
Template forms and notices

Performance standards

1.1 As a requirement to meet Performance Standards 2a: Polling station set-up, 2b: Producing ballot papers, poll cards and notices and 3a: Producing postal vote stationery, Returning Officers must ensure that the ‘Guidance for voters’, ‘Instructions for voters’, poll cards and postal voting statements are produced in accordance with any example templates that the Electoral Commission has issued, or designed in line with the criteria set out in the Performance Standards. For more details, please see our Returning Officer Guidance.

1.2 The Commission has published template poll cards and postal voting statements, and postal voting guides, for the following elections and referendums (and combinations of those polls) in May 2012:

Click the name of the area to access the templates on our website
	England
	Local Government (principal area) elections

	
	Parish and Town Council elections

	
	‘Local’ referendums (such as referendums on local authority governance, or on council tax increases)

	London
	Elections to the Greater London Authority

	Wales
	Local Government (principal area) elections

	
	Community and Town Council elections

	Scotland
	Local Government elections


Compliance with the legislation

1.3 The relevant legislation requires poll cards and postal voting statements to be produced in the form prescribed in the legislation, or in a form ‘to like effect’ as the prescribed form. The Commission’s templates are ‘to like effect’ as the prescribed forms. They use plain language wherever possible, which is permitted by the scope of the powers to produce forms ‘to like effect’.

1.4 The templates are published and available for download from our website and:

· are in MS Word format (97-2003 version)
· need to be populated with relevant information including:

· the names of the polls
· the names of the relevant electoral area or areas (e.g. ward, voting area, constituency) 
· dates and deadlines
· local contact details 

· can be adapted locally as necessary (including, in Wales, presenting the English and Welsh text in an alternative order, according to local practice)

· are accompanied by generic ‘InDesign’ artwork files (one for each main document type) for use by designers/printers
1.5 Please note: some of the templates contain variable text, which you will need to amend, depending on whether separate or combined ballot boxes are being used in polling stations, and whether postal ballots are being issued together, or separately. The relevant text is indicated by highlighting and/or [square brackets] in the Word versions of the templates, accompanied by explanatory comments on selection/deletion of text. 
Poll cards

1.6 The law allows Returning Officers to add information to poll cards as they think appropriate. This could include, for example, a map to show the location of the elector’s polling station, or an explanatory note if the location of the elector’s polling station has changed. Any additional information should be written in plain language in keeping with the style, tone and terminology of the rest of the card.
Postal voting statements

1.7 We are not able to provide templates that correspond exactly with all of the different kinds of postal voting products that are used around the country. Our template is intended to indicate good practice in terms of language and format. The size and position of the signature and date of birth boxes are illustrative only and if you wish, you can include the digits ‘1’ and ‘9’ in the first two date of birth boxes.
1.8 You can still use the template even if your postal voting statement is not on a single A4 sheet, by adapting it – or your postal voting stationery – as necessary. We recommend that instructions are visible while the statement is being completed (so not on the back of the statement itself).
Template ‘Guidance for voters’ and ‘Instructions for voters’ notices
1.9 We will publish templates for ‘guidance for voters’ and ‘instructions for voters’ notices on our website by 10 February 2012.
