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1 About this training

Introduction

This training guide is part of a set of training materials thatliesen produced to help you, as a
YSYOSNI 2F &2dzNJ [ 2 Ol,fearn hdnit& B\thefeétronic voezalmfidgg G S Y
systemfor each of the roles involved in the electiic count

Theoveralltraining package consists of:
1 Your Council Staff training day, covering
0 An overview of thecountprocess
o w2f S ALISOATAO G(GKS2NEB YR WKIFIyRa 2yQ GN
0 A mockcount.
9 Supporting dearning, consisting of:
0 An overviewof e-counting

0 Stepby-step online tutorials for each of the roles in the electronic count
process

1 Refresher training during the week of the count
1 A training guidd€this documentfor postcoursereference.

Thereisalso an online training portal availadirom which you can access all the training materials
electronically, as well as links to further information and guidance about electronic vote counting

and the elearning referred to above Youwwill be sent information separately on how to access
this.

Council Staff Training Day

Aim

The aim of thalayis to provide each of the 32 Local
Authorities in Scotland with an opportunity to familiarise
themselves with the electronic vote counting system, t
process that underpins it and the different roleyatved
in its execution.
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Structure of the day

Your training will consist of:

1 Anintroduction to the day

1 An overview presentation covering the count process

1 ¢KS2N

B -3 Weactdeih sfrilR rolespecific groups practising in a realistic

count @ntre setting

1 Atrial count, involving all staffconcluding with the declaration of the results.

The timetable of activities is as follows:

Time Activity 1 Activity 2 Activity 3 Activity 4

10:00¢ 10:30 Arrive

10:30¢ 10:45 Overview

10:45¢ 12:15 Election Registration / Scanning Adjudication
Management Verification

12:15¢ 13:00 Lunch

13:00¢ 15:00 Trial Count

15:00¢ 15:30 Close

These timesand the structure of the daynayvary slightly depending on the numbers of council

staff attending.

- Training Guide |
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The trial count

1 Thetrial count will be realistic in terms of the variety of candidate numbkadiot
sizes etc. yet entirely fictitiousso it will allow you to practice carrying out key tasks
AY | envidohmed. Q

You will berequired to countmultiple wards This
will challenge the knowledge and skills you have
gained in the morning session, in the realistic
scenario of a countYour election management
team will be managing the count, with assistance
where required from the teamof trainers and
technical support staff.

The count isnade up ofseveralwards. Each ward
has a different number of candidates that differentballot papersizesare used for example

1 Normal (Adengthballot papers)

1 Short (less than Aléngthballot papers)

1 Long (greater than Aéngthballot papers).
Each ward will be electing more than one candidate.

The count will conclude e Returning Officer (R@nnouncing the result ahe countfor at
leastone ward

The classroonbased part of theéraining is designed to give you the opportunity to become
familiar with theelectronic count process aruliild confidence iperforming the required roles to
achieve a successful outcome

1 TheTrainerwill providebackground contextheory,
examplesguidance, explanations and
demonstrations

1 Youwill be able to practice using the system and
develop an understandingf how you will be using it
in the live environmenbf a local election count

| Training Guide _
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E-learning

Thiswill be madeavailable for all staff iautumn2016 and will be available right through until the
election period in May 2017

Consider the situation after you have completed Sam D I e O n I V

the face to face trainingWhat if you forget how i
to do something? Maybe you need a
demonstration? This is where the Electronic Vot
Counting&Learning comes in. It will enable you
to answer your own questions after ti@ouncil
Staff rainingdayand before your next
involvement with electronic vote counting, by
providing you with:

1 An overview of the whole process to remind you of the context in which the system
has been implemented

1 A series of interactive demonstrations and subsequent exercises, covering the key
tasks and proesses in an easily accessed menu struatuhgs means you can dip in
and out at any time to remind yourself of specific elements

i The ability to work through the entirprocessas a selpaced learning tool, should
you wish to consolidate what you haveveredin this course at a later date

Training guide

Purpose

No doubt you will want to make some notes as you go Sam D I e on I V

through the training, but you also need to listen and
make sure you understand.

So, thidrainingguide provides you with ahe key
information coveredduringthe Council Staff training
day. It alscsets out for your reference the
requirements of each roléncorporates stegby-

step instructions that take you througtach count
taskand giveglear guidancen adjudication issues
using examples for clarificatiomhere appropriate

This means you can concentrate on the content of the
training and not on taking notes!

Training Guide |
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Style conventions

The following styles have been adopted in order to ensure that thitega clear and easy to use,
using a number of different icons to bring your attention to specific aspects:

The book icon is used to bring your attention to new words or phrases.

A The alert icon indicates something that you need to be aware of, such as the
consequences of specific actions.

Process steps are shown like this:

4  To access the system :

1. Firstdo this.

2. Then do this.

‘@ The note icon is to provide useful additional information, such as an alternative way of
performing an action.

?\ The key icon indicates a key learning point.

Further training and help

We recognise the importance of practice when using the electronic count system and therefore, in
addition to the training and support outlined above, we will alsqbaviding

1 Aukfreshertrainin@ Rl & RdzZNAYy 3 GKS ¢SS{ tHaFcoumtK S O2 dzy
which also doubles up as a final test of theaunting set up)

1 Floorwalking assistance during the count.

Il WadzLILI2 NI Y2RSt Q KI a atindg pioBlents,SvBioh is BoSares in SdciistiR T2 NJ S
of this guide.
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2 Background to the Scottish Local
Government Elections 201 7

Introduction

TheCouncil Staff training ddpcuseson the electronic count process from the point thellot
boxes arrive at the count to the announcement of tresult Consequently, the administrative
rules and regulations that underpin the setting up of an election are beyond the scope of this
training.

However, there are a couple of areas which, for the purgasfeunderstanding the operation of
the electronic countrequire a more detailed explanation:

9 The method of preferential voting adopted for the Scottish L&@arernment
Elections

1 How todeal with doubtfulballot papers.

The adopted method foconductingScottish LocaBovernmentElectionsandissues relating with
doubtful ballot papersare covered belowas well agn introduction to electronic vote counting

The single transferable vote (STV) system

What is it?

In 2004 the Scottish Parliament voted fbe introduction of ot of Counel A2 Word
STV for Scottish Logabvernment &ections. e g & e, s B ot b e o o

Pt the number 1 nextto the name of the candidate who is your first choice, 2
nextto you hoice, 3 next to your 4 next to your fourth choice

STV is a voting system based on proportional representation”*™
and preferential voting, in mulkinemberwards

Parly C CANDIDATE A 4-
Instead of casting one vote for one candidate, a voter can ;
. arty CANDIDATE D |
express a list gbreferences.
~ P « - . | Judegendent [ CANDIDATEH 2| a . A
Under STV,voteeS A YA UALFff& Fff20F0SR_02 | @20SNRNAa LINBT
candidate and then, after candidates have been either Party A CANDIDATE ) “
glected or eliminated, angurplus or unused votes are | payE | caoosEa
UNJ yaFSNNBER | OONdatey ptefeiedee. U KS—@2 4 SNBRQ
Party E CANDIDATE $ 3
Votes are made by placing a 1 beside the preferred
candidate, 2 against the secopdeference and soon, until re CANDIDATEW
the voter no longer wishes to express a preference. Party A CANDIDATE S

To be elected, a candidate mustttain aminimumnumberof votes¢ O f £ SR ¢lthisi?lj dz2 G | Q
arrived at by applying a formula based on the number of votes and the number of seats.

