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Template election planner

European Parliamentary election
4 June 2009
Part 1: Pre-election preparation work

Review of most recent elections

	Date
	Task


	Lead Officer
	Logistical Issues for consideration
	Comments / Completed

	
	Implementation of new legislation


	
	· Ensure all personnel concerned with the administration of elections and the preparation of registers are given refresher training covering the provisions and procedures encompassed in any new legislation


	

	
	Adequacy of polling places in relation to location / accessibility / size
	
	· Have all concerns arising from the polling district review and previous elections been addressed?

· Has any necessary remedial action been taken?
	

	
	Consider polling stations to be used within the polling place
	
	· Consider comments made and evidence found during polling district review 
· Are current rooms used adequate and accessible?

· Is there a need for publicity (other than poll card) of directions to or limitations of the stations that will be used?

· Liaise with agents and prospective candidates (registered political parties and individuals) to gain acceptance to prevent arrangements becoming an issue
	

	
	Equipment and stationery issues
	
	· Check stock levels / ballot boxes – ensure all stationery is compliant with legislation and all non-compliant material is disposed of

· Order sufficient pre-paid envelopes in case of large numbers of absent vote or registration applications
· Ensure the return envelopes are printed to Royal Mail specification and have the appropriate business response licences
	

	
	Large print ballot papers / notices
	
	· How visible were they? Were hand-held sample ballot papers adequate for their usage, or do they need to be printed on thicker card / laminated?
	


	Date
	Task


	Lead Officer
	Logistical Issues for consideration
	Comments / Completed

	
	Contractor performance
	
	· Review previous contractors’ performance: on time / communication adequate / good standard of work? 

· Consider the system used for signature checking on returned postal votes: are any changes needed to the system following the last election?

· Get testimonials from other elections departments on potential suppliers

· Seek quotes from potential suppliers, bearing in mind factors including, but not limited to, cost

· Create clear specifications setting out exactly what is wanted and by which deadlines, making clear the importance of meeting statutory deadlines
	

	
	Finance / budget provisions
	
	· Were there any problems?
	

	
	Review staff performance
	
	· Does training need to be reviewed?

· Remove poor performers from system or review their position (for example, allocate less complex tasks)

· Review, or create, staff performance monitoring system (including, for example, by a post-election staff survey)
	

	
	Security / integrity
	
	· Did any problems arise and if so, have they been addressed?

· Any comments or feedback from the police Single Point of Contact (SPOC) for the area?
	

	
	Count arrangements
	
	· Was the venue(s) suitable; were any complaints received?
	

	
	Communication
	
	· Did voters understand the process, particularly the postal voting arrangements?

· Consider methods of communicating information about the election, the electoral system and the voting process
	

	
	Back office support
	
	· What is required for throughout the election period - more front line staff to free up key electoral staff?
	


	Date
	Task


	Lead Officer
	Logistical Issues for consideration
	Comments / Completed

	
	Postal voting
	
	· Have the numbers increased?

· Have applications been sent to all those electors who have requested a postal vote?

· Are additional staff needed to process and acknowledge applications?

· Were there any issues surrounding verification of personal identifiers? If so, have they been addressed? 
· Was the training effective? Were the staff efficient? Does a review of staff need to take place?
	

	
	Registration
	
	· Has the canvass been effective?

· Have UC1s been posted to all electors who have indicated that they are European Union citizens?

· Were provisions of Section 9A of the RPA 1983 complied with?

· Consider which council records should be inspected to identify new residents
	

	
	Recruitment and training
	
	· Develop recruitment and training strategy for key election staff; have business continuity arrangements in place to cover for loss of staff
· Assess current competency levels and identify possible knowledge gaps

· Identify training opportunities and develop a training plan

· Ensure training includes a refresher of any new legislation
	

	
	Outline budget
	
	· Consider growth items from previous election as part of budget projection

· The election will be centrally funded - liaise with Election Claims Unit at the Ministry of Justice/Scotland Office regarding the availability of funds

· Ensure adequate insurance is in place for the election

· Review banking arrangements, including signatories to the account; notify Election Claims Unit at the Ministry of Justice/Scotland Office of any changes
· Discuss any projected costs with software suppliers and/or print contractors and build into the budget
	

	
	Decisions/ approvals
	
	Prepare reports to committee regarding

· Initiatives to increase registration and publicity for elections

· Arrangements for dealing with postal votes

· Approval by executive for an officer to change polling place if necessary
	

	
	Election support
	
	· Agree approach to support the front line (reception and telephones). Review FAQs and identify key electoral staff as contacts for the elevation of more complex queries
	

	
	Complaints
	
	· If complaints data from the previous election has been collected and stored, review it and consider how any issues could be addressed
	


Electoral register 

	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed 

	
	11-day registrations
	
	· Are additional staff required to process forms? 
· Are there extra PCs with electoral registration software loaded on them that can be used? 
· Provide training to departmental staff on how to process forms
	

	
	Members of the European Union
	
	· Are additional staff required to process forms? 

