Part B – Planning
and organisation
Greater London Authority elections:
guidance for Returning Officers
September 2019

In this guidance we use ‘must’ when we refer to a specific legal requirement.
We use ‘should’ for items we consider to be recommended practice, but which
are not legal requirements.

Translations and other formats

For information on obtaining this publication in another language or in a largeprint or Braille version please contact the Electoral Commission:
Tel: 020 7271 0500
Email: publications@electoralcommission.org.uk
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1

•
•

Planning for the elections

voters are able to vote easily and know that their votes will be counted in
the way they intended
it is easy for people who want to stand for election to find out how to get
involved, what the rules are, and what they have to do to comply with
these rules, and they can have confidence in the management of the
process and the results



To be able to achieve the outcome set out in performance standard 1,
you will need to develop and implement robust project planning
processes. This should include evaluating the planning for and delivery
of previous polls and identifying lessons learnt, updating plans as required. To
demonstrate that the outcome can be delivered you will need to have in place
project planning documentation which is kept under regular review and which
reflects lessons learned from previous polls. This part of the guidance sets out
what this project planning documentation should cover.

1

Further detailed guidance on data protection legislation, including registering
as a data controller, is contained in our resource on the EU General Data
Protection Regulation and the Data Protection Act 2018.
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Staffing

Project team

•
•
•
•
•

any appointed deputies
other elections staff members
BROs in your constituency
Electoral Registration Officers (EROs) in your constituency (where they
are not also the BRO)
any other key personnel you consider appropriate

Deputies

3

Election office staff

Electoral Registration Officers

Support staff

4

Further information on processing registration and absent vote
applications in the lead-up to an election can be found in Part 4 Maintaining the register throughout the year and Part 5 – Absent
voting of the Commission’s guidance for EROs.

A

Staff for specific election processes
The Government has moved the early May bank holiday in 2020 from
Monday 4 to Friday 8 May to mark the 75th anniversary of VE Day.

i

Staff that you usually rely on to undertake count duties may be
unavailable due to 8 May now being a bank holiday. You will need to consider
how you will recruit and train a sufficient number of staff.
You will also need to manage the potential impact of having large number of
inexperienced staff.

A

Information on the payment of fees to staff after the elections can be
found in Part F – After the declaration of results.

Polling station staff
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•
•
•
•

•
•
•
•

•

A polling station should not have more than 2,500 electors allocated to it.
In addition to a Presiding Officer, there should be one Poll Clerk for
polling stations with up to 750 electors.
One additional Poll Clerk should be appointed for polling stations with up
to 1,500 electors.
One further Poll Clerk should be appointed to a polling station with up to
the maximum of 2,500 electors.

the impact the particular circumstances of the GLA elections will have,
such as on the time taken to issue three ballot papers and for voters to
complete these
any particular local circumstances such as population increases and
demographic trends
levels of postal voters
projected turnout, taking into account the potential for late engagement
and interest in the election by which point scope for adjusting plans will
be limited – as a minimum you should assume that the turnout will be not
less than the turnout at the last equivalent election
voter throughput and flow, including how the voter will move through the
voting process from entering to exiting the polling station
6

•

any local, London-wide or national issues which may affect turnout



To be able to achieve the outcome set out in performance standard 1,
you will need to decide on the allocation of electors and staff to polling
stations, giving consideration to the factors set out in this guidance, in
order to ensure that polling stations are properly staffed so that voters can
receive a high-quality service. To demonstrate that the outcome can be
delivered you will need to set out the approach you have taken to allocating
electors and staff to polling stations.
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Polling station inspectors

•
•
•
•
•

the geography of the area and travelling distance between polling places
the number of polling stations in each polling place
the experience of polling station staff at each polling station
expected turnout levels and any particular local circumstances
the number of visits polling station inspectors will be expected to make to
each polling station during the day
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Postal vote issue and opening staff

•
•
•

specially trained supervisory staff
clerical staff
IT staff
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A

Further guidance on the postal vote issue and opening processes are
provided in Part D – Absent voting.

Count staff

A

The Commission has produced guidance on the verification and count
process.

Guidance on the principles of an effective verification and count
process is contained in Part E – Verifying and counting the votes.



To be able to achieve the outcome set out in our performance
standards, you will need to put in place appropriate resources to
ensure the verification and count are timely and to ensure the
verification and count processes are designed and managed to secure an
10

accurate result, with a clear audit trail. To demonstrate that the outcome can
be delivered you will need to set out how the verification and counting is to be
organised and managed, including the process you followed to arrive at your
decision.
You will need to ensure that count processes are transparent, with everything
at the verification and count carried out in clear view of all those entitled to
attend, with information provided to attendees on the processes to be
followed.
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3

Training

Presiding Officers, Poll Clerks and
polling station inspectors



To be able to achieve the outcome set out in performance standard 1,
you will need to ensure that access needs are taken into account when
planning for and setting up polling stations and polling station staff are
trained to set-up polling stations in such a way that takes account of voter
needs. To demonstrate that the outcome can be delivered, you will need to
make an assessment regarding access needs, identifying any problems and
12

actions taken to remedy these and you will need to have in place
guidance/training to be provided to polling station staff.