If that candidate has surplus votdsese votes are reallocated with a reduced transfer value to
those with thesecondor next preference
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If after any stage no oneeaches the quota, the candidate with the lowestmber ofvotes is
excluded and theivotesare reallocatedto the second or next valid preferen¢at full value)
Why STV?

There are some compelling arguments for using STV as a method of deciding siection

1 STV gives more choice than any other systgmatting most power in the hands of
the voters

There are fewer wasted votes

¢ KSNBE | NB ¢ patiddnus camgigriesie§ywhere,
and not just in marginal seats

Voters can influence the compositiaf postelection coalitions

T ¢KSNBE A& y2 ySSR F2NI Wil OGAOlIf @20Ay3Q0d

STV systems

There are a number of different ways the theory of the single transferable vote can be applied.

The methodusedin Scotlandh & (G KS W2 SA3IKG SR Ly OffStxacaldiStiorD NBE 32 NE Q

WIG Method - Overview
The way the vote is counted is as follows:

1 The total number of valiBallot papers is calculated

T ¢KS WS5NR2L) vdz2il Q OFfOdA | A2y A& FLILIASR

candidate requires to be elected

z

f TheballotLJ- LISNBE | NB &a2NISR FOO0O2NRAYy3 (2 GKS
number of votes for each candidate is counted

1 Any candidate whose vote equals or exceeds the quota is elected

9 If any candidate has more votes than the quota, the surplus alioe quota is
transferred in accordance with the second and later preferences recordegcinballot
paper

1 If, after the surpluses have been transferred, some places are left to be filled, the
candidate with the fewest votes is excluded and that canddata @2 GSa | NB
accordance with the second and later preferences recorded omdtiet papers

1 The transfer of votes continues until all the places have been filled.

LGQ&a Sl&aeé (2 dzyRSNEGIYRZ 3IAGBSY (GKS Sttehjf I yI (A

complex process if done manually. This is one of the key reasons why the Scottish Local
GovernmentElections are counted electronically. As we will see |aterlengthymanual
processof transferring votes and calculating their vaiséugely reduced in the-eounting
system. In eounting, once the initial count is done, the rest of the complicated
calculations, which in a large count could quite litertdie days, are done almost instantly,
at the touch of a button.
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- dealing with doubtful

Electoral Commission guidance
ballot p apers

Introduction
In an ideal world, voters would clearly mark their preferences orbtiot paperin the manner

prescribed
However, the reality is that for a variety of reasons, there will
always be a proportion dfallot papersthat will, in some
way, either fall foul of the regulations and thus require the

ballot paperto be rejected or be completed in a way as to
cause doubt over what the voter intended.

A process of adjudication is required to make decisions as
to whether such papers are to be allowed or rejected.

Pyo CANDDATE o
All staffundertaking the role of adjudication Wwhe

provided withguidance, in the form of a booklet and
placemat fromthe Electoral Commissionn the principles of
adjudicating on doubtfuiballot papers, including examples of
ballot papersthat should be allowed and rejected. This

guidance is summarised below.

Pariy4 - 1
CAODNE .
T -2

PatyF
) CANDIDATE g
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Key principles
The following key principles are applied to adjudication at ScothshlGovernmentlections:
91 For visibility, all adjudication should be carried out in full view of candidates, agents
and observers (screens displaying ebahlot paperfor adjudication and the

decision being made are clearly visible to candidates, agents and observers at the
count)

1 Adjudication should be done on an ongoing basis to avoid any unnecessary pressure
on the adjudication team at the closing stages of a count

1 Adjudication officers can only accept, or defbedlot papers for the Returning Officer
to make a decision the RO has the final decision to rejedvallot paper

91 Decisions should always be seen to be clear, consistent and considered

When making adjudica&in decisions, officers should strive to allawote to be includeavherever
possiblec this means making every effort to discern the voter intention based on the evidence
before them

Rejected Ballot Paper s

Thereare five key reasons why ballot papermay be rejected:
1 No officialmark
1 Mark which identifies voter
1 Unmarked or void
1% preference vote not clearly to one candidate
1

1* preference vote for more than one candidate.

Training Guide |
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Examples of ballot p apers that should be rejected

The followirg are just a few examples to illustrate the rules set out above, with an explanation of
how each example should be adjudicated.

Election of Council A, Z Ward

Election of Council A, Z Ward Instead of using a cross, number the candidates in the order of your choice.
Instead of using a ross, number the candidates in the order of your choice.

Put the number 1 next to the name of the candidate who is your first choice, 2
Put the number 1 nextto the name of the candidate who is your first choice, 2 next to your second choice, 3next to your third choice, 4 next to your fourth choice
next to your second choice, 3 nextto your third choice, 4 next to your fourth choice and so on.

and so on.
You can mark as many or as few choices s you like.

You can mark as many or as few choicss as you like.
Party C CANDIDATE A Party C CANDIDATE A
Party D CANDIDATE D | Party D CANDIDATE D |
7
Independent CANDIDATE H Independent CANDIDATQEI'\?M?“Qﬂ +
Party A CANDIDATE J | Party A CANDIDATE .; ' 3
PatyF CANDIDATE Q Perty F CANDIDATE Q S
Party E CANDIDATE S Party E CANDIDATE S 3
Party B CANDIDATE W Party B CANDIDATE W
Party A CANDIDATE Z | Party A CANDIDATE Z

Thisballot papershould be rejected Thisballot papershould be rejected
becausehe voter has expressed more becausehe voter has identified
than one first preference themselves on the ballot paper
Election of Council A, Z Ward Election of Council A, Z Ward
Instead of using a cross, number the candidates in the order of your choice. Instead of using a cross, number the candidates in the order of your choics.
Put the number 1 next to the name of the candidate who is your first choice, 2 Put the number 1 next to the name of the candidate who is your first choice, 2
ml’n:,ﬂrmm choice, 3 nextto your third choice, 4 next to your fourth choice :ﬁ:!‘r;‘r hoice, 3 next to your third choice, 4 fourth choice
‘You canmark as many or as few choices as you like. You can mark as many or as few choices as you like.
Party C CANDIDATE A Party C CANDIDATE A
[]
¥
Party D CANDIDATE D z Party D CANDIDATE D
Independent CANDIDATE H 3 Independent CANDIDATE H z
Party A CANDIDATE J 4 Party A CANDIDATE J 3
Party F CANDIDATE Q S PartyF CANDIDATE Q 4
Party E CANDIDATE § é Party E CANDIDATE S
Party B CANDIDATE W Party B CANDIDATE W
Party A CANDIDATE Z Party A CANDIDATE Z

Thisballot papershould be rejected Li A& dzyOf SFNJ 6K2 GK
becausehe voter has not expressed a

) ¢ therefore the ballot paper should be rejecte:
first preference
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Election of Council A, Z Ward

Instead of using a cross, number the candidates in the order of your choice.