· Are there extra PCs with electoral registration software loaded on them that can be used? 
· Provide training to departmental staff on how to process forms
	

	
	Performance standards – registration
	
	· Consider the requirements for data collection
	


Official documents

	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed

	
	Poll cards
	
	· Check official wording; sign off proofs 

· Ensure any changes to polling stations are clearly indicated

· Decide on delivery date for poll cards (and if using Royal Mail, liaise with the Royal Mail contact)   

· Dispatch data to printers, both for electors voting in person and for absent voters

· Ensure system is in place for those registered by applications up to the 11-day deadline to receive a poll card
	

	
	Ballot papers
	
	· Two-handed proof-reading 

· Check against up-to-date emblems on Electoral Commission website
	

	
	Statement of persons nominated/notice of poll
	
	· Prepare statement/notice ready for data input. After close of nominations, do a two-handed proof-read to ensure accuracy 

· Liaise with Regional Returning Officer on receipt of statement/notice

· Agree on where to best display the statement/notice
	

	
	Official mark for ballot papers
	
	· With Regional Returning Officer, agree system to be used and the design of the marking for postal votes and ordinary ballot papers 

· Ensure mark used is different from any used in the last five years
	

	
	Unique Identifying Marks for ballot papers
	
	· With Regional Returning Officer, agree system to be used and the design of the UIMs for postal votes and ordinary ballot papers
	


General administration and integrity
	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed 

	
	Review letters / notices
	
	· Review, amend or re-write forms, notices etc. as appropriate
· Ensure all procedures, forms, etc. to be used for the elections comply with legislation

· Ensure all procedures, forms etc. to be used for the elections comply with standards as far as possible, e.g., crystal mark, ISO requirements
· Ensure all notices are placed on the council website immediately after posting
	

	
	Police
	
	· Arrange meeting with police Single Point of Contact (SPOC) to discuss security and integrity issues
· Conduct a risk assessment in consultation with your SPOC, which identifies and addresses potential concerns about electoral malpractice (see also the Commission’s contingency planner)
	


Staffing

	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed 

	
	Elections team
	
	· Decide staffing requirements for the election period

· Allocate roles and responsibilities and schedule meetings and review periods

· Liaise with Regional Returning Officer and neighbouring Local Returning Officers as appropriate
	

	
	Training seminars
	
	· Schedule seminars / workshops for new staff and to develop existing staff
	

	
	Recruitment
	
	· Write to all staff used during previous elections checking availability for June election, and check contact numbers  
	

	
	Election support
	
	· Put front line staff on alert with FAQs for the period of the election
	

	
	Manual support staff
	
	· Put manual support staff on alert for assistance during the election period,  e.g., moving deliveries of stationery and making postal deliveries
	

	
	Canvassing staff
	
	· Check availability if used for delivering poll cards / postal votes 
	


	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed 

	
	Appoint polling station staff
	
	· Review previous staff performance to determine who should be offered appointments

· Allocate staff and dispatch letters of appointment, include notice of training days

· Confirm arrangements for releasing local authority staff to undertake polling station duties
	

	
	Deputy Local Returning Officers and senior staff
	
	· Identify count supervisors and other senior staff and advise of training dates – issue copies of training documents

· Attendance at training sessions
	

	
	Appoint count staff
	
	· Appoint and advise of briefing arrangements, location(s) of count
	

	
	Appoint staff for issue and opening of postal votes 
	
	· Finalise logistics of opening sessions (in line with electoral timetable), including regarding the movement of documents and verification of personal identifiers 

· Arrange distribution of staff between different tasks

· If outsourced, agree arrangements to ensure Local Returning Officer’s duties complied with
	

	
	Appoint visiting officers / polling station inspectors
	
	· Appoint such staff and advise of training sessions
	

	
	Prepare training sessions
	
	· Prepare sessions for:

· staff for receipt and opening of postal votes

· polling station staff

· visiting officers / polling station inspectors

· Deputy Local Returning Officers and count supervisors 

· General brief on key election issues
	

	
	Visiting officers / polling station inspectors
	
	· Provide spare stationery, stamping instruments (if used), maps and a checklist
	

	
	Standby staff
	
	· Arrange ‘standby’ Presiding Officers and Poll Clerks in case of non-attendance of allocated staff
	


