Note to Administrator:


Returning Officer (Name)
Election Office

	
	Our ref:
	

	
	Your ref:
	

	
	Phone:
	

	
	Date:
	



Dear 

Polling Staff Offer of Appointment
Scottish Parliamentary Election

I am writing to formally offer you the appointments detailed below for the Scottish Parliamentary Election to be held on Thursday 5 May 2016

	Position
	

	Polling Place
	

	Polling Station No
	

	Ballot Box No
	



Your appointment is subject to the following terms and conditions:-

1. Requirement for Secrecy (Appendix 1)
	You must read and understand the requirement for secrecy as detailed at Appendix 1.

2. Acceptance Form (Appendix 2)
	The attached Acceptance Form being checked, completed, signed and returned, in the envelope provided, by (Date).  If you are only able to accept one appointment please indicate this in Section 6 of the Acceptance Form.  If you are unable to accept the appointment please contact (email or phone contact details) as soon as possible.

	For Council employees you should ensure that your line Manager authorises your absence prior to returning the Acceptance Form.

	In the event of a cancellation, the Election Team may ask a Presiding Officer to act as a Supervising Presiding Officer and a Polling Clerk to act as a Presiding Officer.

3. Hours of Poll
The hours of both polls are 7.00am to 10.00pm and you are required to report for duty at the above Polling Station not later than 6.30am on polling day to ensure that your Polling Station is ready to open by 7.00am.  You must not leave your Polling Place during the hours of poll and must not leave your Polling Station after the close of poll until your ballot box has been picked up.

4. Fees
The fees (inclusive of a training fee) are:-
	Polling Duty
	Gross
	Tax
	Net

	Supervising Presiding Officer
	
	
	

	Presiding Officer
	
	
	

	Polling Clerk
	
	
	


	
	Travelling expenses are payable in relation to your journey to and from the Polling Station at the rates detailed below and are not taxable.  In order to ensure that this is included as part of your payment you should detail your travelling expenses, as requested, on Section 3 of your Acceptance Form.





	Mileage
	Per Mile

	Motor Mileage
	45p

	Passenger Supplement
	5p per mile for first passenger
5p per mile for second and subsequent passengers



	Please send a receipt for taxi, bus, train expenses which are £10.00 or over to the Election Office after polling day.  An element of your training fee includes travelling expenses to and from the training session and therefore should not be claimed as part of your travelling expenses.

Changes to the existing payment arrangements have had to be made as a result of the introduction of Real Time Information for Tax purposes.  This means that payment for all election staff will be made through the Elections Payroll System which means that your fee will be paid directly into your bank account detailed on Section 4 of your Acceptance Form and, in due course, you will be issued with a unique payroll number relating to employment for electoral purposes.

Tax Form P46 (Appendix 3a) - I have attached Tax Form P46 which you must complete and return with your Acceptance Form if you have not previously worked in election duties.  

For Council employees, the bank details will be taken from your existing payroll information, unless otherwise advised, however, you are still required to complete the P46 if you have not previously worked in election duties.

Please note that the Inland Revenue deduct tax at a rate they consider appropriate and in line with records held by them.  Please note that the Election Office team are unable to resolve tax issues on your behalf.  If you have any issues relating to your tax payment please contact the Inland Revenue Office direct.

Further details relating to your electoral payment will be given in due course.

5. Training Arrangements (Appendix 3b)
	Face to Face Training Sessions
It is a condition of your appointment that you attend a training session prior to the election.  (Insert information about training for this election).  Payment for attending your training session is included in your appointment fee.  Please complete the enclosed training session form and take it along with you to your training session, where it will be collected.  If you are unable to attend the training session (add local arrangements).

Please read the enclosed Polling Station Staff Handbook before attending your training session and take it with you to the training and on polling day.