Put the number 1 nextto the name of the candidate who is your first choice, 2
next to your second choice, 3 next to your third choice, 4 next to your fourth choice

and so on.

You can mark as many or as few choices as you like.

Election of Council A, Z Ward

and so on.

You can mark as many or as few choices as you like.

Instead of using a cross, number the candidates in the order of your choice.

Put the number 1 next to the name of the candidate who is your first choice, 2
next to your second choice, 3 next to your third choice, 4 next to your fourth choice

Party C CANDIDATE A Party C CANDIDATE A

Party D CANDIDATE D Party D CANDIDATE D |
Independent CANDIDATE H Independent CANDIDATE H

Party A CANDIDATE J X Party A CANDIDATE J z

Party F CANDIDATE Q Party F CANDIDATE Q

Party E CANDIDATE S Party E CANDIDATE § X

Party B CANDIDATE W Party B CANDIDATE W

Party A CANDIDATE Z X Party A CANDIDATE Z

Thisballot papershould be rejected
becausehe voter has not expressed a
clear first preferencé  y WEQ A a

I OOSLIi SRZ

unclear)

Exceptions to the rules

o dzii

Thisballot papershould be rejected
becausehe voter has expressed a
clear first preferencé it KSNB A a y2

WTANAG

Gg2 aSLI LINBTFSNBYyOSQ RA&alAYyOiGAz2Yy 0SiG6SSy

by R

0KS WEQU

There are some circumstances where talot papers, althoudh not strictly adhering to the rules,
should still be allowed because the voter intention is clear.

If aballot paperon which the vote is marked:

9 Elsewhere than in the proper place

9 Otherwise than by means of a figure indicating first or subsequent pnefere

1 By more than one mark

It should not be rejected simply because a preference has been made using words (or any other
mark) instead of figures, if in the opinion of the Return®ffjcer:

1 The mark clearly indicates a preference, and
T ¢KS YI N de®digeily of thy Wier.

So, just because theallot paperA a

sequential numbers in the vote marking area of tiadlot paperz A
that the vote isto be rejeced.

R2SayQi

LNBASYGSR F2NJ F RedRAOFGAZY 0680l

I dzi 2 YI G A

Such papers need to be examined to see whether, despiteaiierence to the rules, the voting

intention is clear.
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Election of Council A, Z Ward

Instead of using a cross, number the candidates in the order of your choice.

Put the number 1 next to the name of the candidate who is your first choice, 2
nextto your second choice, 3 next to your third choice, 4 next to your fourth choice
and so on.

You can mark as many or as few choices as you like.

Party C CANDIDATE A

Party D CANDIDATE D X
Independent CANDIDATE H

Party A CANDIDATE J XX

Party F CANDIDATE Q

Party E CANDIDATE S XXX

Paryy B CANDIDATE W XXXX

Party A CANDIDATE Z

Thisballot papershould beaccepted
becausehe voter has expressed a
clear set of preferences, albeit by using
markings other than numbers

Election of Council A, Z Ward

Instead of using a cross, number the candidates in the order of your choice.

Put the number 1 next to the name of the candidate who is your first choice, 2
next to your second choice, 3 next to your third choice, 4 next to your fourth choice
and so on.

You can mark as many or as few choices as you like.

Party C CANDIDATE A
Party D CANDIDATE D X
Independent CANDIDATE H
PartyA CANDIDATE J 2
Party F CANDIDATE Q
Party £ CANDIDATE $ 4
Party B CANDIDATE W 3
Party A CANDIDATE Z

Thisballot papershould beaccepted
becausehe voter has expressed a
clearf A NE& (
I OOSLISR AyadasStR

LINBFSNBy OS>

Examples of ballot p apers that should be allowed

Election of Council A, Z Ward

Instead of using a cross, number the candidates in the order of your choice.

Put the number 1 next to the name of the candidate who is your first choice, 2
nextto your second choice, 3 nextto your third choice, 4 next o your fourth choice
and so on.

You canmark as many or as few choices as you like.

Party C CANDIDATE A
Party D CANDIDATE D ONE
Independent CANDIDATEH
Party A CANDIDATE J ™wo
Party F CANDIDATE Q
Party E CANDIDATE S THREE.
Party B CANDIDATE W FOUR
Party A CANDIDATE Z

Thisballot papershould beacceped
becausehe voter has expressed
clear set of preferences

Election of Council A, Z Ward

Instead of using a cross, number the candidates in the order of your choice.

Put the number 1 next to the name of the candidate who is your first choice, 2
next to your second choice, 3 next to your third choice, 4 next to your fourth choice
and so on.

You can mark as many or as few choices as you like.

Party C CANDIDATE A 4

Party D CANDIDATE D |
Independent CANDIDATE H

Pary A CANDIDATE J z

Party F CANDIDATE Q

Party £ CANDIDATE $ 3

Party B CANDIDATE W

Pary A CANDIDATE Z S

Thisballot papershould beacceped
becausehe voter has expressed a
clear set of preferences, even though
they are not in the right place on the
ballot paper.
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Electronic Vote Counting

The chosen method of counting votes and declaring results is via electronic vote capatidg
GKA&a A& oKIFG (G2RFre&Qa GNIAYAYy3 A& FtEft | o2dzio

eCounting is simply a method of counting votes and calculating the result of an election using a
computer ystem.

The huge benefit is that all the complicated arithmetic is done in seconds. However, another
benefit is transparency. The equipment that you will see in the electronic countingpgstuch as
dual screen monitors and large plass@een displays) allow any interested parties visibility of the
election count process. Other benefits include:

1 Improved speed of the count

1 Improved accuracy of the count

1 More efficient adjudication oballot papers
1 An electronic audit trail.

The eCountig software also allows candidates to see exactly how the election result was arrived
at.

The eCounting system is split into stages. The sections following will explain:
1 what those stages arendhow the tasks of each stage are undertak8ection 3)
 whatA Y RAQGARdzr f 3Q NBaLRy(@ektiohd) AGASAE I NB Ay @K
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3 The eCounting Process

Introduction

In this section we will be looking at a high level overview
of the key stages in the eCounting process, before
working through the detail of each stagetire following
sections.

We will be looking at:
1 The high level process

1 The equipment used

1 A typical count centre layout.

The Process

You will have an electronic count centre which has been specifically designed for your council,
tailored for your local ne#s ¢ taking into account:

1 The size and shape of the count centre location
9 The number of count centre staff

1 The anticipated number dfallot papers

1 Other local factors.

The count centre is designed to support the eCounting process, wheskastiallysequentialand
for which the key stages are:

It is important to note that all stages are equally important in ensuring a successful count.
@ Although your training will focus on your specific role, it is important that you understand the

context of that role within the overall process and how what you do might affect other people
in the process.

The process works as per the diagram on the following page. A brief description of each stage is
provided. In later sections of this guide each parthef process will be explained in detail.
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Reception

Stageobjective: To officially receive tHmallot boxes:

9 Eachballot boxis delivered from the polling station with a uniqgnamberandballot
paperaccount

The arithmetic is checked on thallot paperaccountto ensure it is correct

Ballot oxes are checked against a list of expedbatlot boxes to ensure that all
Ballot oxes are received, and that they are authentic

This stage is purely manual by the CoGentre staff.