	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed 

	
	Staff payments
	
	· Determine method of payment for all staff

· Put procedures in place for making staff payments (for example, by cheques or through payroll)
	


Absent Voting

	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed

	
	Personal identifier collection
	
	· Send postal vote applications to requests received during canvass and to those with changes of details  
	

	
	Finalise supplier contract and look at initial proofs of product
	
	· Check all details comply with legislation, send test data and sign off initial stationery
	

	
	Decisions on opening of postal votes
	
	· Number and timing of opening sessions – consider volumes of anticipated postal votes and relevant number of opening sessions, and consider an opening session every day

· Make arrangements for postal votes and decide upon the number to be checked (at least 20%, but preferably 100%)
	

	
	Training for staff
	
	· Produce training documents for supervisors and openers / verifiers

· Schedule and plan for training sessions 
	

	
	Supply live data
	
	· Initial supply of postal voters, after final changes
	

	
	Ballot packs delivered
	
	· Arrange ballot packs for issue / fully automated issue – brief staff on FAQs relating to postal votes
	

	
	Confirmation of receipt of postal votes
	
	· Produce clear scripts for staff who will be dealing with any enquiries
· Develop processes to deal with postal votes not received 
	

	
	Replacement packs
	
	· Prepare documentation for replacement ballot packs for lost or spoilt packs. Brief staff on how and when to issue
	


Equipment/ Stationery

	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed

	
	Check general stock levels
	
	· Is there sufficient: plain paper / headed paper / envelopes / toner for printer, etc.
	

	
	Equipment audit
	
	· Check need for:

· replacement polling booths

· replacement ballot boxes

· portable ramps with handrails


	

	
	Ballot boxes
	
	· Prepare stationery for ballot boxes – stationery packs with non-station specific items, i.e. signs, pencils, string, badges, ballot box seals, instructions for layout of station, parcelling up, etc.
· Once polling stations are finalised, start preparation of station-specific items  
	


Premises

	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed

	
	Location of polling stations
	
	· Any changes implemented in election management system.
	

	
	Book polling stations
	
	· Inform all premises managers/key holders of election date and book premises

· Confirm contact numbers and facilities

· Ensure contingency arrangements are in place in the event of the loss of a polling station
	

	
	Portacabin contractors
	
	· Ensure reservations are made, if required
	

	
	Rooms for postal vote openings / training sessions, etc.
	
	· Book rooms for issue/receipt/verification

· Book suitable venue(s) for training sessions
	

	
	Verification/ count venue(s)
	
	· Book verification and count venues
	


	Date
	Task


	Lead Officer
	Logistical Issues for consideration
	Comments / Completed

	
	Polling station equipment
	
	· Ensure transport and schedules are in place

· Ensure your key holder information is current to allow for polling stations to be equipped 
	

	
	Collect invoices for use of premises
	
	· Arrange for payments to be made
	

	
	Review for next election
	
	· Keep a record of any stations that need to be reviewed for any future elections
	


Verification and count

	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed

	
	Time and date
	
	· Decide when the verification and count will take place – liaise with Regional Returning Officer 
	

	
	Administration
	
	· Finalise arrangements for:

· Transport of equipment

· Layout of rooms – allowing extra space at the count for postal votes received from polling stations and final sweep from Royal Mail

· Consider space needed for attendees, accredited observers and representatives of the Electoral Commission 

· Consider training requirements for count staff 
	

	
	Documentation
	
	· Produce forms and documents needed i.e., verification sheets, results notices, etc.  

· Ensure that all ballot boxes used (polling station and postal) are indicated on a master verification sheet to ensure that all ballot boxes are opened and their contents counted

· Consider arrangements for provision of information to those attending the verification and count
	

	
	Signage
	
	· Make sure there is adequate and up-to-date signage available showing where the verification and count are taking place
	

	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed

	
	Security of ballot boxes
	
	· Arrange for secure storage of ballot boxes
	

	
	Personnel
	
	· Security staff / police – will there be a high profile presence?
	

	
	Set up
	
	· Ensure reliable staff are available to set up count venue according to needs  
	


Registered parties / individual candidates / agents

	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed

	
	Dissemination of information
	
	· Ensure all candidates and agents have received information on:

· statutory timetable highlighting deadlines and planned openings of postal votes – times and locations

· the numbers of counting agents allowed at the count – including formula used to calculate


	

	
	Distribute packs for registered parties and individual candidates
	
	· In liaison with the Regional Returning Officer, distribute best practice regarding the handling of postal votes, use of tellers, how to get maps of the area, key contacts in electoral services, Electoral Commission information, highways information, local decisions on placement of and removal of election material, etc.  
	