6. Criminal Convictions Declaration Form (Appendix 4) 
As part of the requirement to improve electoral integrity and in order to check suitability of applicants I would ask you to complete and return the attached Criminal Convictions Form with your Acceptance Form. (Note to Election Administrator – this form is not compulsory)

7. Immigration Checks
Under the terms of the Asylum and Immigration Act 2006, only individuals who have a right to work in the United Kingdom are eligible for public appointments, including appointments made by the Returning Officer for elections.  For this reason, anyone who needs to be checked will be contacted by the Poll Team Leader to explain the process.  Please complete Section 3 – Immigration Checks on the Acceptance Form and, where required, you will be advised of the necessary arrangements. 

8. Data Protection Act 1998
In accordance with the Data Protection Act 1998, I would advise you that your personal details will be held and used solely for future electoral related appointments.  If you object to your details being held on file, please advise me in writing.

9. Eligibility to accept a Polling Staff appointment
May I remind you that the law states that you cannot accept this appointment if you have been employed by, or on behalf of, a candidate in or about the election.  If you have any doubts as to your eligibility, do not hesitate to contact the Election Office.



In addition to the appendices already referred to in this letter, you will also find an Equal Opportunities Monitoring Form (Appendix 5).  Completion of this Form is not compulsory, however, in order to check the effectiveness of our equal opportunities in electoral events we monitor a range of areas where people may have experienced discrimination.  It is, therefore, helpful if you could complete and return this form with your Acceptance Form.

Making sure you can vote at the European Election and Referendum
The Election Team have a statutory duty to promote democracy.  Ensuring Polling Staff have arrangements in place to vote at the European Parliamentary Election and Scottish Independence Referendum is one way of encouraging people to use their democratic right.  Therefore, your options are as follows:-
· Vote at the Polling Station - if you are appointed to the Polling Place where you normally vote
· Vote using a Certificate of Employment - if you are appointed to a Polling Place other than the one you would normally vote.  To do this you must request a Certificate of Employment on your Acceptance Form and your Poll Team Leader will prepare a Certificate of Employment which will enable you to vote at your allocated Polling Station.
· Vote by Post – You can download a Postal Vote Application Form from (web address) or contact (phone no) to arrange this.  The deadline for applications to vote by post is 11 working days prior to each electoral event.
· Vote by Proxy – You may choose to appoint someone to vote on your behalf (called a proxy) if you cannot attend your own Polling Station.  Again you can download a Proxy Application Form from (web address) or contact (phone no) to arrange this.  The deadline for applications to vote by proxy is 6 working days prior to each electoral event.

Please advise of your voting arrangements in Section 2 of the Acceptance Form.

Future correspondence from the Election Office
As far as possible, I’d like to communicate with Polling Staff by email in the future, however, there will be exceptions where polling staff do not have an email address.  Emailing will reduce costs, allow quicker delivery/response and provide an opportunity to give specific information relating to your Polling Place arrangements, if required.  It is therefore vital that you ensure your email address is accurate and you specify your preferred email address for this purpose in Section 2 of the Acceptance Form.

Should you need any further information at this point, contact your Poll Team Leader at the email address given previously in the first instance, alternatively, please telephone the Election Office on (phone no).

Yours sincerely


Returning Officer

Important Note on Enclosures

Appendix 1- Requirement for Secrecy
The Requirement for Secrecy for the Scottish Parliamentary Election is attached and you must read and understand the provisions prior to accepting your appointment.

Appendix 2 - Acceptance Form	
You are asked to check, complete, sign and returned your Acceptance Form by (Date).

Prior to doing this, it is important you note the following:-
In the past, the following issues have arisen relating to polling staff appointments and returns:-
· Acceptance Forms not being returned on time
· Information pre-populated on the documents returned but not checked/updated
· Missing or inaccurate information provided relating to email addresses, mobile numbers, bank details, etc
· Wrong documentation returned or missing documentation

This creates a significant amount of additional work for the already busy Poll Team Leaders.  I would, therefore, ask you to ensure that you read all documents carefully in advance of returning them and ensure that all information is accurate.