•
•
•
•
•
•
•

the tasks to be carried out ahead of polling day
setting up and managing the polling station
who can attend a polling station and the procedures to be followed on
polling day itself
the importance of being customer-focused and offering assistance to all
voters, including disabled voters
the security of election stationery, including returned postal votes
the procedures to be followed at the close of poll
health and safety issues

Postal vote issue and opening staff
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Count staff

A

Guidance on the principles of an effective verification and count
process is contained in Part E – Verifying and counting the votes.
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Venues

Polling stations
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A

Further information on polling station voting, including polling station
set-up, can be found in Part C – Administering the poll.

Last-minute changes to polling stations
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•
•
•
•

if time allows, send out a letter to all affected electors informing them of
the change to their polling station
if time allows, use the local media to disseminate information to the
affected electors – for example, through issuing press releases
put up signs at the old polling station informing electors about the
change, including directions to the new one
display clear and visible signage at the new polling station

Postal vote issue and opening venues
•
•
•
•
•
•
•

lessons learnt from previous electoral events
volume of postal ballot packs to be issued
estimated volume of returned postal votes
intended workflows
IT requirements
security and storage requirements
disabled access, both to and within the venues

A

Guidance on the layout of postal vote issue and opening venues can
be found in Part D – Absent voting.

Count venue

A

Further guidance on preparing for the verification and count can be
found in Part E – Verifying and counting the votes.
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5
Managing contractors
and suppliers

Section 7 Using contractors and suppliers’ of our resource on EU General
Data Protection Regulation and Data Protection Act 2018 contains the specific
requirements which a written agreement must include in order that the
requirements of data protection legislation will be met.



To be able to achieve the outcome set out in performance standard 1
you will need to put in place arrangements to manage contractors and
suppliers to ensure that the work is delivered as required by the
specification. To demonstrate that the outcome can be delivered, you will
need to have in place arrangements for the management of contractors and
suppliers.

Procurement
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The contract management checklist sets out the minimum steps you should
take to be satisfied that the company will have the capacity to complete any
contracted work on time and to the standard required.

Contract management

A

Further guidance on what to consider if you have outsourced the
postal vote issue can be found in Part D – Absent voting.

Finding printers

20

British Printing Industries Federation
Head Office
Unit 2 Villiers Court
Copse Drive
Coventry, CV5 9RN
Tel: 0845 250 7050
www.britishprint.com

Royal Mail

A

More information on working with Royal Mail in respect of postal voting
can be found in Part D – Absent voting.
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6
Preventing electoral fraud
and maintaining the integrity of
the election



To be able to achieve the outcome set out in performance standard 1,
you will need to have in place processes to identify any patterns of
activity that might indicate potential integrity problems, including what
steps are to be taken to deal with any such problems. To demonstrate that the
outcome can be delivered, you will need to have in place processes for
dealing with integrity problems.

A template memorandum of understanding between the Returning Officer and
the police on joint planning for elections and the reporting and investigating of
electoral fraud is available on the College of Policing Authorised Professional
Practice website.
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Assessing and managing the risk of
electoral fraud

•
•
•
•
•
•

•
•
•

whether there has been a history of allegations of electoral fraud in the
constituency at previous elections
whether the election is likely to be particularly close and hard fought
whether it is a marginal seat, which would need only a relatively small
swing in the number of votes to change control
whether there is a contest based on strong personal disagreements as
well as political arguments
where there is a highly mobile population with a frequent turnover of
electors
where there are electors who may be more vulnerable, for example
because of low levels of literacy and/or English language ability, age or
infirmity

have been unusual patterns in registration or absent vote applications at
previous elections
have been unusual patterns of rejected ballot papers, including rejected
postal ballot packs, at previous elections.
is any unusual pattern of registration or absent vote applications in the
period leading up to the elections

23

Following consultation with Returning Officers, police forces and
political parties, the Commission has issued a Code of Conduct for
campaigners at elections and referendums. The Code applies to all
campaigners, and sets out agreed standards of appropriate behaviour before
and during an election or referendum.

