Canvass Planning Checklist

	STAGE
	ACTIVITY
	(() Notes



	
	
	

	Stage 1 - preparation/planning
	
	

	
	
	

	Planning


	· Develop project plan for canvass (e.g. full personal canvass; postal dispatch with personal canvassing for non-responders etc.) 
· If using telephone or internet registration look at terms, how regularly updates will be received, liaise with IT dept to ensure updates will get through e-mail system.

	

	
	· Identify local risks and alternative action list. Look at Business Continuity plans and risk registers. 
· When using personal canvassers consider Health and Safety issues, ideas to mitigate risks e.g. obtain information from depts that regularly do house visits to see if there are any blacklisted properties.  

	

	
	· Budget
· Funding bid

· Schedule expenditure

· Monitoring procedure

· Financial reporting


	

	
	· Select printer, adhering to any procurement policy 

· Liaise with printers to develop a timetable for data runs to ensure you know when all forms need to be scanned up to date

· Consider the last rolling registration update / changes due to deaths / new properties information you will be inputting prior to running first data file, ensure staff know deadlines.  


	

	
	· Liaise with Royal Mail / postal firm Account Manager (if necessary)


	

	
	· Ensure software and hardware systems are up to date / functioning

· Run refresher training for staff

· Consider processes used in previous years, where did problems arise, can you improve


	

	
	· Liaise with other council departments to determine procedures for obtaining information for secondary checks e.g. council tax information.  Ensure appropriate levels of access to processing staff.  


	


	
	
	

	Canvass form
	· Consult any new canvass form regulations and design appropriate form


	

	
	· Send the canvass form design to the printer


	

	
	· Send the registration data for pre-printing canvass forms


	

	
	· Quality check the final canvass form, run test data files prior to complete run to check barcode print quality etc

	

	
	· Divide the forms into suitable canvass areas


	

	
	
	

	Staffing


	· Determine staffing structure ( supervisors, canvassers etc)

	

	
	· Consider fees which are to be paid to canvass staff

· Set fee per form

· hand-delivery

· returned form
	

	
	· Recruit canvassers and allocate duties as necessary

· hand-delivery

· door-knocking


	

	
	· Recruit temporary office staff as required 
· develop FAQs and information packs

	

	
	· Organise briefing / training sessions for canvassers, including:

· Hand delivery / door-knocking

· Integrity requirements 

· Lone-working policy

· Health & Safety

· Recognising diversity

· Disability awareness 


	

	
	· Allocate canvass areas to staff, look at previous experience and make up of area

	

	
	· Prepare and issue canvasser’s equipment, such as:

· canvass forms (blank, pre-printed)

· return envelopes

· identification

· guidance notes

· reminder cards

· logging sheets

· stationery

· clipboard

· personal alarm

· torch
· maps


	

	
	· Ask canvassers to check their own forms, equipment etc. upon collection


	


	
	
	

	Stage 2 - processing
	
	

	
	
	

	
	· Check scanning equipment is functioning and that staff are familiarised with it and any changes to the systems / legislation


	

	
	· Keep a record of the times being taken to scan forms to enable forward planning of time needed to keep to data/printing schedules.  

	

	
	· Devise a method for sorting / processing / checking forms and set daily / weekly tasks and targets 


	

	
	· Allocate roles and responsibilities
	

	
	· Develop a quality control check of scanning to ensure accuracy of information e.g. check scanning is marking/ adding forms to the correct properties

	


	
	
	

	Stage 3 – monitoring / checking progress
	
	

	
	
	

	
	· Organise regular liaison with canvassers to
· receive returned forms

· check performance

· provide reminder forms for non-responders

· provide updated lists of recent responders to prevent them visiting the property needlessly

	

	
	· Send details of non-responders to printer to produce reminder forms as appropriate 

· Postal vote application forms  dispatch


	

	
	· Devise checking procedures for processing, cross checking other people’s work / spot checks

· If “changes” and “no changes” are separated during scanning, check “no change” forms to ensure there are no changes that have been missed


	

	
	· Check you have taken the necessary steps (see Circular EC25/2007) to achieve one of the following for every property in your area:
· received a returned canvass form enabling registration for those eligible within the property 

· confirmed that the property is not in occupation
· confirmed that the property is occupied only by non-eligible people

· removed persons from the register who are no longer eligible

· operate the carry forward in accordance with the regulations.

	


	
	
	

	Stage 4 - publication of the register 
	
	

	
	
	

	
	· Checking process, proof read prior to print

	

	
	· Obtain details of people entitled to copies of the register e.g. paper or data, up to date address, e-mail details.  

· Ask recipients to confirm their understanding of regulations surrounding use of the full register.  

· Distribute any passwords for encrypted data prior to distribution of data copies of electoral register.  

· Consider distribution of paper copies of register in light of data protection issues e.g. signed collection from office, recorded delivery.  


	

	
	· Letter to electors who have failed to respond for two years advising of impending deletion


	

	
	· Postal vote applications

· New application forms following requests

· New applications to people who have changed name details e.g. through marriage etc
	

	
	· Check quality of printing / collation, prepare for distribution

	

	
	· Advertise publication of register, location and office hours


	

	
	· Publication date by 1 December


	

	
	· Pricing schedule for full / edited versions

· Prepare invoices for sales of registers

· Prepare procedures for receiving cheques and issuing data


	

	
	· Brief staff on inspection process

	

	
	· Dealing with objections and appeals following publication of register 


	


	
	
	

	Stage 4 - Review 
	
	

	
	
	

	
	· Review

· Printer

· Quality

· Timescales

· Final price, as quoted? 

· Canvassers

· Response rates

· Ease of contact

· Quality of work

· Software performance

· Scanners – servicing required?

· Any changes needed to software package to make processing easier

· Bugs in system?

· Processing / handling of queries
· Telephone helplines / temporary staff

· Are FAQ’s adequate?
· Did temps take pressure off staff?
· Agency temps, suitable for job?
· Budget

· Will additional, new scanners be required for next year?
· Was temp staff level adequate?
· Will canvasser pay rate need to increase to attract more/better staff?
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