Scottish Local Government Elections – (Name) Council
Election/Referendum Staff Duties
Application Form Notes

Basic Overview of Duties – Polling and Counting Staff

Poll Staff
On Election/Referendum Day Staff require to arrive at the Polling Station at 6.30am to set up the equipment. Staff are not permitted to leave the premises during Polling Hours, closing at 10pm. Training and guidance will be provided for new staff as appropriate that Election/Referendum.

Presiding Officers (requires 2 years experience as Polling Clerk)

A Presiding Officer has the responsibility for the conduct of the poll in the polling place. 

The principal duties include: 
· acting impartially at all times; 
· maintaining the secrecy of the ballot; 
· accounting and being responsible for all the ballot papers, 
· paperwork and ballot boxes;  
· providing assistance to voters where appropriate;  
· maintaining order in the polling station;  
· ensuring the proper procedure for voting is followed;  
· dealing with special procedures for voting;  
· instructing and supervising the work of Poll Clerks;  
· organising and being responsible for the layout of the polling station on polling day, or maintaining the layout where the venue was prepared in advance, and liaison with the caretaker(s) of the building;  
· issuing of ballot papers to voters;

Polling Clerks

Poll Clerks do not have all of the responsibilities of the Presiding Officer but they must know the procedures for voting and how to deal with problems, because they may need to assume the responsibilities of the Presiding Officer at some point during polling day. 

The Poll Clerk’s principal duties include: 
· acting impartially at all times; 
· maintaining the secrecy of the ballot;  
· assisting with the layout of the polling station and preparing for the opening of the poll;  
· checking if electors are eligible to vote in their polling station;  
· checking and marking the elector’s number in the register of electors;  
· answering voters’ questions, where appropriate, in a friendly and business-like way;

PLEASE NOTE THAT TRAINING WILL BE PROVIDED AND NEW STAFF WILL BE ALLOCATED WITH EXPERIENCED STAFF AT THEIR FIRST ELECTION/REFERENDUM.

Count Staff

Counting Clerks/Count Supervisors
As a Counting Clerk counting the votes you will have good number skills and ability to work under pressure. Supervisors oversee and participate in the counting of votes in an assigned team, completion of paperwork associated with the recording and counting of votes. Counts are usually undertaken in the evening and you may be required to work into the night.

Further detailed job descriptions are available and are included with appointment letters please contact the Election/Referendum Office for more information on (phone no) or email (email address)

Please return a hard copy of the registration form provided to:- 
(Name and Address)
Mark your envelope “Personal and Confidential”


How the Election/Referendum Office recruit and allocate staff

Registering for Election/Referendum Duties
There are no pre-requisites to registering to work at an Election/Referendum other than 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/Counting Officer for Elections/Referenda. 

You must provide a National Insurance number for tax purposes. For those that do not pay tax on their earnings you will be provided with a tax declaration form but you will be required still to submit your National Insurance Number.

Checking Availability 
When the Election/Referendum Office have a date set for an Election/Referendum or are aware that an Election/Referendum will be happening the Election/Referendum Office will write to all registered staff and ask them to indicate their availability for that Election/Referendum. 

This allows you to tell us if you are unable to work for that particular Election/Referendum, for instance you might be on holiday, on maternity leave or have some other appointment which might not allow you to work on Election/Referendum day and this process lets us know in advance if this is the case. 

You will be asked to send back a form stating your availability by ticking a box.  If you are not available, this isn’t a problem and your name will be rolled over to the next Election/Referendum.

If you apply when the Election/Referendum period has already started (March – May) then this step may be missed out.

Allocating Staff to positions
If you have indicated that you available, about 6 -10 weeks prior to the Election/Referendum (dependent on the Election/Referendum timetable) we will contact you with a Letter of Appointment which will detail where you have been posted. You must return and sign the form attached to this letter to accept your appointment by the deadline indicated. By accepting an appointment you are offered you are confirming that you eligible to work in the UK. Please only accept the position if you definitely able to work on that day.

The Election/Referendum Office endeavour to place staff at the location and posts that they request but in popular Polling Stations and areas this may not always be possible and you may be asked to travel if you have indicated this on your registration form. 

