. Residence is not based on ownership of a property or on payment of council tax. A person is considered to be resident at an address if that is their permanent home address. A person is also resident if they are a lodger or work for the family, e.g. if they are an au-pair. Tenants of a property should be included, but a landlord who lives elsewhere should not be registered.
5.7 A person who is temporarily away from their permanent home address may, depending on the circumstances, still be able to be registered at that address. For example, if someone is just away on holiday, they are still entitled to be registered, provided they also meet the age and nationality requirements.

5.8 However, a person may be temporarily absent for various other reasons, e.g. they may be working away from home, they may be attending a course, or they may have a second place of residence, etc. In those cases, you should always make a note of the circumstances and discuss these with your supervisor or the electoral registration office.

5.9 Students often live at two addresses – one during term time and one during the holidays. A student may be able to register at both these addresses. If you are in doubt, make notes and discuss this with your supervisor or the electoral registration office.
Requirement to be registered

5.10 Every person who meets all of the age, nationality and residence requirements has a right to be registered and must be included on the canvass form. The person who completes and signs the form has a legal obligation to include everyone who is eligible. 
5.11 It is your responsibility to ensure that anyone you help complete the form remembers to include everyone who is eligible. In particular, make sure you ask each householder if there are 16/17 year olds living in the household.  Even if they look too old or too young to have a 16/17 year old living in the house, they may be living with a grandparent or older brother / sister.
6 Versions of the electoral register and “opting-out”

6.1 There are two versions of the electoral register – the full version and the edited version.  

6.2 The full version is used only for elections, for the purposes of preventing and detecting crime and for the checking of credit applications by credit reference agencies.  

6.3 The edited register is available for general sale and can be used for any purpose. It can be bought by any person, company or organisation and can be used for commercial activities such as marketing.

6.4 People can choose to have their names excluded from the edited register (“opting out”). The opt-out box on the canvass form should be marked according to each registrant’s preference. 
7 Your health and safety

7.1 Canvassing can be a rewarding job, allowing you to meet different people and earn some money while doing so. However, as with any work, you should be aware of the possible risks, which can be significantly reduced by following some common sense rules:

· Wear good outdoor footwear suitable for all types of terrain. There is a risk of falls and trips, so watch where you are walking.

· If you believe it is not safe to canvass a property report your concerns to the electoral registration office immediately. They will be able to advise you further.
· Always be clear of how to get out if you are going into flats or areas away from main roads.

· Never enter someone’s property. 

· Don’t overload your bag with too much weight. Take the forms around your area in comfortably manageable segments, or alternatively use a trolley.

· The information you hold contains confidential information about individuals, so you must make sure that you store and transport the data in a secure manner.
8 Who to contact in the event of queries

If there is anything you need to know, or you need help whilst carrying out the personal canvass, please get in touch on one of the numbers below:

Daytime office contact number for general queries:

01234  567890
Out of hours contact number:      



 
01234  567891
9 Key dates and deadlines
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Appendix A: List of eligible countries for registration purposes
Commonwealth countries1
	Antigua and Barbuda
	Kenya
	Samoa

	Australia
	Kiribati
	Seychelles

	The Bahamas
	Lesotho
	Sierra Leone

	Bangladesh
	Malawi
	Singapore

	Barbados
	Malaysia
	Solomon Islands

	Belize
	Maldives
	South Africa

	Botswana
	Malta
	Sri Lanka

	Brunel Darussalam
	Mauritius
	Swaziland

	Cameroon
	Mozambique
	United Republic of Tanzania

	Canada
	Namibia
	Tonga

	Cyprus
	Nauru
	Trinidad and Tobago

	Dominica
	New Zealand
	Tuvalu

	Fiji Islands
	Nigeria
	Uganda

	The Gambia
	Pakistan
	United Kingdom

	Ghana
	Papua New Guinea
	Vanuatu

	Grenada
	Rwanda
	Zambia

	Guyana
	St. Kitts and Nevis
	Zimbabwe

	India
	St Lucia
	

	Jamaica
	St Vincent & The Grenadines
	


1Citizens of Commonwealth countries that have been suspended from the Commonwealth retain their voting rights. Their voting rights would only be affected if their country was also deleted from the list of Commonwealth countries in the British Nationality Act 1981 through an Act of the UK Parliament.
British Overseas Territories 
	Anguilla
	Montserrat

	Bermuda
	Pitcairn Island

	British Antarctic Territory
	St Helena

	British Indian Ocean Territory
	St Helena dependencies (Ascension Island, Tristan da Cunha)

	British Virgin islands
	

	Cayman Islands
	South Georgia and the South Islands

	Falkland Islands
	Turks and Caicos Islands

	Gibraltar
	


British Crown Dependencies 
	Channel Islands
	Isle of Man


Hong Kong
Only former residents of Hong Kong who hold a British Dependent Territories, British Nationals (Overseas) or British Overseas passport qualify for registration.
European Union member states

	Austria
	Germany
	The Netherlands

	Belgium
	Greece
	Poland

	Bulgaria
	Hungary
	Portugal

	Cyprus2
	Republic of Ireland3
	Romania

	Czech Republic
	Italy
	Slovakia

	Denmark
	Latvia
	Slovenia

	Estonia
	Lithuania
	Spain

	Finland
	Luxembourg
	Sweden

	France
	Malta2
	United Kingdom3


2 Although also EU member states, citizens of Cyprus and Malta are eligible to be registered to vote in respect of all elections held in the UK.

3 Citizens of the UK and the Republic of Ireland are eligible to be registered to vote in respect of all elections held in the UK.
Appendix B: Common responses from householders to your visit

While the majority of householders will be happy to complete the form, some may be wary of you or be unhappy at having to help you. These are common remarks and answers you may wish to use:
Q
I don’t vote/I’m not interested in politics.

A
Whether you vote is up to you. But the law says that you must provide the information required on the canvass form.

Q
I’m just not interested/what are you going to do if I refuse?

A
May I leave this form with you and ask you to think carefully about it. If you refuse to give the information I will have to report it to the electoral registration office. The fine for not giving the information is up to £1,000.

Q
I already pay my council tax/the council already knows who lives here.

A
Even if you pay council tax you are not automatically registered. There are other things, such as nationality, which determine whether someone is eligible to register to vote. That type of information is not captured by council tax and it’s my job, on behalf of the Electoral Registration Officer, to obtain information about all residents for the purposes of registration.
Q
I’m not British, I can’t vote here.

A
Many non-British nationals have the right to vote while living in the UK. What is your nationality? (See list of eligible countries in Appendix A)
Q
I only live here part of the time – where should I be registered?
A
This will depend on your circumstances. If you could briefly explain to me why you live here only part of the time I can pass on the information to the electoral registration office, who will be able to advise on whether or not you are entitled to be registered here.
Q
My safety is at risk, and I do not wish to have my name and address to appear on the register

A
Anonymous registration has been introduced for people whose safety would be at risk if their details were to appear on the electoral register. Applicants need documentary evidence of a Court Order or attestation from certain persons to support their application. Please contact the electoral registration office for further information and an application form.
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