In addition, you must:-
· check and amend your details on the Acceptance Form, as appropriate
· ensure you enter your full official forename(s) and surname – This should be as per your birth certificate or passport (depending on whether your name has changed due to eg marriage)
· take care to record your names accurately
· NOT use initials, for example, you should enter David Smith and not D Smith
· record your middle name(s) in the appropriate box (and not together with the forename)
· NOT use shortened commonly used names such as Dave rather than David
· record double barrelled names (first and last names) in full in either the forename (eg John-Paul) or surname (eg Anderson-Smith) as applicable

If you have any issues in completing your Acceptance Form you should email your Poll Team Leader in the first instance.

Appendix 3 – P46 (Short)
As a result of changes to tax arrangements by HM Revenue and Customs (HMRC), this form must be completed and returned to the Returning Officer.  Your details will then be passed to HMRC to help them use the correct tax code.  Please return this form with your Acceptance Form.

Appendix 4 – Criminal Convictions Form
Please complete and return this form with your Acceptance Form.

Appendix 5 – Equal Opportunities Monitoring Form
Completion of this Form is not compulsory, however, in order to check the effectiveness of our equal opportunities we monitor a range of areas where people may have experienced discrimination.  It is therefore helpful if you return this form.

(Name)
Returning Officer
(Address and contact details)

Appendix 1

Add Appropriate -  Requirement for Secrecy 





	

Polling Staff Acceptance Form                                                                                                Appendix 2

Scottish Parliamentary Election

Please check, complete and return this form by (Date)


	
Section 1 – Appointment Details


	Position Offered
	

	Polling Place
	

	Polling Station No
	

	Ballot Box No
	

	



Section 2 – Personal/Employment Details


	Forename (As per official documentation)
	

	Middle Name(s) (As per official documentation)
	

	Surname (As per official documentation)
	

	Home address
(this must be your home address and not your workplace for tax purposes)
	

	Postcode
	

	Home phone number
	

	Mobile phone number
	

	Personal email address
	

	Gender Identity
	Male
	
	Female
	

	Date of birth
	

	National Insurance no
	

	Do you pay tax?
	Yes
	
	No
	

	Employer
	

	Work Address
	

	Work Telephone No
	

	Work email address
	

	Preferred email address
	Personal
	
	Work
	

	Council employees – Your current Council Payroll Number
	

	Your Voting Arrangements
	At the Polling Station
	
	Certificate of Employment 
	
	By Post
	

	
Section 3 – Travelling Arrangements/Expenses


	Do you have your own means of transport?
	Yes
	
	No
	

	Mileage - home to Polling Place and return
(Google maps - getting directions may help in providing mileage)
	Miles
	
	Rate
	45p/mile
	Total claim
	£

	Travel Expenses (Taxi, Bus, Train)

	£




	
Section 4 – Bank Details - To be checked/completed by those NOT employed by (Name) Council

	Current Bank Details held:-
	If your details have changed please advise in boxes below

	Bank Sort Code (6 digits)
	
	

	Bank Account Number (8 digits)
	
	

	Bank Name
	
	

	Branch Name
	
	

	Branch Address
	
	

	Account Name Holder(s)
	
	

	
Section 5 – Training 

	Can you attend the Sessions detailed below?
	Yes
	No

	
Session

	
	

	
If you are unable to accept the allocated date the Election Office will be in touch with you to confirm an alternative date.

	
Section 6 - Acceptance of Appointment (please tick as appropriate)

	I accept the above appointment on the terms and conditions detailed in the letter from the Depute Returning Officer for the (Name of Electoral event) on (Date).
	Yes
	
	No
	

	I confirm receipt of Requirements for Secrecy.
	Yes
	
	No
	

	Under the Data Protection Act 1998, I agree to my personal data being held on file to advise me of employment opportunities for future elections.
	Yes
	
	No
	

	In terms of the Asylum and Immigration Act, I confirm that I have valid permission to live and work in the United Kingdom.
	Yes
	
	No
	

	I authorise the Returning Officer to credit any salary due to me to the above bank account
	Yes
	
	No
	

	FAO Council employees only

	As an employee of (Name) Council, I authorise that my current bank details held by the Council payroll may be used for electoral payments.
	Yes
	
	No
	

	
I hereby declare that the information given is true and correct and I accept the above conditions.


