Guidance for staff supervising public inspection of the full electoral register 
Legal requirements of supervision

Representation of the People (England and Wales) Regulations 2001 (as amended) and the Representation of the People (Scotland) Regulations 2001 (as amended).  (*delete as appropriate)
The full register must only be available for public inspection where supervision is available. The Electoral Registration Officer should satisfy themselves that people who inspect the full register are supervised in such a way that it prevents unauthorised copying or theft of all or any part of the register. 

Supervising staff need to ensure that:
Extracts from the register are only recorded through hand-written notes. Photocopying or electronic recording are not permitted. 
If the supervising staff need to leave the place where the inspection is taking place – for whatever reason – they must take the register with them or require the visitor to leave the area.

Any complaints about access to the register should be made in writing to the Electoral Registration Officer.
Penalties for breaching law

Under the Regulations referred to above, anyone who fails to observe these conditions is committing a criminal offence. The penalty is a fine of up to level 5 (currently £5000). 
Incorrect entries

If anyone believes their own or another person’s entry is incorrect they should contact the Electoral Registration Officer immediately at [INSERT ADDRESS DETAILS] or by telephoning [INSERT NUMBER]. 
Electoral Registration Officer

[Local Authority]
