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Polling station scenarios
Local government and Police and Crime Commissioner elections in England
	Aim
	The approach
	Comments

	This exercise is designed to demonstrate how to deal with voters on polling day
	Model the most effective method of dealing with the voter, including the range of circumstances that polling station staff may face on polling day.
	There may be various models depending on the space available and the layout of the polling station.

	The plan
	
	

	Setting up the polling station and briefing the players. 



For this exercise it is assumed that one Presiding Officer (PO) and two poll clerks (PCs) are appointed.
	Ensure there is suitable and accessible space such that all delegates can see and hear.



Identify and brief staff playing the roles of poll clerks, giving them prepared scenarios for each module.
	Role play works most effectively with small groups (maximum 20 people). 

If there is not sufficient room for them to gather around the set-up, walk through the exercise in slow time. 

	Precise requirements
	
	

	Make it real
	Ballot booths
	

	
	Notices
	

	
	Signs
	

	
	Mock ballot papers
	

	
	Example register
	

	
	CNLs
	

	
	Sundries Box
	

	
	Ballot box(es) with seals
	

	
	Poll cards (as per scenarios below)
	

	
	Flip chart, pad and pens
	

	
	Ballot paper account
	

	
	Ballot Paper Refusal List (BPRL)
	

	
	Postal vote return form
	

	
	Roving microphone (dependent on set up)
	

	Role play
	
	

	Module 1 – Setting up the polling station
	Model setting up the booths, tables and the location of the ballot box(es) to suit different types of spaces.

Remind the delegates about the importance of accessibility.

Ensure that all equipment is set up correctly and that delegates know how to use it.

Ensure that there is an area for checking photographic ID in private.

Reinforce the message about security and integrity of the voting process.

Explain the need for clear signage and instructions and where statutory forms must be placed.
	Interact with the delegates to obtain their views on the best model.

Model the flow of the process to agree the most suitable path.

The security of the ballot box(es) and the secrecy of the vote is key.

	Module 2 – The voting process

	In slow time – trainers walk through the normal voting process with two volunteer PCs.
Highlight the process for checking photographic ID and for accepting postal votes.

Who does what?
Demonstrate the flow (i.e. what the 1st PC does and how the role links to 2nd PC) and issue ballot papers to a voter (the trainer).
	It is important to get this right – refer to polling station handbook and quick guide.

	[bookmark: The_scenarios]Module 3 - The scenarios
	Work through the various scenarios.
	Players should be rehearsed with their scenarios.

	
	1. Elector not on the register
	Scenario 1

	
	2. Postal voter: lost or did not receive postal votes (before 5pm)
	Scenario 2

	
	3. Postal voter: lost or did not receive postal votes (after 5pm)
	Scenario 3

	
	4. Postal voter: did not apply to vote by post 
	Scenario 4

	
	5. Proxy voter: voting for proxy and as self
	Scenario 5

	
	6. Elector marked as having already voted
	Scenario 6

	
	7. Voter handing in completed postal votes
	Scenario 7

	
	8. Voter not entitled to vote at local government or Police and Crime Commissioner elections
	Scenario 8

	
	9. Voter’s photographic ID is not on the accepted ID list
	Scenario 9

	
	10. Voter refuses to provide photographic ID
	Scenario 10

	
	11. Photographic ID does not resemble the voter
	Scenario 11

	
	12. Voter’s name on the register is different from photographic ID
	Scenario 12

	
	13. Voter refuses to remove face-covering
	Scenario 13

	
	14. Voter’s photographic ID appears to be a forgery
	Scenario 14

	
	15. Anonymous elector does not have their Anonymous Elector’s Document
	Scenario 15

	
	16. Disabled voter asks for the assistance of a companion
	Scenario 16

	
	17. Voter requests to use the Tactile Voting Device
	Scenario 17

	
	18. Person hands in too many postal votes
	Scenario 18

	
	19. Person refuses to complete postal vote return form
	Scenario 19

	
	20. Campaigner hands in postal votes they are not permitted to handle
	Scenario 20

	
	21. Suspect a person is trying to hand in more postal votes later in the day
	Scenario 21

	
	22. A person under the age of 18 tries to hand in postal votes
	Scenario 22

	Module 4 - Nearing close of poll

	Explain how to deal with a queue of voters as only those in the queue at the correct polling station at 10pm can vote or hand in a completed postal vote.
	