If you do not hear from us and you do not get posted for a particular Election/Referendum please do not be disheartened, we endeavour to rotate all staff over a couple of years so that all can have an opportunity to work. If you do not get placed in one year, as long as you are available the following year you will be first on the list to be posted for the next Election/Referendum.

Once you have been appointed for that Election/Referendum we will send you further details and information about training where applicable.

Annual Canvass of Staff
Once a year the Election/Referendum Office will contact all staff to check that their details are current and ensure that we have the correct contact details for you. It is important that these are right as sometimes an Election/Referendum are called very quickly. This is usually done during December to February each year and is usually done at the same time as we check availability (see above).

If we do not hear back from staff during this period then their name will be taken off our database.

Removing or changing details
If at any time you want to remove your details from the database, change your details or preferences please write or email the Election/Referendum Office. Please note that during Election/Referendum time we may not be able to get back to you straight away. Please note that unless you tell us you have moved house your canvass forms will be sent to your old address. We do not take information about persons moving from any other department.

If you have any queries please do not hesitate to contact the Election/Referendum Officer on (phone no) or email (email address)

Electoral Duties Application Form
	
Title (Miss/Miss/Mr/Mrs/Other)
	

	First Name 
(if commonly known by another name include in brackets alongside)
	

	Last Name
	

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

	Postcode 
	

	Date of Birth
	

	Your Preferred Post   (you can tick more than one) *these posts need previous Election/Referendum experience
	Polling Clerk □  Presiding Officer*  □ Counting Clerk □   Count Supervisor* □

	Do you have previous Election/Referendum experience? 
(Please note number of years and location where applicable)
	

	Your Preferred Location/Area
Please note the Election/Referendum Office will endeavour to place staff at their preferred location however this is not always possible 
	

	Are you willing to travel to any location in (area)?
	Yes  □  No  □
	Do you have access to a car? (please note any limitations as this helps us to place you)
	Yes  □ No  □  

	Are you a Tax Payer?
	Yes  □       No  □
	Are you Retired? Tick if Yes
	Yes □

	If you work for the Council, which Department do you work for. 
	

	National Insurance Number
	
	
	
	
	
	
	
	
	

	Contact Daytime Telephone Number  (Incl. STD Code)
	

	Home Telephone Number  (Incl. STD Code)
	

	Mobile Phone Number
	

	Email (note whether home or work)
	

	Any other Comments/Requests/Information 
	

	Signature
	

	Date
	

	Authorised Signature
	

	By signing this form, I give my consent to the personal information noted above being used by the (Name) Council for the purposes of recruitment, allocation and payment of staff in regard to Temporary Election/Referendum related duties. I also agree that this information may be passed by The (Name) Council to Election/Referendum Supervisor, (name, telephone and email only) during the Election/Referendum periods, Aberdeenshire Council Election/Referendum Office in a cross constituency and also to the Inland Revenue for the purposes of tax/payment for Election/Referendum 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 destroyed, at request, either annually during the canvass of Election/Referendum staff or by providing notice in writing to the address below. The (Name) Council 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/Counting Officer for an Election/Referendum.   Please note that if there is any doubt regarding your status, we reserve the right to check your details. If appointed, you may be required to provide proof of your eligibility via the provision of documentation, if requested. By signing to apply to the Election/Referendum staff database and subsequently accepting an appointment you are offered you are confirming that you eligible to work in the UK.
Other notes: Please note that the Election/Referendum Office will endeavour to place staff at their preferred location however this may not always be possible. Entry on the database does not guarantee the offer of a post during Election/Referendums. In the offer and acceptance of Election/Referendum duties for The (Name) Council you will be further asked to sign a statement of secrecy under the relevant section of legislation governing the Election/Referendum at which you are working. Please note that you are precluded from accepting the employment of The (Name) Council Election/Referendums Office if you are engaged in any manner whatsoever in the promotion of a candidate’s Election/Referendum campaign

	Entered on Database (Office Use only)
	



3 Application Form for Electoral Staff Database (C) ALL