ROs are required by law to undertake a full verification dballbt papers issued,
unused and spoilt paper. In additi@nfull arithmetic check of the ballot paper
accounts will be undertaken and these tasks may be done overnight.

Ballot box opening

Stage objective: To open thoallot boxes and arrangeallot papersin a tray in preparation for the
count:

Ballot oxes are opened anballot papersremoved

Ballot papersare unfolded, flattened and sorted into bundles. They ten put into
ballot paper tays

1 Alabel carrying a unique identifying barcode will previously have been affixed to the
ballot paper tray. Labels are ppinted, one for each ballot box so care must be
taken to ensure the correct label is chosen.

Theballot paperaccount is placed in thieallot tray on top of theballot papers
The duplicatéballot paperaccount is filed for safe keeping
¢CNI&a NS’ GKSYy Y2@SR (G2 GK&shad! g AGAy3 wS3

= = =4 =4

This stage is purely a manual stage
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Registration

Stage objective: Tiegister each tray dballot papersinto the eCounting system

9 Eachballot trayis registered on the eCounting system

1 Theballottray barcode is scanned inthe eCouning systemand the number of
ballot papersis manually entered intthe system

1 Theballottrayh a G KSy G118y (G2 G(KS M#tshalll AGAy3 {OFy

Scanning

Stage objective: To scan thallot papersfor processing by the eCounting system:

 AMarshalltakes aballottrayF NE Y G KS W! gl AdAy3a {OFyyAy3aQ
A0FyyAy3d aiGtGA2y WLYQ 02E

9 The operator then scans the barcode on thadlot tray allowing the system to
identify the tray before scanning thmallot papersa batch at a time

1 Theballot papersare scaned, processed by the Intelligent Character Recognition
(ICR) software and the images saved on the server

f  AMarshallthen moves theallot ray¥ NB Y (i K& ofbhe dzéningldésk to
the Bcanning @mpleteCarea

9 If there are anyallot papersthat camot be scanned they are moved and manually entered
at Returning Officer station.
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Verification

Stage objective: To verify numberludllot papers scanned matches the number béllot papers
registered:

1 The number of scanndghllot papersis checked against the numberludllot papers
that were recorded at Registration

If these numbers match, thieallot tray passes verification

If the numbers do not match or the discrepancy is outsiteagreed tolerance, the
Verification Oficer will request that the box be rescanned

1 If the numbers still do not agree after the rescan an investigation will be called. It is
up to council staff to decide how to proceed but this may require thentCentre
ManageQ & |.R@AOS

First level Adjudication

Stage objective: To adjudicaballot paperswhich cannot be processed by the ICR software:

1 Ballot paperswhich cannot be processed by the ICR software are manually
adjudicated

1 The system presents an image of dma}lot papers meeting the following critda:
0 ¢CKSNE A& |y dzyOSNIFAyGe Ay GKS @g2GSNRa
0 Theballot paperhas not been marked correctly
o Aballot paperhas been marked in area where a vote mark is unexpected

f  An adjudicator can accept validllot papers> Y| ydzt t f & SyGSNI 6KS @2
preferences or defer théallot papersto RO Ajudication for a decision.
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Returning Officer (RO) Adjudication

Stage objective: For the RO to adjudichédlot paperswhich cannot be processed by the ICR
software andfirst leveladjudicators:

1 Ballot ppersthat cannot be clearedt first level adjudicatiomre resolved by the
Returning Officer (or Beputg

91 Deferredballot papersare reviewed at the RO Adjudication Station with the option
G2 WIHOOSLIiQr mamSp@pesdhp 2RI R OS (KS

1 Reasons for rejectinigallot papers are captured and are used to produce a report of
rejectedballot papers
Data from any accepteblallot papersare forwarded to the count

Anyballot paperswhich could not be scanned will be manuahtered by RO
Adjudication

 AllballotpapesWhy | 2f RQ Ydzad 0SS 02 YL} SEe€det | OGA 2
stage)

1 Adjudicatedballot papersthat are objected to should be recorded

Count

Stage objectiveTo run the count

1 Once all theballot papers have been successfully processed, the count is ready to be
undertaken

1 The count process is rumard byward. There is no need to wait for all wards to
complete before running the count process

9 Allballot boxes must be registered, scanned, verified and adjudicated naauwtuial
entry completed before starting a count

1 The Election Manager and Count Centre Manager will completprétreount
checkdollowingthe count and declaration procedure

The Count can thebe started

The Count is undertaken by the Election Manager and Returning Officer, generating
GKS whQa AONALIG F2NJ RSOt IFNAyYy3I GKS NBadz ia
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Declaration

Stage objective: To declare the result of the election:

T
T

Close

Once the count process has been run the ROdegtare the result of the election

The ©@unt Centre Managemwill provide the RO with a printed result declaration
script

The RO calls the candidates together and replays the count result, using the RO
script to explain the count result

Copies of these prasional results may be printed to assist the candidates
understanding

The count is announced. Tdeclaration ancelectionresult are made available
publicly.

Stage objective: To dismantle the Count Centre:

1 Following the declaration of the resudf the final contest, the Count is complete

and the count centre can be closed and dismantled

Electronic and printed copies of reports will be provided by then€ Centre
Managerand formally delivered to the RO or nominated Deput

The BchnicaManagemwill undertake a data export, whereby count data is
transferred to a secure external drive and theu@t Gentre Managerwill formally
hand over this data to the RO or a nominated person
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Equipment

You can imagine that to implement the process as setatotve, a significant amount of
equipment needs to be provided in order to achieve the objective of completing a successful
electronic count.

You will be introduced to, and given time to practice alhthe equipment that you will be using in
your specift role during the count. Below are the key pieces of equipment that the count team
will be using:

PC and monitor

The computers used to access the system are standard
computers. They are used at all stages of the process.

All PCs come with a monitor. The PCs used at the
adjudication stage have a dual monitor which displays
the ballot paper, and decision of the adjudicator, to the
observers, allowing visibility of the process.

Barcode scanner

The barcode scanner is usxscan in the unique barcode
given to alballot paper tays.

Barcode scanners are used at fRegistrationand
Scanningstages of the process.

¢KS 2LJiAYdzy gl & 2F aOlyyay3
the side of theballot paper tay) is to hold the bazode

scanner with the button facing up. The barcode scanner
makes an audible bleep and changes its light colour from
red to blue to indicate it has successfully scanned a barcode.

Security Card reader

The securitycard reader is used touthenticate uses of the
eCounting software.

Smart cards will be issued to all staff using é@»untingsoftware.

These cards must be put into a security reader before you can access
any part of the software.
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Racks and ballot papert rays

Ballot pppersare organisd in batches and stored in
ballot paper tays.

The trays are stored in racks. There are three racks in
the count centre:

T W glkAGAY3T wSIAAAGNT A
T Wi glAGAy3a {OFyyAy3Q
 Wcannind 2 YLX SGSQ®

Trays move from one to another, in order, as the count | \
progresses. ‘

Scanners
The scanner is used to capture an image of ebafipt paper.