	
	Collate counting agents’ information
	
	· Collect appointments of counting agents and issue tickets to the count  
	


Contractors / Suppliers 
	Date
	Subject
	Lead Officer
	Task
	Comments/ Completed

	
	Printing supplier
	
	· Acquire quotes / sign up with chosen supplier. Select appropriate package
· Agree lead times and timescales for required numbers of poll cards / postal votes etc.

· Ensure your printers are fully aware of print requirements and specifications for all stationery

	

	
	Software supplier
	
	· Liaise with supplier regarding changes to the system and any additional support needed

· Are systems up to date / are there any servicing needs?
	

	
	Equipment
	
	· Is there a need for additional hardware e.g., scanners, PCs etc.? 
	

	
	Stationery supplier
	
	· Liaise with supplier as soon as possible where large numbers of additional stocks are required
	

	
	Fulfilment companies
	
	· If appropriate, liaise with fulfilment companies in connection with postal vote despatch
	


Royal Mail

	Date
	Subject
	Lead Officer
	Task
	Comments/

Completed

	
	Package


	
	· Engage with Royal Mail’s Relationship Manager to discuss product options

· Obtain Royal Mail’s ‘Best Practice Guide’ covering envelope designs and requirements

· Select package for election, including dedicated delivery, sorting, final sweeps, etc.  
	

	
	Liaison
	
	· Liaise with printers to ensure they follow the specifications and to avoid any surcharges

· Make regular contact with Royal Mail Customer Operations Manager liaison officer. Go over contracts and conditions of service and agree delivery plans


	

	
	Final sweeps
	
	· Take decisions in consultation with Regional Returning Officer 
	


Part 2: Events taking place during the statutory timetable
	Date
	Subject
	Lead Officer
	Task
	Comments/

Completed

	28 April 2009
	Latest day for the publication of notice of election   
	
	· Following publication by Regional Returning Officer, display as required by law

	

	Between 10am and 4pm on any working day after the date of the publication of the notice of election
	Nomination period commences
	
	· Regional Returning Officer’s responsibility
	

	1 May 2009
	Publication of notice of alteration to the register
	
	· Publish rolling registration update for May
	

	7 May 2009 (by 4pm)
	Close of nominations
	
	· Regional Returning Officer’s responsibility
	

	7 May 2009 (by 4pm)
	Deadline for withdrawals of nomination
	
	· Regional Returning Officer’s responsibility
	

	7 May 2009 (by noon – for nominations delivered up to and including 6 May; by 5pm – for those delivered on 7 May) 
	Deadline to make objections to nominations
	
	· Regional Returning Officer’s responsibility 
	

	7 May

(by 5pm)
	Publication of statement of parties and individual candidates nominated and notice of poll (if no objections are made)
	
	· Regional Returning Officer’s responsibility
	

	Not later than 8 May 2009 (by 4pm)
	Publication of statement of parties and individual candidates nominated and notice of poll (if objections are made)
	
	· Regional Returning Officer’s responsibility
	

	
	Local publication of statement of parties and individual candidates nominated
	
	· As soon as practicable following the receipt of the copy of the statement from the Regional Returning Officer
	

	
	Ballot papers
	
	· Sign off proofs and confirm print-runs for ordinary, postal and tendered ballot papers
	

	
	Poll cards
	
	· Commence delivery of poll cards to all eligible electors on the May register (if using Royal Mail, liaise with local Royal Mail contact to ensure smooth collection/handover and delivery).
	

	7 May 2009 (by 4pm for individual candidates)
	Deadline for appointment of election agents
	
	· To be handled by Regional Returning Officer
	

	19 May 2009
	Deadline for final registration applications to vote in the election
	
	· 11 days prior to election – applicants must pass statutory 5-day objection period prior to any poll cards or postal ballot papers being issued to them
	

	
	Letter to candidates /agents
	
	· Advise parties and individual candidates and agents of the number of counting agents permitted
	

	
	Meeting with police
	
	· Liaise with the police to discuss security issues for polling day and the count
	

	19 May 2009 (by 5pm)
	Last day for changes to existing postal and postal proxy votes and for applying for a new postal or postal proxy vote
	
	· Not later than 5pm
	

	Not earlier than 5pm on 19 May 2009
	Issue of postal votes
	
	· Commence first issue and then further issues as circumstances demand (in liaison with Royal Mail as appropriate)
	

	
	Commence training
	
	Commence training for:

· Staff for receipt and opening of postal votes

· Polling station staff

· Visiting officers / polling station inspectors
· Deputy Local Returning Officers and count supervisors 
	

