	
	(insert Council Name), Elections Office
Council Offices, (insert address)
Telephone:  (insert tel no)


	
	(insert email address)

(insert website) 


	«Title» «Firstname» «Lastname» 

«AddressLine1»
«AddressLine2»
«AddressLine3»
«AddressLine4»
«Postcode»
	Our Reference:
	(insert reference no)

	
	Your Reference:
	

	
	
	

	
	
	

	
	26 January 2017


Dear «Title» «Lastname» 

Local Government (Council) Elections 2017 – (insert Council Name)
Appointment of eCount staff - «Position»
I write to offer you the temporary eCount staff appointment noted below for the forthcoming election, subject to the following terms and conditions: -

	Post at eCount on Friday 5 May 2017

	«Position»  


Please find enclosed a summary of job description of the post that you are accepting. Further information about the post and training will follow once you have accepted.
1. Acceptance 
If you are accepting the appointment, please complete the form attached, sign and return it to the Elections Office ASAP and not later than (insert date) If you are unable to accept the appointment, wish to discuss the appointment or your circumstances change after acceptance, please advise the Elections Office on (insert tel no) or by emailing (insert email address).
2. Hours of Duty  
The count will be held during the day on Friday 5 May 2017, the day after polling day. Further information will be provided as soon as it is available.
	
	Day / Hours
	Location

	
	
	

	
	
	

	
	
	


A light lunch and refreshments will be available at the count and can be taken during designated breaks. If you have any special dietary requirements please advise this on your form.
3. Exclusions and Requirement for Secrecy
You are precluded from accepting the employment if you are engaged in any manner whatsoever in the promotion of any party or candidate’s campaign.

A written copy of rule 27 of Schedule 2 of the Scottish Local Government Elections Order 2011 in regard to the requirement for secrecy is enclosed and you are required to make yourself aware of its terms.
4. Fees for Employment   

The fee for this election which includes all attendance at training is:

	eCount fee («Position»)
	£ 180.00

	Less Tax @ 20%
	£   36.00

	Total Net Fee:
	£ 144.00


Should the count continue past 4pm then an additional fee (subject to tax) will be paid at the Counting Officer’s discretion.
Travelling expenses are payable in accordance with the rate of 45p per mile and will relate to your journey to and from the Town Hall/ Council HQ to attend the count/training. To reclaim travelling expenses, please use the travel expenses form enclosed and submit to the elections office no later than (insert date).

Where cars are not used, then the costs incurred on public transport can be claimed. We encourage car sharing between staff. We will not reimburse taxi fares unless authorised in advance with the election office.

5. Tax Forms and Payment
All staff will be paid via a payroll system, directly into your nominated bank account. Payslips will be provided electronically via a secure link sent to your email address. (For those without access to email, you will be posted a payslip). 
Should you need any further information at this point, contact the Elections Officer on (insert tel no) or email (insert email address)
Yours Sincerely
Depute Returning Officer
Enc(s)
Count Staff Acceptance Form (C)



     eCOUNT
Local Government Elections 2017
«Position» - «FirstName» «LastName» 

	By signing this I accept appointment as «Position» and note the terms and conditions detailed in the letter from the Returning Officer for the (insert Council Name) local government area dated 26 January 2017. I confirm having received a written copy of the relevant provision of legislation with regard to the ‘Requirement for Secrecy’.

	Special dietary requirements 

(if any):
	


	Signature:
	
	Date:            /           / 2017


	Name Address:
	«Title» «Firstname» «Lastname» 

«AddressLine1»
«AddressLine2»
«AddressLine3»
«AddressLine4»  

«Postcode»

	Telephone No. 
	«Home_Phones»

	Alternative Telephone No.:
	«Work_Phones»

	Mobile Phone Number:
	«Home_Mobiles»

	Email
	«Email1»

	Council Dept. 
	«Council_Department»

	Elections Payroll no.
	«Payroll»


Note:  Before signing this acceptance, employees of (insert Council Name) will require the prior approval of their Head of Department or Line Manager to be absent from work using leave to undertake election duties. 

By signing this form, I give my consent to the personal information noted above being used by (insert Council Name) for the purposes of recruitment, allocation and payment of staff in regard to temporary election related duties. I also agree that this information may be passed by (insert Council Name) to supervisors (name, telephone and email only) during the election periods and also to the HMRC for the purposes of tax/payment for elections work undertaken. 

