Local Government (Council) Elections 2012

	Scottish Parliamentary Election

	Constituency: 
	Date of Poll:  Thursday 5 May 2016

	Polling Station No.:
	«BBoxNo»
	Polling District
	«POLLING_DISTRICT»

	Polling Place:
	«PPName» 


	LIST OF BALLOT PAPERS AND OTHER MATERIAL FOR THE PRESIDING OFFICER

	
	ITEM
	NO. OF BALLOT BOOKS
	PAPER COLOUR
	NUMBERED
	CHECK

	Ballot Papers
(Books of 100)

	Ballot Papers for XXXXXX
	«Books»
	WHITE
	
	

	Tendered

Ballot Papers
(Books of 10)

	Ballot Papers for XXXXXX
	1
	PINK
	
	

	Corresponding Number List

(CNL’s)

	Corresponding Numbers List (CNL)
	n/a
	WHITE
	
	

	Tendered Ballot Paper (CNL’s)

	Tendered Papers Corresponding Numbers List (CNL)
	n/a
	PINK
	
	


	Electoral Registers
	Copy of the Electoral Register for Polling Station No. «BBoxNo» («POLLING_DISTRICT»)
	

	
	List of Absent Voters (Postal Voters) for Polling Station No. «BBoxNo» («POLLING_DISTRICT»)
	

	
	List of Proxies (if any) for Polling Station No. «BBoxNo» («POLLING_DISTRICT»)
	


	X Ballot Boxes
	X Ballot Box(es) No. «BBoxNo» & lid w. label
	


Equipment, Sacks and Stationery

	Equipment comprising
	Use with Ballot Paper
	Pakflatt Selector Tactile Device
	1
	

	
	Un-numbered Cable Ties for hanging signs or securing sacks
	10
	

	
	Stationery and Consumables Set 

Large Black wallet incl. Pencil Case, ruler, ballot pencils, pens, blue tack, sellotape, pencil sharpener, pins, small scrap notepad, string, labels
	1 set
	

	
	Sacks (Various) for use if required

1 x Black for Waste , 1 x Clear for Confidential/Recycling Waste,  1 x Brown Paper if required
	1 pack
	


	Ziplock 
Bag containing
	Red Numbered Ballot Box Seals 

12 for box lids, 2 for small box lid slot at close of poll and 3 spare
	17
	

	
	Presiding Officer / Polling Clerk Badges  
(please return at close of poll)
	As required
	


Forms & additional paperwork as follows:
	Ballot Paper Accounts
	Ballot Paper Account 
on carbon copy paper numbered with Ballot papers for your station
	1 + 1 spare
	


	Book of Forms comprising
	Tendered Vote List
	1
	

	
	List of Votes Marked by Presiding Officer
	1
	

	
	List of correction of clerical errors on day of poll – alterations to register
	1
	

	
	List of Disabled Voters Assisted by Companions
	1
	

	
	Declaration by the Companion of a Voter with Disabilities
	5
	

	
	Statement of Number of Postal Votes collected from the Polling Station before the close of poll
	1
	

	
	List of Observers visiting the Polling Station
	1
	

	
	Confirmation of correction of clerical error for elector to take to Polling Station (SAMPLE)
	1 

for reference
	

	
	List of Emergency Proxy Appointments brought to the Polling Station
	1
	

	
	List of Electors who claim not to have requested a Postal or Proxy Vote
	1
	

	
	Polling Station Incident Log
	1
	

	
	Accident/Incident Form
	1
	


	Other Paperwork comprising
	Remember to phone the Counting/Returning Officer
	1
	

	
	Arrangements in force at the Poll
	1
	

	
	Emergency Arrangements & Contact Sheet for Polling Station Inspectors (on red paper)
	1
	

	
	Close of Poll - Polling Place Packing Guide (colour diagram)
	1
	

	
	Note about Waste
	1
	

	
	Ballot Box delivery/Collection Point checklist
	1
	

	
	Bomb Threat Procedure
	1
	


Envelopes for close of poll packing:

	Envelopes comprising
	A
	Envelope for Ballot Paper Account
	1
	

	
	B
	Label & Envelope/Sack for Unused/Spoilt Ballot Papers
	1
	

	
	C
	Envelope for Tendered Ballot Papers & Tendered CNL 
	1
	

	
	D
	Envelope for Marked Polling Station Register & Proxy Register
	1
	

	
	E
	Envelope for Corresponding Numbers List (CNL)
	1
	

	
	F
	Envelope for Certificate of Employment 
	1
	

	
	G
	Envelope for Book of Forms
	1
	

	
	H
	Envelope for Postal Votes handed in at Station
	1
	

	
	I
	Envelope for any other paperwork & Absent Voters Register
	1
	


Signage & Statutory Notices 
N.B. Some signage is statutory and MUST be displayed where indicated to meet legal requirements
	Voter Guidance, Posters & Signage Material
	For front of desk
	Polling Station Number Notice 
	Multiple stations only
	

	
	Notice asking voters to return to polling station where ballot papers were issued  (A3 folded)
	Multiple stations only
	

	
	MUST be displayed at polling station entrance area
	Street Lists for each station (A3 folded) 

(some rural stations will find that this says “rural properties” only and need not be displayed if n/a)
	2
	

	
	MUST be displayed inside the booth. This is the ONLY notice in the booth 
	A3 Colour Poster of Guidance to Voters  
	3
	

	
	MUST be displayed inside the Polling Station
	A2 Black and White Poster 

Guidance to the Voters
	1 
	

	
	Small Arrow Signs (Laminated)
	2
	

	
	Packet of Additional Temporary Signage –  various for use as required
	1
	

	
	MUST be displayed on inside polling station
	Large Print Copy of Council Ballot Paper for Ward X 
	1
	

	
	For use by public
	Large Hand Held Copy (Laminated)
	1
	

	
	Display outside
	Very Large Polling Station Sign 

(Rigid Plastic, drilled holes)
	1
	

	
	MUST be displayed at entrance
	A3 Polling Station Sign 
(Laminated)
	2
	

	
	MUST be displayed at appropriate entrance 
	A3 Disabled Access Sign (Blue and White) 

(use arrow signs below to complete the sign)
	2
	

	
	Only for some stations as required
	A3 Disabled Parking Sign 
(Blue and White)
	As required
	


Some stations, particularly if it has recently moved to a new location, may also find additional signage for directional purposes, which are not listed.
-----End------
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