	
	First opening of postal votes
	
	· Ensure arrangements are in place for the checking of personal identifiers (minimum of 20% but preferably up to 100%)
	

	
	Begin process of confirming receipt of returned postal votes if and when requested
	
	· Produce clear scripts for all staff who ay deal with such requests
· Develop processes to deal with postal votes not received
	

	
	Polling places
	
	· Finalise with contractors for the delivery arrangements for polling booths and other equipment as appropriate
	

	27 May 2009
(by 5pm)


	Last day for new proxy vote applications (except medical emergencies
	
	
	

	28 May 2009

	Appointment of counting / polling agents
	
	· Provide any briefing materials to counting and polling agents

·  Issue tickets to counting agents
	

	
	Publish notice of alteration of register as a result of late applications
	
	· Issue poll cards and postal votes as appropriate
	

	
	Polling station registers
	
	· Print registers for all polling stations plus lists of absent voters and lists of proxies
	

	
	Polling places
	
	· Commence delivery of equipment to all polling places
	

	
	Ballot boxes
	
	· Commence packing ballot boxes / label with station number details of polling station staff
	

	29 May 2009

	First day to re-issue postal ballot papers claimed to have been lost or not received
	
	· Ensure staff briefed on dealing with requests for replacements by this day
	

	2 June

2009
	Ballot boxes for collection/ delivery
	
	· Presiding Officers advised of arrangements at prior briefing – ensure sufficient time to allow for any omissions or errors to be corrected
	

	
	Polling stations
	
	· Deliver equipment to polling stations, as appropriate
	

	
	Visiting officers / polling station inspectors
	
	· Final briefing and collection of spare equipment
	

	
	Standby staff
	
	· Confirm standby staff are still available in case of non-attendance of allocated staff on polling day
	

	
	Staff payments
	
	· Commence running cheques as appropriate
	

	
	Verification/

local count venue(s)
	
	· Finalise layout of venues in preparation for run-through with key staff

· Consider the requirements of accredited observers, representatives of the Electoral Commission, candidates, agents and counting agents.
· Confirm access arrangements at the count venue, as well as arrangements for transmitting relevant information to those attending.
	

	4 June 2009
	ELECTION DAY
	
	· Hours of poll 7am – 10pm 
	

	
	Deadline for applying for a proxy because of medical emergency occurring after the sixth day before the election
	
	· Not later than 5pm


	

	
	Deadline for replacement spoilt / lost postal votes
	
	· Not later than 5pm
	

	
	Deadline for making alterations to the register as a result of a clerical error or to implement a court order
	
	· Not later than 9pm
	

	
	Final opening of postal votes 
	
	· To include those handed in at polling stations

· Complete the matching, where possible, of postal voting statements and postal ballot papers previously marked ‘provisionally rejected’

· Undertake verification of personal identifiers

· Ensure that all cancelled postal votes have been removed from the count
	

	To be determined in consultation with the Regional Returning Officer
	Counting of votes
	
	· To commence as determined in consultation with the Regional Returning Officer
	

	
	Verification of ballot boxes and postal votes
	
	· Ballot papers and other documents to be placed under Local Returning Officer seal, unless the counting of votes immediately follows verification
	

	
	Counting of votes for each registered political party and individual candidates
	
	· Adjudication of doubtful papers to be conducted with agents/observers/Commission representatives
	

	
	Notification of result
	
	· Statement of result to be drawn up

· Contents of statement to be given to Regional Returning Officer
· Obtain Regional Returning Officer’s agreement of the result before sending staff home
	

	
	Public notices
	
	· Public notice of statement of local results to be given following acceptance and confirmation by Regional Returning Officer
· Publish regional results after declaration by the Regional Returning Officer
	

	
	Sealing and storage of materials
	
	· To be retained for a year

· Ensure the safekeeping of the documents

· Allow access to relevant documents in accordance with legislation
	

	
	Polling station equipment
	
	· Ongoing collection from all polling stations and return to storage
	

	
	Marked copies of the register
	
	· Prepare marked copies of registers from polling stations
· Prepare returned postal vote lists
	

	
	Payment of fees to all staff involved in election
	
	
	

	Between 14 June 2009 and 29 June 2009
	Form ‘R’
	
	· Copy to Secretary of State

· Copy to Electoral Commission
	

	28 June 2009 (if declaration before midnight on 7 June)
	Deadline for submission of election petition
	
	
	

	
	Inland Revenue
	
	· P35 plus cheque for all tax deductions
	

	
	Review of election process – team meeting
	
	· Outcome to be documented to support next election
	

	
	Respond to Commission data requests
	
	· This includes performance standards returns
	

	
	Finalise election accounts
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