It is this image that is then verified, adjudicated on (if necessary)

Count Centre | ayout

As each count centre across the 32 councils
will differ from each other due to many b
factors, it is impossible to include in this guide %
the layout for your specific count centre.
However, as a guide, included on the followin(
page is an example layout of a medium sized
count centre.

You will see from the diagram thtte count
centre has been designed to allow the best
possible flow through the end to end process.

The numbers of stations for registration, scanning, verification and adjudication will depend on the
size of the council.
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MEDIUM COUNT CENTRE LAYOUT
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Main Entrance

Key. PR = PrRegistration / Bllot Box Opening area, RO = Returning Officer, PD = Print and Display
Station, A = Adjudication, D = Display, S = Scanning, R = Registration, V = Verification, M =
Management Station, SCR = Scanning Complete Racking, ASR = Awaiting Scanning Racking, ARR =
Awaiting Registration Racking, SS = Server and Switch, Ml = Manual Input Area, VI = Verification
Investigation Area.

Display screens

Display screens are a very important part of
the count. They help to ensure that
everyone can see how the count is
progressing.

The information is dynamically updated as
the count progresses, ensuring its
transparency.

The screens can be set up to display a varie
of pieces of information.
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The key displays to assist observers are:

Contest Progress screen

5 Selected Contest : FLOTTA WARD' O -

HUNEY WARD

Ballot Box Ballot Box Ballot Box Ballot Box Ballot
a8 88 o8 o8

< < ~ - - -

Registration Scanning Verification Adjudication RO Adjudication Count

BURWICK-HOLM WARD

Ballot Box Ballot Box Ballot Box Ballot Box Ballot
8. os o8 o8

< “ - - - -

Registration Scanning Verification Adjudication RO Adjudication Count

EAST LINGA WARD

Ballot Box Ballot Box Ballot Box Ballot Box Ballot

o7 (4 [ o7

This screen shows the overall progress of the count. The wards being contested are listed across
the screen. For eaclard youcan see what stage of the count has been completed. This can be
useful in identifying any issues or potential bottleneckthim process.

Dynamic floor plan screen

. Mw:mﬂlw“_g
Contest

tome | Progress | EirstPref | Layout || Floor Plag |
HUNEY WA, BURWICK-HOLM WARD FLOTTAWARD
Awsiting Adjudication... Awalting Scanning.. Adjudication at desks: 0,2

Awaiting RO Adjudication... Awaiting Adjudication... 3 ,
RO Adjudication at desks: Not active
Awaiting RO Adjudication...

HILDASAY WARD HOY WARD
RO Adjudication at desks: Not active Registration at desks: Not active

Scanning at desks: Not active

Adjudication at desks: 1,3

RO Adjudication at desks: Not active

This screen displays information on a range of contests and reports witeerghich desks) are
involved in working on them. For example, it allows you to see which adjudicators are working on
which contest. This can be very useful when candglatnt to see the adjudication process

being carried out oballot papersthat affectthem.
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First preference screen

= Selected Contest: FLOTIA WARD
Contest

| ome | Progress | FustPrel | Layou | FoorPin |

cCandidate First Preference Votes for FLOTTA WARD

AGNEW Albert|

BOYLE Belina

CORKER Christine |

DROVER Donald{

Candidates

EARL Ewan |

FORTESQUE-MASON Fergus |

GREGOR Gavin |

This screen shows the first preference votes as they are being counted. This screen is dynamically
updated until 80% of the votes for the ward have been counted.

52y Q0 ¥F2NHBS G IthedngsRiBsNdeferénte vetdRPAS/AR¢D that candidate will be
St SOGSR® ¢KS LINPINBaa aONBSy R2SayQid GF1S Aydaz
votes that may be transferred to each candidate.
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4 Roles and Responsibilities

Introduction

In thelast section we saw the different stages that make up the process. In this section we are
going to look at the different rolesin other words, who does what?

Roles

Count Centre Team

There is a team of technical experts who willdssisting in thenanagementof the count centre,
as per the table below. You will see these people involved during the week of the count, setting
up the count centre and ensuring that it is fully functidfor the count:

SeniorCGIManager one per Local Authority

CountCentre Manager (CCM) one per Local Authority

reports directly to Regional Project Manager

Deputy Count Centre Manager (DCCM) minimum of one per Local Authority, two for
larger count centres

reports directly to CCM

Technical Manager one per Local Authasi

reports directly to CCM

Hardware Engineer one per Local Authority

reports directly to CCM

Their full roles and responsibilities are set ouAppendixl
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Local Authority roles and responsibilities

The diagram on the following page shows wherdiK S LINR OSaa [ 20F f ! dzi K2 NR
responsibilities are:

( Returning Officer )

( Election Manager )

Registration Scanning Verification Adjudication
Supervisor Manager Supervisor Supervisor
Repistration | | Registration Scanning Verification i Adjudication
) ) Investigator
Operator Runner Supervisor Officer Operator

Scanning Scanning
Runner Operator

The following table shows what is expected of each doiengthe count:

Role Description
Registration Supervisor To manage the team of Registratiop&ators and assist with the resolutiarf
any queries
Registration Operator To enter the number of registerduhllot papers from the ballot paperaccount

on to the system

RegistrationMarshall To moveballot paper tays from awaiting registration area to registration des
and from theregistration desk to the awaiting scanning area

Scanning Manager (In large count centresrdy) ¢ manages team of up to 3 Scanningp8rvisors
to maximise throughput and reduce number of issues being escalated to R
and CCM

Scanning Supervisor To ensureltat the scanning process is carried out efficiently and issues are

identified and resolved promptly

Scanning Operator To ensure an electronic copy of thallot paperis captured by the eCounting
software, paper jams are cleared and minor issues are resolved

Verification Supervisor To manage a team ofevification Operators and resolve queries

Verification Operator To check the number difallot papers scanned against the number registered
for that tray

Investigator To retrieveballot papersandballot paper raysfor the Verification @erator
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and conducts investigations into mismatches between numbetmthdt
papersregistered and numbers scanned

Adjudication Supervisor To manage a team of Adjudicatiop&ators and assist with the resolution of
queries
Adjudication Operator To visually adjudicate arallot paperswhere the eCounting software cannot

interpret the vote@ intention

ElectionsManager Overall delivery of the electronic count, escalation management and direct
interface with RO

Returning Officer Tomanually enter anyallot paperswhich cannot be automatically processe:
Toperform RO adjudication on any deferrbdllot papers

To operate the count and then make the declaration of the election result.

Each local authority will be responsible for the following activities:
9 Providing sufficient numbers of appropriately trained staff to run the count activities

1 Providing thebuilding and associated infrastructure for the count including desks,
chair and signagend equipment (i.e. trays and racking)
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5 Reception
Reception process at a glance

1. Postal Ballot
Paper Arrival

Y

2. Postal
BallotPaper
Processing

Y

3. Postal Box Arrival 3.1Ballot Box
at Reception Arrival at Receptig

A/

4. Authenticity
Check

5.1 Investigation

Ballot Box
Opening
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Who will it involve?