Data Protection: This information will be stored and used only for the purpose for which it is collected. Your entry on the database will be updated or removed, at request, either during the canvass of elections staff or by providing notice in writing to the address below. (insert Council Name) will process your information fairly and lawfully and in accordance with the Data Protection Act 1998.

Asylum and Immigration Act: 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. By accepting an appointment you are offered you are confirming that you eligible to work in the UK.

RETURN BY FRIDAY 27 JANUARY
Local Government Election 2017

Summary of eCount Job Descriptions
Please find below a summary of job descriptions at the eCount. The full job descriptions will be made available in due course. An overview of the eCount process is shown overleaf, more training will be given on this.

	Post
	Summary of Post

	Registration / Verification Supervisor & Investigator
	Manage the team of registration and verification operators and assist with the resolution with any queries and discrepancies. To retrieve ballot papers and ballot boxes for the verification operator and conducts investigations into mismatches between numbers of ballot papers registered and numbers scanned. Reports to the Depute Returning Officer

	Registration Operator
	Enters the number of registered ballot papers from the ballot paper accounts from the polling stations onto the system using a computer. May also be required to assist with adjudication later in the process. Registration / Verification Supervisor & Investigator

	Verification Operator
	Checks the number of ballot papers scanned against the number registered for each ballot paper tray using a computer.  May also be required to assist with adjudication later in the process. Reports to the Registration / Verification Supervisor & Investigator.

	

	Ballot Box Opening and Tray Runner Supervisor
	Manages the ballot box opening in predetermined ward order and ballot box tray runners and works with the Scanning Supervisor and Depute Returning Officer to ensure that scanners are kept fully utilised and boxes are opened swiftly. Reports to the Depute Returning Officer.

	Ballot Paper Tray Runner
	Moves ballot paper trays between ballot box opening, registration and scanning in a controlled and directed manner using the racking system to ensure that trays are in the correct place in the process.  Reports to the Ballot Box Opening and Tray Runner Supervisor.

	

	Scanning Supervisor
	To ensure that the ballot paper scanning process is carried out efficiently and issues with ballot papers and scanners are identified and resolved promptly.  Manages the team of Scanning operators. Reports to the Depute Returning Officer.

	Scanning Operator
	Operates the ballot papers scanners, ensures an electronic copy of the ballot paper is captured by the eCounting software, paper jams are cleared and minor issues are resolved. Reports to Scanning Supervisor.

	

	Adjudication Supervisor
	Manage a team of adjudication operators and assist with the resolution of queries. Will be involved in ballot box opening and sorting of ballot papers ready for scanning at start of process. Reports to the Depute Returning Officer.

	Adjudication Operator
	Visually adjudicate, using a computer, any ballot papers where the eCounting software cannot interpret the voters intention. Will be involved in ballot box opening and sorting of ballot papers ready for scanning at start of process. Will work in a team of two. Reports to Adjudication Supervisor. 

	RO Adjudication Operator
	Assists the Depute Returning Officer in adjudicating deferred ballot papers for final acceptance or rejection. Will be involved in ballot box opening and sorting of ballot papers ready for scanning at start of process. May also be required to assist with first round adjudication. 

	

	Standby count staff and ballot box opening
	Will be involved in ballot box opening and sorting of ballot papers ready for scanning. May be asked to fulfil any of the runner or operator roles above at short notice as well as assisting with archiving. Requires knowledge of all roles at training.



[image: image1]

Requirement of Secrecy
The Scottish Local Government Elections Order 2011 (Sch. 1, Rule 27) 
27.—(1)………
(2) ………..