	
Signature

	

	
Date
	

	For Council employees only

Signature authorisation by Line Manager 
	





Appendix 3a

	[image: hm revenue and customs1]
	
(Electoral Events)
Starter Checklist

	


	
Employee’s personal details 

	

Last name or family name

	



	
	

	


First name(s)

	




 Are you male or female?		○ Male ○ Female

	Date of birth eg dd mm yyyy

	
	
	
	
	
	
	
	
	
	



		Home address

	Address line 1

	





	
Address line 2

	





	Address line 3

	





	
Address line 4

	





	Postcode

	






	National Insurance number

	
	
	
	
	
	
	
	
	
	
	



  
	Employment Start date
eg dd mm yyyy

	
	
	
	
	
	
	
	
	
	
	



		Employee statement

		You need to select only one of the following statements A, B or C.

	
	
	
A – This is my first job since last 6 April and I have not been receiving taxable Jobseeker’s Allowance, Employment and Support Allowance, taxable Incapacity Benefit, State Pension or Occupational Pension.

	
	
	


 	
	 
	
	

B – This is now my only job but since last 6 April I have had another job, or received taxable Jobseeker’s Allowance, Employment and Support Allowance or taxable Incapacity Benefit.  I do not receive a State Pension or Occupational Pension.

	
	
	



	
	
	

C – As well as my new job. I have another job or receive a State Pension or Occupational Pension.

	
	
	


I have a Student Loan which is not fully repaid and I left a course of UK higher education before last 6 April and I received my first Student Loan instalment on or after 1 September 1998.

	Select ‘No’ if you are repaying your Student Loan direct to the Students Loan Company by agreed monthly payments. 

Please print your name or sign here after you have completed the form.

	○ Yes ○ No

	Full Name
	


		
	Date eg dd mm yyyy

	
	
	
	
	
	
	
	
	
	
	









Appendix 3b
(Please take this form with you to your training session)

Attendance at Training Session

(Name of Electoral event) – (Date)


Please sign and date this form and hand it in when you attend your training session as proof of attendance.

If you are unable to attend the above training session please contact (phone no) immediately.  If you fail to attend the training session then you will be replaced for election day.

	
Post details:


	
Name:

	

	
Position:

	

	
Polling Station:

	

	
Polling Place:

	

	
Ballot Box No:

	

	
Training Session Details:


	
Date:

	

	
Time:

	

	
Venue:
	


	
Signature:

	

	
Date:
	



      



Council Logo



Returning Officer (Name)
Election/Referendum Office

                                 Criminal convictions declaration form                   Appendix 4

Important – this form should be completed and returned with your Acceptance Form.  It will be opened by the Returning Officer’s Team.
			
	Position accepted: 
	Ballot Box No: 

	Forename: 
	Surname: 

	Current address: 

	Previous name(s) and address(es) from age 16

	Name:
	Address:
	Date from:

	
	
	

	
	
	

	
	
	

	Place of birth:                                                       
	Date of birth:
«DOB»

	
Declaration:
Please read the guidance notes before answering the declaration and tick the appropriate statement.

A)   Have you ever been convicted of a criminal offence?		Yes 	        No

 B)    Do you have a court appearance pending or have you
         been charged by the Police for a criminal offence?		Yes             No 

If you answered Yes at A or B above, please supply the following details:


	Date
	Court
	Details of offence
	Sentence

	
	
	
	

	
	
	
	

	
	
	
	

	I certify that:
I have read the Guidance Notes overleaf and have not withheld information that may affect my appointment.  I understand that false information or omissions may lead to my offer of employment being withdrawn.  The information supplied above may be verified by the Returning Officer’s Team.

