	


«Title» «FirstName» «LastName»
«Address1»
«Address2»
«Address3»
«Address4»
«Postcode»

<<DATE>>


Dear «Title» «LastName»

Scottish Local Government Elections – (Name) Council – Thursday 4 May 2017
Post of Postal Vote Verification Clerk

As you indicated an interest to work I hereby offer you an appointment, in the above mentioned post, to work on the days indicated below, subject to the following terms and conditions: -

1. Acceptance 
If you are to accept the appointment, please phone <<XXXX>> and confirm acceptance and then complete the attached Acceptance Form, sign and return it to the Election Office not later than <<DATE>> 

If you are unable to accept please contact us so that we can refill the post.

2. Duties of Post
With the introduction of a new statutory electoral fraud measure which requires us to check the signatures we are now employing Postal Vote Verification Clerks. You will be required to undertake duties on behalf of the Elections Office in opening and verifying returned postal voting statements. 

This involves the use of some electronic equipment and basic computer use on incoming Postal Votes. You will receive guidance to input figures and compare signatures under the direction of the Returning Officer or a member of the election team

Full training will be given in a briefing and hands-on training prior to the verification starting on <<DATE>>. If you have any queries or wish to discuss this aspect please contact the Election Office on <<<PHONE NUMBER>>

3. Hours of Duty 
It may be that you are not able to work all the days listed below, please indicate which days that you will be able to attend on the acceptance form and then we can further discuss arrangements on receipt of this form.

You must be able to attend a briefing and hands-on session which will be held on <<DATE>> at <<TIME>> prior to the verification starting to explain the process.

Indicative days of working: 
<<DAY>>	  		<<TIME>>
<<DAY>>	  		<<TIME>>
<<DAY>>	  		<<TIME>>
<<DAY>>	  		<<TIME>>
<<DAY>>	  		<<TIME>>
<<DAY>>	  		<<TIME>>

Closer to Election day the sessions may finish earlier as the number of Postal Votes being returned tend to reduce closer to the election.

4. Location of Duties
Postal Vote Verification will take place from the<<VENUE NAME AND ADDRESS>> Directions are attached. 

Please observe parking provisions <<VENUE NAME>> parking is available at <<LOCATION>>.

Some basic refreshments will be provided, but lunch arrangements are up to the individual and you will be permitted to leave the site during the lunch break.

5. Exclusions 
You are precluded from accepting the employment if you are engaged in any manner whatsoever in the promotion of any party/candidate’s election campaign.

6. Fees For Employment – 
The fee for these duties will be paid at a rate of  <<INSERT RATE>> and will be subject to the normal tax rates. To aid this, a timesheet must be completed also enclosed.

You will be asked to complete a P46 Tax Form when you arrive/complete your duties, please bring your National Insurance number with you. 

7. Requirement for Secrecy  
A written copy of (add relevant secrecy provision) in regard to the requirement for secrecy is enclosed and you should make yourself aware of their terms.

Yours sincerely

Returning Officer

Encs:
(1) Form of Acceptance
(2) Requirement of Secrecy
(3) Timesheet
(4) Map 


Form of Elections Staff Acceptance
(Council Name) Elections - Thursday 4 May 2017

Post of Postal Vote Verification Clerk - «FirstName» «LastName» 


I hereby accept appointment to the post of Postal Vote Verification Clerk on the terms and conditions detailed in the letter from the Returning Officer for the Wards in the (Name) Council area <<LETTER DATE>>
I also confirm having received from the Returning Officer, a written copy of the relevant provisions of <<INSERT LEGISLATIVE REF>> in regard to the requirement for secrecy.

	Signature:
	Date: 



	Name and Address:
	«FirstName» «LastName»
«Address1»
«Address2»
«Address3»
«Address4»
«Postcode»

	Telephone No. (Daytime/Work):
	«TelephoneNo»

	Home Telephone No.:
	«AlternativeTelNo»

	Mobile Phone Number:
	«MobileTelNo»

	Council Dept. 
(if employed by the Council)
	«Council_Dept»



	All days <<INSERT TIMES>> approx
	Please indicate availability please tick, if you are able to manage in the morning only for example please advise.

	<<DAY AND DATE>>
	


	<<DAY AND DATE>>
	


	<<DAY AND DATE>>
	


	<<DAY AND DATE>>
	


	<<DAY AND DATE>>
	


	<<DAY AND DATE>>
	


	<<DAY AND DATE>>
	


	Notes or Comments
	










1 Letter to staff re Opening of PVs (C) LG