The tasks involved in the reception process undertakerby designated count centre staff.

The process is entirely manual.

What happens in this stage?

Postal Ballot Paper s

Postalballot papersarrive at a predesignated postal
processing areq this area may or may not be in the
same building as the count centr@ostalballot papers
may arrive on an attoc basis throughoypollingday,
and need to be processed before thallot paperscan
be counted. They may also be dealt with in advance.

Postalballot papersare processed by council staff before thallot papers can be broughinto to
the count

Processing theskallot papersinvolves the opening dfallot envelopesandverifying theballot
papersin a process entirely separate from the count.

Postalballot processing organises the postalllot papersinto ballot boxes.

There will be an additional posthallot W6 2 E Q F 2 Ndvtich Wilkcontal postéalldt
papersreturned to polling stations on the day of the count.

Postalballot boxesare dealt with in exactly the same mannerstetion ballot boxes, once they
pass through postdallot paperprocessing.

Once processed, theogtalballot boxes are taken to the reception area of the count centre.

The postaballot box arrives with aballot paperaccount

Polling Station Ballot Box es
Ballot loxes are delivered from polling stations to the count centre reception area.
Theballot box arrives with aballot paperaccount sheet.

Eachballot boxis checked off against a list of expectallot boxes by council staff. This is
facilitated by a unique barcode identifier found on thallot box tray.

Theballot box passes the authenticity check if the barcode on titag checks out, and the
reception officer identifies thaballot box against tte list

If aballot box cannot be identified against the list, or its barcode is invalid (or both), an
investigation must be carried out by council staff.

Once aballot box has been received at Receptionyiarshallthen takes theballot box along with
its ballot paperaccount to theballot box opening area.

Theballot box opening process will then be carried out by Local Authority staff.
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6 Ballot Box opening

Ballot Box opening process at a glance

Reception

1. Ballot Box
Opened

2. Ballot Paper:
Unfolded/
Orientated

3. Ballot Papers
Placed in Tray

4. Label Affixed t
tray

5. Ballot Paper
Account put in tra

—_—— — —

/ Awaiting \\4 6. Taken to Awaiti
\\ Registration , Registration

—_———

L (L (e (e (o8l L5l
VIBUECES RS e

Registration

| Training Guide



podg|gov.scot o CGI gd@x’ﬁ

Who will it involve?

The tasks involved in theallot box process are undertaken by designated count centre staff.

The process is entirely manual.

What happens in this stage ?

There are six key steps in the process of opehadtpt boxes. Undertaking this procegsiickly

and efficiently will set the tone for the couatit will enable the flow (withouballot papersto get

to work on, there is nothing for the other count centre staff to do!) and if properly prepared, will
enable tasks such as scanning to be danthe optimal speed. If, for example, Scanning
Operators have to sonallot papers, this could slow up the count significantly.

The steps are as follows:

9 Eachballot boxis opened by Local Authority staff in full view of observers. The
contents are remwved and placed onto a table in the opening area

1 Ballot paperswill arrive folded and must be unfolded and flattened to be scanned.
Ballot papers should be neatly aligned, faae and correctly orientated

1 Awaitingballot trayswill have previously beelabelledwith a barcode and barcode
number which correspond to an individuzdllot box

1 The correct label must be affixed to the tray. Labels will beppirged, with one for
eachballot box

1 Theballot paperaccount which arrives with thballot boxis placed on top of the
ballot paperscontained in the tray. It is recommended that a second copy of the
ballot paperaccount be made ancketained at the verification statiorifhe
information on theballot paperaccount includes

polling station information
ballot box number

contest information

date

number ofballot papersissued

number of spotl papers

O O O O o o o

number of tenderedallot papers

aote) All ballot paper account arithmetic is checked in advance to ensure it is correct as ballot
5 paper accounts arrive from polling stations. If it is incorrect, the correction must be made.

1 AMarshallthen takes the completetallot trayto the awaiting registration area
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7 Regqistration

Registration process at a glance

Ballot Box
Opening

- ~
[ Awaiting  \_
\  Registration /1 v

Ne——_——7 Il 1. Ballot Tray

- Taken to
Registration

Y

2. Barcode
Scanned

3. No. of Ballot Paper:
Entered

4.Double Check>

5. Tray taken to
————— Wi gk AGAY
{ OF Yy Ay :

\ 4 Y

/ \
| Awaiting Scannind Scanning
/
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Who will it involve?

The following people are involved in the registration process:

1 Registration Supervisog Manages a team ofdgistrationOperators and assists
with the resolution of any queries the team has

Registration Operator, Registerdallot papersonto the system prior to scanning

RegistrationMarshall¢ movesballot papertayda FNBY GKSIWABGNARGAFAQV
FNBI (2 GKS NBIAAGNI GA2Yy RSAyatihgy R FNRBY K
DFyyAyaQ | NBI o

What happens in this stage ?

When aballot box has been received, accounted for and emptied intzaliot paper tay,
registration can begin.

The Registration Officer will receive thallot paper tay from the RegistratiotMarshall one tray
at a time.

Assuming a layout which movballot papersfrom left to right through the process, this tray will
be placed on the registration table by tharshalk. 2y G(KS t STi KIYyR WAYyQ &A
Officer.

hyOS 02YLX SGSRZ GKAA gAfft tSIFIPS GKNRdAdeIK GKS NR 3

The Registration Officer will use the haheld barcode scanner to scan the barcode, and enter the
number ofballot papers (recorded on théballot paperaccouny into the system.

TheMarshallwill call out this number when presenting the tray.

The Registration Officer is required to confirm the numbebaifot papersregistered by
rechecking the figure othe ballot paperaccount and checking that tHallot tray label matches
the information displayed on the system

If incorrect figures have been entered at this point, the operator can delete andter the
correct number oballot papersfor the ballot box.

The system now knows how mabgllot papersthere are in that tray, which is vitébr checking
purposes atK SSWE FAOF A2y Q adl 3So

Once scanned and details entered, Marshally 2 @3S & (i K S Awaftitg &1 2/ YIRS Q¥ | NB | @

Theballot paperaccount is taken by thilarshallto the Verification Investigation staff for filing

eCounting system action

The following system tasks are required at the registration stage:
1 Logging on to the system
1 Registering thévallot tray.
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45 4 To access the system on the Registration PC

1. Log on by double clicking the eCounting system icon on the desktop.

2. Enter your user name and password.

3. Click Login.

your role. You can only use functions of the system appropriate to your role (as set up by

I; The system is permission based, so the tabs you will see when you log in will depend on
your administrator, on your system).

45 4 To register the ballot paper tray on the system :

1. The Registration tab is enabled. Click on the Registration tab. The following screen displays.

Electronic Vote Counting i Scottish Local Government Elections 2017 | Training Guide
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2. Using the hand-held barcode reader, scan the barcode of the ballot paper tray brought to you by
the Marshallf r om t he égitvaton tadkinggred?

