Count preparation checklist                             Appendix ‘A’
	Issues
	Suggested prompts/actions
	Check (()

	Timing
	‘As soon as practicable’ 

RO to consider options given the particular circumstances for the Ward/electoral division counts especially the AVI checking at the final postal vote opening.
	

	Security
	Early discussion with the police about support for polling day and the count. 
	

	Project management and

project team
	Develop a structure chart to identify the roles and responsibilities required for managing the count, including identifying a project manager.

Draw up a count project plan.
	

	Risk assessment/ Risk register


	What could affect the delivery of an efficient count and the declaration of result?
	

	Business continuity planning


	What actions can be taken to mitigate the risks identified on the risk register?
	

	Training
	Develop training strategy, and design and schedule training sessions for all of the above staff to ensure competent team
	

	Potential combination
	Consider the impact of a combined poll on

(i) Count timing

(ii) Venue requirements

(iii) Processes

(iv) Staffing

(v) Communication to candidates and agents.


	

	Accommodation
	Suitability of venue – size, etc.

Fit out requirements/robust power supply

Furniture and equipment

Costs

Availability – what bookings may have to be cancelled

Accessibility – DDA
	

	Process
	What procedures and systems will be in place to support the count?

For example, accurate ballot paper accounts are key to support speedy verification of the ballot boxes – do these need review given experiences at the last election? Also, accuracy when counting the number of postal votes placed in ballot boxes during the ‘Opening’ sessions is crucial to the accuracy of the count – how will the postal vote opening team double check the numbers being sealed in each postal ballot box?
	

	Postal voting
	Will the final opening and matching be conducted at the count venue or at the RO’s offices? If at the count, identify appropriate space and fit out. In both cases, identify adequate resources to ensure no delays to the count. Test scanners etc. in advance.
	

	Draft budget
	Set up spreadsheet as per the Fees & Charges model for the count and input the anticipated costs.
	

	Communications plan/ Branding/ Signage
	Stakeholders – consider the information that needs to be communicated to all stakeholders. What information can be provided to ensure transparency, e.g. layout plans, housekeeping arrangements, a progress commentary by the Returning Officer?
	

	Media plan
	Need to establish process to respond to enquiries and requests for information from the media and agree how they will be accommodated at the count.
	

	ICT support
	Will you need specialist support on site during the count?
	

	Data/Information
	What do you need to assist in the preparing for the effective management of the count, e.g. previous election statistics, turnout, etc.
	



































































































































































































































	

	