Data Protection Act 1998
I consent to the information which I have provided on this form being used by the Returning Officer in the decision making process which may include requesting a criminal records check.     

This form is resealed in an envelope and filed in your personal election file and will be retained by the Returning Officer and you may request access to it. 

	Signature:

	

	Date:

	

	
	






Rehabilitation of Offenders Act 1974 (Exceptions) order as amended

	Advisory note – please read this carefully

1.	If you need help or advice in completing this form, you can seek advice from a suitable person eg Citizens Advice Bureau, Solicitor, Trade Union representative or telephone the Personnel Services Helpline (Phone No).
2. Every appointee must complete this form whether they have a previous conviction or not.
3.	The information requested has been kept separate from the Acceptance Form to protect confidentiality.  You should complete this Form and return it with your Acceptance Form in the sealed envelope provided.  It will be opened by the Returning Officer’s Team.  You may be asked to give further details about any information you have provided prior to polling day.
4. Candidates who have previously been convicted of a criminal offence.
4.1	Any details that you provide will be treated in the strictest confidence and will not automatically exclude you from being considered for this or any other appointment.
4.2	If you have applied for a post which has been advertised as “Excepted” this means that you are not entitled to withhold information on a criminal conviction on the grounds that it is “spent” or forgotten under the Rehabilitation of Offenders Act 1974.  Convictions within the armed services, outwith the United Kingdom and disciplinary action by certain professional bodies must also be included.
4.3	If the post is not “excepted”, you are entitled to withhold information about any “spent” convictions.  Information about what is a spent conviction is given below.  Convictions within the Armed Services, outwith the United Kingdom or disciplinary action by certain professional bodies must also be included unless they are regarded as “spent” under the Act.



	What is a spent conviction?
1.	Sentences of more than 2½ years can never become spent.  Other sentences become spent after fixed periods from the date of conviction.  For a custodial sentence, the length of time actually served is irrelevant, the rehabilitation period is decided by the original sentence and begins on the date of conviction.
2.	The length of a rehabilitation period depends on the sentence as outlined below.


	Sentence
	Rehabilitation Period

	
	People aged 18+ when convicted
	People under 18 when convicted

	Prison (immediate or suspended sentence) or youth custody of more than 6 months and not exceeding 2½ years
	10 years
	5 years

	Prison (immediate or suspended sentence) or youth custody 6 months or less
	7 years
	3½ years

	Fine/Community Service Order/Supervised Attendance Order
	5 years
	2½ years

	Absolute discharge/Admonished
	6 months
	6 months

	Probation after 5 February 1995
	5 years
	2½ years or length of probation period whichever is longer

	There are 2 sentences for people under 21 for which there is no variation in the rehabilitation period according to age when convicted.  These are:

	Borstal (replaced by youth custody in May 1983)
	7 years
	
	

	Detention of 6 months to 2½ years.
	5 years
	Detention of under 6 months
	3 years



	With some sentences, the rehabilitation period varies.  These are:

	Sentence
	Rehabilitation Period

	Probation before 5 February 1995, Supervision Order, Conditional Discharge, Bind-over or Hospital Order under the Mental Health Act.
	1 year, or until the order expires (whichever is longer)

	Attendance Centre orders
	1 year after the order expires

	Orders imposing a disqualification, disability or prohibition
	Until the order expires





                                                                                                  Confidential                                      Appendix 5
Equal Opportunities Monitoring Form

In order to check the effectiveness of our equal opportunities policy we monitor a range of areas where people may experience discrimination. It would be helpful if you would complete the information below.  The information you give will be used for monitoring purposes only and all information will be treated in strict confidence and no names will be shown in any statistics produced.  

	Name:
	

	Appointment:
	

	Ballot Box No:
	

	Please mark each relevant box with a cross (X).