(3) Every person attending at the counting of the votes shall maintain and aid in maintaining the secrecy of voting and shall not—

(a) ascertain or attempt to ascertain at the counting of the votes the number or other unique identifying mark on the back of any ballot paper;

(b) communicate any information obtained at the counting of the votes as to the candidate for whom any vote is given on any particular ballot paper.
(4) …….
(5) …….
(6) …….
(7) No person may publish before the close of the poll—

(a) any statement relating to the way in which voters have voted in the poll where that statement is (or might reasonably be taken to be) based on information given by voters after they have voted; or

(b) any forecast or estimate as to the result of the election which is (or might reasonably be taken to be) based on information so given.
(8) If a person acts in contravention of this rule that person shall be liable on summary conviction to a fine not exceeding the amount specified as level 5 on the standard scale or to imprisonment for a term not exceeding three months.
(9) In this rule—

(a) a voter with disabilities is a voter who has made a declaration under rule 35 that the voter is so incapacitated by blindness or other disability or by inability to read, as to be unable to vote without assistance;

(b) “publish” means make available to the public at large (or any section of the public), in whatever form and by whatever means; and

(c) the reference to the result of the election is a reference to the result of the election either as a whole or so far as any particular candidate or candidates at the election are concerned.
(10) The returning officer shall make such arrangements as are reasonably practicable to ensure that every person attending a polling station and every person attending at the counting of the votes has been given a copy of these provisions.
(11) But these arrangements shall not apply to—

(a) a person attending the polling station for the purpose of voting;

(b) a person under the age of 16 years of age accompanying a voter;

(c) a person assisting a voter with disabilities to vote; or

 
(d) a constable on duty at a polling station or at the count.

(Amended 2016)

	Staff Travel Expenses Claim Form 
	Poll
	Local Government Elections – May 2017 
	
	! Please ensure you complete each ‘leg’ of your journey - Examples shown below. 
Complete the left hand table only with your car registration, journey and claim details and attach any tickets or receipts.

Return form by (insert date)


	Employee 
	«Firstname» «Lastname»
	Post
	«Position»
	
	

	Address
	«AddressLine1», «AddressLine2», «AddressLine3», «AddressLine4», «Postcode»
	
	

	Car reg:
	
	Description of Journey
	
	
	

	Date
	Purpose of Journey 

(e.g. collect ballot box, 

training, deliver ballot box, travel to polling station)
	From
	To
	No. of miles claimed
	
	

	e.g. 10/05/14
	Collecting Ballot box
	HOME
	ELGIN TOWN HALL
	11
	
	OFFICE USE ONLY

	e.g. 10/05/14
	Collecting Ballot box
	ELGN TOWN HALL
	HOME
	11
	
	
	BUDGET

	e.g. 10/05/14
	Going to Polling Station
	HOME
	SEAFIELD SCHOOL
	5
	
	
	GROSS
	VAT
	CC
	MC

	
	
	
	
	
	
	TAXABLE MILEAGE
	
	

	
	
	
	
	
	
	
	
	1302
	EL05

	
	
	
	
	
	
	NON TAXABLE MILEAGE 
	
	

	
	
	
	
	
	
	
	
	1302
	EL05

	
	
	
	
	
	
	OTHER EXPENSES
	
	

	
	
	
	
	
	
	
	£
	£
	1302
	EL05

	
	
	
	
	
	
	PAYROLL NO:
	«Payroll»

	
	
	
	
	
	
	Authorised
	

	
	
	
	
	
	
	Date
	                 /               /   2017

	SUBSISTENCE/PARKING   (Please must ensure that you attach parking receipt or ticket to your claim)
	
	Designation
	EO  / DRO

	Date
	Item Claimed
	Cost
	
	Please return this form, sealed in an envelope to: 

Elections Officer, (insert Council Name), Council Office, (insert address). 
For queries contact (insert name), Elections Officer on (insert tel no) or email (insert email address).


	e.g. 10/05/14
	Car parking fee when collecting ballot box
	£1.00
	
	

	
	
	£
	
	

	
	
	£
	
	

	
	
	£
	
	

	
	
	£
	
	

	I certify that the number of miles claimed above have necessarily and actually incurred and a valid driving licence and appropriate motor vehicle insurance for business purposes is held by me.
	
	

	Signature
	
	Date:
	           /              / 2017
	
	


eCOUNT PROCESS





Un-scannable papers





Awaiting manual entry





Manual entry





Ballot Box Receipt





Ballot Box Opening





Awaiting Registration





Registration





Awaiting Scanning





Ballot Paper Scanning





Scanning Complete





Verify





Verification complete





First Adjudication stage





Returning Officer Adjudication





Produce result





Returning Officer discusses provisional result with candidates





Returning Officer declares result





Opening





Registration





Scanning





Verification





Adjudication