3. The scanned ballot box will become enabled.

 Beoumt

Contest

| Home | Regrstrabon
Election Status
Mame | Registered / Total Allocated Polling Stafion [ Ballot Bax | Registered

HOTEL WARD 0125 Polling Station FLO0D BALLOT BOX FLO0O
HUNEY WARD 016 Polling Station FLOOUZ BALLOT BOX FLO00Z
BURWICK-HOLM WARD L] Polling Station FLOOD3 BALLOT BOXFLO0OY
EASTLINGA WARD 016 Polling Station FLOOD4 BALLOT BOX FLO00A
FLOTTAWARD 015 Polling Station FLO0DS BALLOT BOX FLO0OS

HILDASAY WARD 015

JACOBS LADDER WARD
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Type in the correct number of ballot papers issued as recorded on the ballot paper account
accompanying the ballot box (it will be the top sheet in the ballot paper tray) and press the Enter
key to confirm. A green tick displays to show a successful registration of the ballot paper tray.

e
Corsess
._

5. Repeat this process for all ballot paper trays to be registered for each contest.

6. Registered boxes can now be passed to the 6 Waiting Scanningd a.r e a

What happens i1 fé&?

€ you have an empty box?
Open the box by reading the barcode on the box

9 v (i § NJAGumbés Bfballot papers field onthe Registrationscreen.

€ you need to add a box?

This is use@vhen aballot box needs to be added into the system and this is not present in the list
of boxes shown at Registration

Click orAdd Boxshown on theRegistrationscreen and enter the appropriate contest and details
as shown below

Electronic Vote Counting i Scottish Local Government Elections 2017 | Training Guide
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 nunt
Contest

Home | Regisiration
Election Status

Name. Registered | Tolal Alocated

HOTEL WARD 0126

HUNEY WARD 06

BURWICK.HOLM WARD 08
EASTLINGA WARD 0l

FLOTTA WARD 105

HILDASAY WARD 05

JACOBS LADDER WARD

Whenthe Add Boxoption is used, no barcode label will be present, hence the box number needs
to be keyed in at the scanning stage to open and close the box

Enter thePoling Station Name/Numbems advised by the Election Manager

Entera unique name fothe new ballot boxand selecOK

| (£ Add New Ballot Box

Contest: HOTEL WARD
Poliing Station: Polling Station 01A -
Ballot Box Name: |Te5t Box

l oK Enter Ballot Box Name Cancel

Then follow the normal registration process to register the new box.

€ t h e r eBaliotsPapeo Account ?

If youencountera situation wherethe ballot paperaccountis missing from théallot box you
mustescalate the issue tgour Supervisor If you have previously made a copy of a ballot paper
account sheet these will be at the Verification station.

Training Guide | Electronic Vote Counting i Scottish Local Government Elections 2017
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8 Scanning

Scanning process at a glance

! !
| Awaiting 3canning |
, &
——g——-
|
|

v

2. Tray
Registration %ifri;z::" Barcode
& Scanned

22cal
S@anning es
Supervisor
40
\ 3. Seanner — Scanner Error
loaded
Remaoval for
Manual Entry
4. "Start Sanning’

2.3 5an
Authorization

|
|
|
|
|
|
|
|
|
|
|
|
| . lzzue
| 5 Aatch Scan 7] | Menagement
| Successful?
| Yes
|
|
|
| L
\ Yes . Ballot Scanned
\ - Twice
|
| £ Papers
| placed in ‘out’
: area
|
[
| - Scanner Failure
|
|
|
I 7. Ballots leftin
I Tray?
|
|
|
| 0
|
|
|
| 8. Paperz
| returned to
| -~
|
|
|
|
- ! =T =
/' W.Sanning M » | verification
'-\ Complete 9. Close Ballot Tray
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Who will it involve?

The following people are involved in the scannimgcess:

1 Scanning Manage(in larger count centres onlyg Manages a team of up to three
Sanninglupervisors in order to maximigbroughput for scanners and reduce the
number of supervisors escalating issues to the RO and Count Centre Manager

1 Scanning Supervisay Supervises scanning operations for their zone, ensuring
efficient flow of paper to and from scanners. Manages the ragedtification and
resolution of issues

1 Scanning @erator ¢ Scansallot papers, clears paper jams and resolves other
minor issues

f ScanningViarshall¢ Movesballot paper taya ¥ N2AWaitingSS | wy Ay 3Q | NB |
the Scanning @erators for scanning. Movdmllot paper tays from the scanner
2 LIS NI (i 2 S&nnin@® YILEESS (U5 Q | NBI o

What happens in this stage?

AMarshalltakes aballot papertray ¥ NPAWaitbgO | yy Ay 3Q (G2 GKS ySEG | g At
in the correct sanning area The tray will be placed by thdarshallA y G KS WLy Q | NBIF 2 7F
station. TheScanning @erator will only deal with onéallot tray at a time.

The Scanning Operatscanghe ballot boxnumberfrom the barcode on the front of thballot
paper rayand places thdallot papersin the scanner ready for scanning

There should be no need for the Scanning Operator to adjust anything on the scanner, except for
aligning the feed guides in the paper tray to ensure the papers are fedhistecanner correctly,

and adjustment foballot papersof a different size. Otherwise, the scanner will operate purely on
the commands of the scanning PC or the barcode scanner linked to it.

Occasionally the Scanning Operator may need to remove an obstriaused by a doubleed
andthenrescan8 SS (G KS WgKatai). A TXQ aSOGA2Y

Progress displays around the room will show updated information of the numbmallot paper
trays scanned.

During the scanning process, amllot papersthat cannot be phgically scanned are put to one
side and rescanned twice mre before being set aside for ManuailtEy.

If the batch is scanned successfully, the screen will pfése G KS dza SNJ ¢ A G K 'y 2 LA
{OFYyyAy3aQ 22BN G2 W/ £ 24S

When theballot papersfrom the tray have been scanned, the papars wrapped in an elastic

band andare placed with the barcode facing Upubsequent bundles should be placed on fbipe
ScannindMarshallmoves the scanneballot papertayF N2 Y (G KS WhdziQ | NBF (2 0
QYL SG§SQ aid2N} IS lodld papel tgyltn theJcayOSSNG &l /IRIIAKREANG '@ L

When all the papers from thiallot tray are processed, thballottrayA & Of 2aSR o0& aSt SO
. 2EQQ 2y &ONBSYy

There are five defined issues which namfay completion of scannindgzach has a separately

defined process to address the problem
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Scanner Errora paper jam, double feed, or open scanner lid error

Removal for Manual Entrywhenballot papersaretoo damaged to pass through
the scanner

1 IssueManagement: whenballot papersthat have been scanned, but have an
unidentifiable barcode

1 BallotPaperAlready Scannedaccidental rescans or potentially frauduldyaliot
papers

1 Scanner Failurewhen ascannerdevelops a mechanic#dilure.

If youencaunter aballot paperwhich has been orientated 90 degrees during issue management,
you must summon the @&nningupervisor immediately.

Depending on the circumstances, the Scanning Supervisor will follow one of the two procedures
below for such &ituation:

If the 90 degree orientatetallot paperoccurs in the one of the first few batches of the box, the
box must be closed immediately and sent to the investigation area so that all papers can be
correctly orientated. Theballot box should then besent for rescan by the verification team and
the process continues as normal.