A

The Code also makes it clear that if a Returning Officer considers it
appropriate to address further specific local risks, and has consulted with
relevant national and local parties, we will support them in introducing
additional local provisions which go beyond the terms of the nationally agreed
Code.
The College of Policing Authorised Professional Practice have developed a
template letter seeking agreement from candidates to abide by the Code of
Conduct and this should be provided to all candidates standing at an election.

Dealing with allegations of electoral
fraud

24

A template memorandum of understanding between the Returning Officer and
the police on joint planning for elections and the reporting and investigating of
electoral fraud is available on the College of Policing Authorised Professional
Practice website.

a

The College of Policing Authorised Professional Practice have
provided guidance to local authorities for handling evidence.

25

A

More information for EROs on identifying suspicious registration and
absent vote applications can be found in Part 5 – Absent voting, of the
Commission’s guidance for EROs.

Dealing with allegations of financial
offences

Security
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Communications

Raising awareness

A
•
•
•
•

General guidance to EROs on working with partners, which could also
be of use to Returning Officers, is contained in chapter 5 of Part 1 of
the Commission’s guidance for EROs.

the identification of your target audience
the objectives and success measures of the activity
risks – identification and mitigation
resources - financial and staffing
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Information to electors
Public awareness activity that provides essential information to electors
to enable them to take part in the election should reach as wide an audience
as possible.
London Elects maintains a website that provides information on the
elections and voting process and which will be updated at key stages in the
run up to the elections. London Elects will also run a marketing campaign,
both to raise awareness of the elections and how to vote. The campaign will
be carried across traditional and social media.

Information required by electors in order to successfully participate may
include:
•
•
•
•
•
•
•
•

details of the election itself
the date and hours of poll
the location of polling stations
any key deadlines (e.g. deadlines for registering to vote and applying for
postal or proxy votes)
how to vote (i.e. how to mark the ballot papers)
assistance available to electors (e.g. information for disabled voters)
how votes are counted
how the results will be made known

It is important that public awareness activity provides information that
enables electors to take part in the election.
You should ensure that all your outgoing communications provide
appropriate contact details to allow anyone to respond and obtain further
information.
‘Where is my polling station?’ is a common question in the run-up to
polling day on polling day itself. The polling station finder tool will be available
on both the London Elect and our website; voters can through this tool easily
access information on the location of their polling station. This service can
also be easily embedded into your website.
28

You can help us by making polling station location data available in an
open format, either by publishing the data on your website (through an API or
at a particular web address), or by giving the data to Democracy Club. The
data you send to the printers in order for poll cards to be printed will likely be
enough. The data you provide will help to create a central place where voters
can find their polling station, making it easier to inform the public of where
their polling station is located.
You can find out more about how to publish polling station data in an
open format on Democracy Club’s website.
The Commission will provide templates and tools on our website to
support you with providing information to electors. These will include
poster templates, web banners, infographics, template press releases
and tweets. We’ll provide you with more information on what we will be
making available and when in a future Bulletin.

a

Media liaison

•
•
•
•

strategies for dealing with both proactive communication and media
liaison in relation to specific events such as the verification and counting
of votes
dealing with general media enquiries
reactive handling of any issues that arise in relation to the election, for
example allegations of electoral fraud
management of social media
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8
Accredited observers and
Commission representatives
•
•
•

the issue and receipt of postal ballot papers
the poll
the verification and counting of the votes 15

Quick guide to the observer badge types
Observer badge type

Who are they?

Access

Electoral
Commission
representatives

Same as
candidates and
agents, plus
access to the
issue of postal
votes, and
working
practices of the
CRO, GLRO
and the ERO
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Observers
accredited by the
Commission

Same as
candidates and
agents, plus
access to the
issue of postal
votes

RPA 1983 s35(4)
RPA 1983 s63
3 RPA 1983 s13AB and s 13B
4 Greater London Authority Elections Rules 2007 (SI 2007/3541) sch 1 rule 25, sch 2 rule 26
sch 3 rule 25
5 SI 2007/3541 sch 1 rule 38(8), sch 2 rule 39(8), sch 3 rule 38(8)
6 SI 2007/3541 sch 1 rule 25, sch 2 rule 26 sch 3 rule 25
7 RPA Regulations 2001 (SI 2001/341) reg 85A
8 SI 2007/3541 sch 1 rule 25, sch 2 rule 26 sch 3 rule 25
9 Equality Act 2010 s20
10 SI 2007/3541 sch 1 rule 21, sch 2 rule 22, sch 3 rule 21
11 RPA 1983 s13B
12 SI 2007/3541 sch rule 49; sch 2 rule 50; sch 3 rule 49
13 Electoral Administration Act 2006 s69
14 S6C PPERA 2000
15 S6C PPERA 2000
16 S6A PPERA 2000
17 S6F PPERA 2000
1
2
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