	Module 5 – Completing the ballot paper account
	Using model ballot paper account, go through step-by-step process of completion after close of poll.
	Ballot paper account exercise 




Scenarios


[bookmark: Scenario1]Scenario 1 – Voter not on the register 

The PC will:

1. Check the register but find no entry against the address
2. As well as the register, check the ‘other electors’ and clerical error sections/notices. If there is more than one polling station in your polling place, check to see whether the elector is on the register at the other station.
3. Contact the electoral registration office for them to check their files.
4. If the registration office has confirmed that they are not registered, explain that unfortunately you have to be registered in order to vote and that it is not linked to other records such as council tax. If that does not satisfy them, ask them to contact the electoral registration office

Get the ‘voter’ to produce a ‘prop’ passport or driving licence and be quite assertive at wanting to vote. The PC, supported by the PO should politely but firmly say that they cannot issue a ballot paper even though they have acceptable photographic ID and that they must contact the electoral registration office. Go back 

[bookmark: Scenario2]Scenario 2 – Postal voter has lost or did not receive their postal votes (before 5pm) 

The PC will suggest that the voter goes to the elections office to obtain replacement postal votes and gives the voter details of the address. Go back

[bookmark: Scenario3]Scenario 3 – Postal voter has lost or did not receive their postal votes (after 5pm)

The PO will have to put the appropriate prescribed questions to the voter and then issue tendered ballot papers if they are answered satisfactorily. Go through the tendered process, including:

· showing the packets that the tendered ballot papers will be kept in
· explaining that the packets should only be opened when you have to issue a tendered ballot paper
· how to issue the tendered ballot papers
· make clear that tendered ballot papers must not go in the ballot box(es) but instead in the special envelopes
· highlight that the PO must check the photographic ID of the elector or proxy before issuing a tendered ballot paper

 Go back

[bookmark: Scenario4]Scenario 4 – Postal voter did not request a postal vote and wants to vote in person

The PC will explain that if the person received their postal ballot pack, they can return it to the polling station. Also explain that they cannot issue ordinary ballot papers and the PO can only issue tendered ballot papers after the elector has answered the prescribed questions satisfactorily. The elector must provide acceptable photographic ID in order for a tendered ballot paper to be issued. Tendered ballot papers must not be put in the ballot box(es). However, the elector should be advised that, up until 5pm, the Returning Officer may issue a replacement postal ballot pack. The elector details should be included in the PO’s log book. Go back

[bookmark: Scenario5]Scenario 5 – A voter states they have been appointed as proxy for another voter and also wishes to cast their own votes 

One PC will advise that they should vote for themselves first and should then return to their desk to apply to vote for their proxy (don’t make them queue up again if there is a queue). The other PC will ask for both the elector’s and proxy’s name and address. The PC checks the register to see if the elector has already voted and checks that the elector they are voting on behalf of is eligible to vote. If satisfied that ballot papers can be issued, the PC will check the photographic ID of the proxy and, if it is acceptable, the PC will draw a line against the entry on the list of proxies and mark the elector’s entry as usual. Go back

[bookmark: Scenario6]Scenario 6 – Voter marked as having already voted 

The PC will explain that they have already been marked as having voted, and will direct the voter to the PO. The PO will explain that they can issue tendered ballot papers, provided that the prescribed questions are answered satisfactorily and that the elector is able to provide acceptable photographic ID. The PO will ask the prescribed questions for each election. The elector’s details are entered on the list of tendered votes. Ask voter to mark the ballot papers in secret, fold and return them. Tendered ballot papers must not be put in the ballot box(es). PO covers the ballot box slot. The PO will endorse the tendered ballot papers with the name of the voter and their elector number and place it in the envelope for tendered ballot papers. Go back

[bookmark: Scenario7]Scenario 7 – A voter hands in completed postal votes 

Polling station staff will check that it is for the correct voting area and, if so, ask them to complete a postal vote return form. Staff should assist the voter with completing the form, particularly section 1. 

If they are satisfied that:

· the postal vote return form has been completed correctly with the required information 
· the individual has only handed in as many postal votes as they are entitled to, and 
· the individual is not a political campaigner, or is a political campaigner who has only submitted their own postal vote and/or postal votes of close relatives or people for whom they provide regular care, 

they will complete section 3A of the form to confirm this and accept the postal votes. Thank the individual and confirm that the postal votes have been accepted. Place the accepted postal votes into the appropriate packet.

