
[Local authority name]

Instructions to counting assistants
Prior to the count

· Please study these instructions carefully so you are fully aware of the counting procedures.

· Please also read the ‘Requirements of Secrecy’ document attached to your letter of appointment.

· Counting will begin at [time] on [date]. It will take place at [venue].

· You must arrive at the count venue at [time] and bring with you your letter of appointment.

· During the count you will be observed by counting agents and other observers. Do not enter into conversation with them, but ensure you work in such a way that they can clearly observe the process.

Stage 1: verification 

1. Firstly, you will be counting the contents of the ballot boxes. Working in pairs you will receive a ballot box together with a ballot box record card on which the number of the ballot box will have been entered. 
2. When the ballot papers have been emptied onto the table in front of you, the supervisor will show the empty box to the agents.

3. As you commence counting the number of ballot papers, open them up and arrange them in an orderly fashion face up so that they are all the same way round. Count them into bundles of [25/50/100] and place a header card on each. For bundles less than [25/50/100] count the number of ballot papers in the bundle and enter this on the header card in the blank box.

4. The supervisor should then be asked to check that the number of ballot papers you have recorded is accurate. If you are told that the numbers are correct, gather up the bundles of ballot papers and place them in the box provided. 

5. Should it be necessary to re-count the papers, the supervisor will tell you what to do. This process will continue until the contents of all the ballot boxes have been counted.

Stage 2: counting the votes 

6. You will be given bundles of ballot papers.
[For single-member vacancies] You should sort the ballot papers into votes for each candidate. Any doubtful ballot papers should be placed aside for adjudication.

[For multi-member vacancies] You should sort the ballot papers into three separate categories: the block votes (i.e., where the voter has cast all their votes for the same party, sorted into party piles); other ballot papers where all votes have been used; and doubtful ballot papers, which will include those where not all the votes have been used.
7. When all the ballot papers have been sorted, the papers in the doubtful tray (ie those ‘for adjudication) should be counted and the number entered into the box on the count sheet. The supervisor should then be called to take these ballot papers away from your table.
8. It is essential that agents and observers are able to see how the ballot papers are being sorted. If they object to any action you take with regard to the sorting of the ballot papers, the supervisor should be called.
9. As the ballot papers stack up, one of the counting assistants in the pair should commence counting the votes for each candidate into bundles of [25/50/100], while checking that they have been placed in the correct pile. The number in the bundle should be checked by another counting assistant for accuracy. After that, the bundle should be banded with a header hard.
10. When all the ballot papers have been counted, the total number of votes for each candidate should be entered on the count sheet and the total number of ballot papers identified for adjudication should be included in the overall total. 
11. The supervisor should then be asked to verify your count totals and, if they are satisfied that they are accurate and reconcile with the verification figures, the bundles will be removed from your table and stacked alongside the other ballot papers for each candidate.
12. Should it be necessary to re-count the papers, the supervisor will advise you of the procedure.
i

Your attention is drawn to the role of counting agents at the counting of the votes. These agents are appointed under the election rules and have a right to reasonable facilities for overseeing the proceedings. However, they have no right to touch the ballot papers. In the unlikely event that they cause you difficulty in carrying out your role, please report the problem to your supervisor.