	1. Gender Identity 1 – How would you describe your gender?
|_|  Female
|_|  Male
|_|  Prefer not to answer

	2. Gender Identity 2 – Have you ever identified as a transgender person or trans person?
(For the purpose of this question “transgender” is defined as an individual who lives, or wants to live, full time in the gender opposite to that they were assigned at birth)
|_|  Yes
|_|  No
|_|  Prefer not to answer

	3. What is your Date of Birth?


	4. Do you have Caring Responsibilities?
|_|  Yes, Childcare (children under 18)
|_|  Yes, other
|_|  No 
|_|  Prefer not to answer

	5. What is your religion or belief?

	|_|  Buddhist
|_|  Church of Scotland
|_|  Hindu
|_|  Humanist
|_|  Jewish
|_|  Muslim
	|_|  None 
|_|  Other Christian
|_|  Sikh
|_|  Pagan
|_|  Roman Catholic
	|_|  Prefer not to answer

|_|  Other religion / belief (Please specify)                            

	6. What is your national identity?

	|_|  Scottish
|_|  English
[bookmark: Check68]|_|  Welsh
[bookmark: Check69]|_|  Northern Irish
	[bookmark: Check70]|_|  British
|_|  Prefer not to answer
[bookmark: Check71]|_|  Other (Please specify) ________________


	7. What is your ethnic group? (Choose one from Section A to F)

	A.  White
|_|  Scottish
|_|  Other British
|_|  Irish
|_|  Gypsy / Traveller
|_|  Eastern European (eg Polish)
|_|  Other White Ethnic Group 

B.  Mixed or Multiple Ethnic Groups
|_|  Any mixed or multiple ethnic groups

C.  Asian, Asian Scottish or Asian British
|_|  Pakistani, Pakistani Scottish or Pakistani British
|_|  Indian, Indian Scottish or Indian British 
|_|  Bangladeshi, Bangladeshi Scottish or Bangladeshi British
|_|  Chinese, Chinese Scottish or Chinese British
	D.  African
|_|  African, African Scottish or African British
|_|  Other

E.  Caribbean or Black
|_|  Caribbean, Caribbean Scottish or Caribbean   British
|_|  Black, Black Scottish or Black British
|_|  Other

F.  Arab
|_|  Arab, Arab Scottish or Arab British
|_|  Other

|_|  Prefer not to answer 
|_|  Other ethnic group
      (Please specify):                      



	8. Do you consider that you have a disability?
Under the terms of the Equality Act 2010, a disability is defined as a physical or mental   impairment, which has a substantial and long-term adverse effect on a person’s ability to carry out day-to-day tasks.
|_|  Yes
|_|  No
|_|  Prefer not to answer

	9. Disability (Impairment)
If “Yes” to the above question, please state the type of impairment which applies to you.  If none of the categories apply, please mark “Other” and specify the type of impairment.
[bookmark: Check95]|_|  Learning disability (such as Down’s syndrome or dyslexia) or cognitive impairment (such as autism or head injury)
[bookmark: Check96]|_|  Longstanding illness or health condition (such as cancer, HIV, diabetes, chronic heart disease or epilepsy) 
[bookmark: Check97]|_|  Mental health condition (such as depression or schizophrenia) 
[bookmark: Check109]|_|  Physical impairment (such as difficulty using your arms or mobility issues which means using a  wheelchair or crutches)
[bookmark: Check110]|_|  Sensory impairment (such as being blind / having a serious visual impairment or being deaf / having a serious hearing impairment)
[bookmark: Check111][bookmark: Text10][bookmark: Text20][bookmark: Text26][bookmark: Text27]|_|  Other (such as disfigurement) Please specify:                      
[bookmark: Check112]|_|  Prefer not to answer

	What is your sexual orientation?
|_|  Bisexual
|_|  Gay
|_|  Heterosexual / Straight
|_|  Lesbian
|_|  Prefer not to answer

	In terms of the Data Protection Act 1998, I consent to the information which I have provided being used to monitor the effectiveness of the Council’s Equal Opportunities Policy.  I understand that if I am successful in my application, this information will be entered on to the Council’s computerised personnel/payroll system.                   

	
Signature
	

	
Date
	




1-Letter of Appointment 
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