Further detail on the process can be found in the Polling Station Handbook. Additional scenarios regarding the postal vote handing in process can be found below. 
Go back

[bookmark: Scenario8]Scenario 8 – overseas elector who is only entitled to vote in UK Parliamentary 

A person registered as an overseas elector applies for ballot papers to vote at the local government and the Police and Crime Commissioner elections. The PC will check the register and identify the marker against their name (‘F’ marker). The PC will explain that they are only entitled to vote in UK Parliamentary and cannot vote at local and Police and Crime Commissioner elections. If they are now back living in the UK they need to register again as an ordinary elector to be able to vote at all future elections. Go back

[bookmark: Scenario9]Scenario 9 – Voter produces a photographic ID that is not on the accepted ID list

The PC will explain what forms of photographic ID can be accepted and ask the voter to return with an accepted form of ID. Go back.

[bookmark: Scenario10]Scenario 10 – A registered voter refuses to provide photographic ID and demands a ballot paper

The PC will explain to the voter that voters are required by law to show photographic ID before being issued with a ballot paper at certain elections, including Police and Crime Commissioner elections. They will ask the voter to return with an accepted form of ID, they can then issue the voter with a ballot paper. Go back.

[bookmark: Scenario11]Scenario 11 – The photographic ID provided does not resemble the voter

The PC will refer the matter to the PO. The PO will check the ID and if they have reasonable doubt that the voter is the elector they claim to be they will: 
· explain to the elector that they do not think the image on the photographic ID resembles the elector 
· they will ask the elector to return with an accepted form of ID that does bear a current likeness of the elector 
· the PO will check the BPRL to see if the elector has an existing entry, if they do, the PO will record they have been turned away again. If they haven’t, the PO will make a new entry including the voter’s elector number and write number ‘1’ in the Reason for refusal column.
Go back.

[bookmark: Scenario12]Scenario 12 – The voter’s name on the register is different from the name on the photographic ID

The PC must refer the matter to the PO. The PO can request additional evidence to make a connection between the photographic ID and the name on the register, such as a marriage certificate, divorce papers or deed poll. In this scenario the elector is unable to provide additional evidence. The PO will ask the elector to return with another accepted form of ID that does contain their name as it appears on the register 
Go back.


[bookmark: Scenario13]Scenario 13 – A voter is wearing a face covering and refuses to remove it to verify their identity

The PC will explain that it is mandatory to provide photographic ID, and that the law does not allow them to issue a ballot paper unless they can verify the ID by comparing the picture with the elector’s face. The PC should also explain that there is an area where this can be done in private with a member of polling station staff. Go back.

[bookmark: Scenario14]Scenario 14 – A voter’s photographic ID appears to be a forgery

The PC must pass the photographic ID to the PO for a decision. In this scenario the PO agrees there is reasonable doubt that the photographic ID is a forgery. The PO will:
· hand the ID back to the elector and explain that they think the photographic ID is a forgery and advise the elector to return with an alternative form of accepted photographic ID
· the PO should then check the BPRL for any previous entries for the elector to see if they have been turned away previously. They should then update the BPRL accordingly and write the number ‘2’ in the Reason for Refusal column
· this should also be recorded in the polling station log book so that the RO can be made aware of suspected forged photographic ID.
Go back.

[bookmark: Scenario15]Scenario 15 – An anonymous elector appears at the polling station without an Anonymous Elector’s Document

The PC will explain that only an Anonymous Elector’s Document (AED) can be accepted as photographic ID for anonymous electors. The anonymous elector must have both an AED and their poll card in order to vote. The PC will ask the voter to retrieve their AED and come back to the polling station at a later time with this, they can then be issued with a ballot paper once their identity has been verified.

If the voter has lost or never received their AED then they should contact the Returning Officer immediately. Go back.

[bookmark: Scenario16]Scenario 16 – A disabled voter asks for the assistance of a companion to cast their vote

The PC should first check that the voter is on the register and complete the photographic ID check. Speaking to both the voter and the companion, the PO will explain the process for completing the ‘Declaration by the companion of a voter with disabilities’. The companion will complete the declaration. The ballot paper can then be issued to the voter.

The disabled voter’s companion can assist up to two people at the same election and they must be aged 18 years or over.  The PO will record the voter’s name and elector number, and the companion’s name and address on the form ‘List of voters with disabilities assisted by companions’. Go back.

[bookmark: Scenario17]Scenario 17 – A voter with a sight impairment requests to use the Tactile Voting Device

The PC should explain to the voter how to use the TVD and allow them to practice using the device. When ready, the voter should:
· lift the selected window(s)
· mark the ballot paper
· close the window(s)
· separate the template from the ballot paper
· fold and place the ballot paper in the ballot box
· return the template to the Presiding Officer.
Go back.

[bookmark: Scenario18]Scenario 18 – An individual insists on handing in more than the permitted number of postal votes
Polling Station Staff should explain to the individual that they can hand in their own postal vote and up to five other people’s postal votes. They should then tell the person to hand in the correct number but should not get involved in identifying which postal votes are handed in. The individual can hand in the permitted number of postal votes and leave the polling station with the remaining postal votes.
If there are multiple polls taking place and postal votes for these polls have been issued separately, the postal votes handed in must still only belong to a total of 5 other electors – but there may be multiple postal votes per elector.
If the individual insists on handing in postal votes for more than 5 other people, polling station staff should explain that all the postal votes for the other people must be rejected and that only the individual’s own postal vote will be accepted. You should not assist the individual in determining which postal vote is their own.
The postal vote return form must be completed with the following information: 
· in sections 1 and 2, the details of the individual and the postal vote to be handed in (if they are returning their own postal vote) 
· in section 3, that the individual’s postal vote has been accepted (part 3A and part 3B), and the number and the reason for rejection of the other postal votes (part 3B)

The completed postal vote return form must be attached to the rejected postal votes and kept in the packet for rejected postal votes. The accepted postal vote can be placed in the packet for accepted postal votes. 
Go back.
[bookmark: Scenario19]Scenario 19 – An individual refuses to complete the postal vote return form

Explain to the individual that the postal vote return form must be completed by law and the postal vote(s) cannot be handed in without it. Any postal votes that are left behind at the polling station without the form being completed in full will be rejected.    

If the individual insists on leaving the postal vote(s) without completing a form, complete section 3B of the postal vote return form, ticking the ‘did not fully complete the postal vote return form’ option, attach it to the postal vote(s) and place the bundle in the packet for rejected postal votes.
Go back.

[bookmark: Scenario20]Scenario 20 – A campaigner attempts to hand in postal votes that are not from a close relative or someone for whom they provide care
Advise the campaigner that they are not allowed to hand in postal votes unless it is their own, or they are handing in postal votes for close relatives or people for whom they provide care. 
If they insist that they want to hand them in, you should advise them that:  
· it is an offence for political campaigners to handle postal votes which are not their own, those of close relatives or those of someone for whom they provide care 
· any postal votes that are handed in which belong to other people except those set out above will be rejected  
· the Local Returning Officer will notify the police where they suspect an offence has been committed

If the campaigner still wishes to hand them in, then the details of the rejected postal votes must be recorded in section 3 of the form and attached to the rejected postal votes. 
If the political campaigner refuses to hand over the postal votes and leaves the polling station, you should record the details in the polling station log book.
Go back.  
[bookmark: Scenario21]Scenario 21 – You suspect that the individual has already handed in the permitted amount of postal votes earlier in the day
Polling station staff should inform the individual that they can only hand in their own postal vote and up to five other people’s postal votes. If the Local Returning Officer finds evidence that an individual has committed an offence then they will notify the police. Polling station staff may also check previous postal vote return forms to see if the person has already handed in the permitted number of postal votes earlier in the day. Let the person hand them in (if they still want to) and record in the polling station log book.
Polling station staff can reject postal votes if they strongly believe that the individual is handing in more votes than they are allowed, however, this should only be done where they are certain that this is the case or  have evidence. In this circumstance, you must complete section 3 of the postal vote return form, confirming the reason for rejection. Attach the completed form to the rejected postal votes and place in the packet for rejected postal votes.
Go back.  

[bookmark: Scenario22]Scenario 22 – A person under 18 years old tries to hand in postal votes on behalf of other voters

People under the age of 18 are not permitted to enter a polling station unless they are accompanying a voter. Polling station staff should advise them that they cannot enter the polling station and therefore they are not able to accept the postal votes. Polling station staff should direct them either to hand in the postal votes at the local council offices or advise that a person over the age of 18 may hand them in instead.
Go back.
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