If the 90 degree orientatetallot paperoccurs in the last batch of the box, thallot papermust
0S WA&aadzS YIyYylI3ISRQ a ySOSaal NBE besasindtrfalyd OF yy Ay 3
followed.

eCounting system action

The following system tasks are required at the scanning stage:
9 Logging on to the system
Undertake the scanning process
Dealing with paper jams

1

1

9 Dealing with duplicates

1 Manual entry (at scanning stage)
1

Issuemanagement.

| Training Guide
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45 4 To access the system on the Scanning PC :

1. Log on by double clicking the electronic vote counting icon on the desktop.

2. Enter your user name and password.

3. Click Login.

4 To undertake the scanning process

1. Select the Scanning tab. The following screen appears.

Contest

Home | Scaming
ierace Oponig]

Open ballot box

l—‘ Scan ballot box name using hand held scanner

N

il

Enter ballot box name

Training Guide | Electronic Vote Counting i Scottish Local Government Elections 2017
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2.

Scan the barcode on the ballot box tray with the hand-held barcode reader.

The screen displays the details of the ballot box.

. —
Contest

Home | Scanning

Itertace Options

Load the scanner

FLOTTA WARD

BALLOT BOX FLO001

Load the scanner with the first batch of papers and press Start Scanning

Enter ballot box name

4. Load the batch of ballot papers from the tray (in bundles).

Electronic Vote Counting i Scottish Local Government Elections 2017 | Training Guide
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5. Click Start Scanning.

EACL I
Contest

Hame | Heanning
marace Cpfions

FLOTTA WARD

Scanning ballot 32 into BALLOT BOX FLOOD
ey
» Scanning ballot ...

Next Actions

:b ' Prepare the next batch of papers in readiness Tor scanning

6. While a batch is being scanned, prepare the next batch of ballot papers for scanning. Once a batch
is scanned, the scanning progress screen appears (shown below). If there are more batches to be
scanned, click on Continue Scanning.

i
Contest

o oo | pogess | Ewsteret | pamn | wmgw | uses | Layow | LayotAdmn | v | sewp | FoorPen |
Home | Registation Scanning erfication [ y s 1
Interface Options

\*Finished scanning 270 ballots into BOX TAN005

Tarner Island Ward

BOX TAN005
Scanning Summary

Number of batches to date in BOX TAN00S

Continue Scanning OR Close Box

Enter supervisor barcode

7 e e MWWNTE 002020 ' p,

7. Place an elastic band around the batch and load into the ballot tray. Keeping batches organised
with elastic bands will assist with any future investigations for Verification or Adjudication purposes.

8. Repeat steps 2 to 7 until all ballot papers in the tray have been scanned. The scanning progress
screen will display during scanning. When there are no more ballot papers to scan, click Close
Box.

Training Guide |
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9. Raise your hand as a signal for another tray to be brought to you by a Marshall.

10. The Marshallt ak es t he s c an oaening €ornmapyl ettoe 6t haer edaS

@ 4 Detecting high adjudication rates

1. The eCounting software can detect a high adjudication rate (that is, a higher than acceptable
percentage of ballot papers are being routed to adjudication because the system is unable to
interpret the preferences with certainty). In this case, the following dialog will appear after scanning
a batch:

r - - —
| 2] Adjudication Threshold Exceeded =)

The number for adjudication (2 of 2) is over the 50% threshold.
Do you want to send batch for 'Rescan’ or confirm batch?

Select one of the following options.

_Rescan | | Confirm |

2. Choose Rescan to rescan the batch, or Confirm to continue without rescanning. If in doubt, alert
your Scanning Supervisor.

The following warning will then be displayed:

Error [

@ Please clean your scanner

3. If Rescan was selected above, then the following screen will be displayed to enable you to restart
scanning:

Contest

Progress EirstPre Admin Mg | Users | Layout Layout Admin setp Floor Pian
Home Begistration Scanning Venfication
Intertace Opbons

Rescan Selected

Tarner Island Ward

BOX PTANOO1

Reload the scanner with the next batch of ballot papers

Next Actions

Please rescan entire batch from the beginning

= Restart Scanning

\a

Enter ballot box name

7 € = DNLTE]

Click Restart Scanning to continue.
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f 4 To deal with a paper jam

1. When the system detects a paper jam (or double feed) the following error message will be seen on
the screen.

' ™y
Scanner Errcr ﬂ

ii Paper jammed in scanner; clear paper and continue,(-4426)

2. Lift the scanner tray to dislodge the paper jam.
3. Ensure that all paper is removed from the scanner.
4. Close the scanner tray.

5. Click OK.

Seee D R Gl
Contest

Home | Scanning
Interface Options

" Finished scanning 9 ballots into BALLOT BOX HIL001

HILDASAY WARD

BALLOT BOX HIL001

Scanning Summary

Last Batch - Adjudication Percentage 0%
Last Batch - Number of barcodes entered manually
Last Batch - Number of rescans

Numberofha ailate in BALLOT BOX HIL001

Continue Scanning OR Close Box

Enter supervisor barcode |

T € mEw :

6. To view the last scanned ballot paper in the batch
(enabling you to restart scanning from the next ballot
paper instead of reloading the entire batch), select lmmmmmnnlﬂmmllm"lmmll
Click to show last scanned ballot. Identify the ballot TESTQE3669/KRP1
paper from the batch, using the barcode reference
displayed:

7. Reload the scanner with the remaining ballot papers from the batch and click Continue Scanning.
The scanning of the batch will resume.
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4

@4

1.

To deal with duplicates

1. If the system recognises that duplicates exist (for example if a scanning error occurs while scanning

a batch and some of the ballot papers were captured successfully before being re-scanned) you will
be prompted to allow or disallow the duplicate via a screen message.

* Ropene

=

Blomg | Soavew)
Irtertacn Optar:

W Ballotis] scanmssd in this batch, aleady scanssd in privious Batch

FLOTTA WARD

BALLOT BOX FLODOZ

Druplicabes Summary
Humber of ballots scanned in ths. betch: -

Kurmber of ballob in this Baich alnesdy Scannd "

Hired! Salect O if you scanned
thes Bavich twice in e

O OR  SBend ballods fo RO for decision

The message gives two options. If you are aware of the error (for example if you scanned the
batch twice in error) click OK (and confirm the message). This will remove the previous ballot
papers and retain the latest scanned batch.

If you are unsure of the source of the error, click Send ballots to RO for decision (and confirm the
message).

To enter a ballot p aper manually at the scanning stage (readable barcode) :

If a ballot paper cannot be scanned (for example, if it is torn and cannot be fed into the scanner) it
may be set aside for the Returning Officer to enter it into the system manually. If this is the case,
the Scanning Operator must manually extract the ballot paper from the specific ballot box Tray.

The Scanning Operator must call their Scanning Supervisor, and when the current batch is finished
scanning, the scanning summary screen will be displayed:
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2o
Contenr.
e ey
wtece (yooes

V Finkshed scanning 02 ballots into BALLOT BOX FLO0O2

FLOTTA WARD

Scanning Summary
Last Batch - Adpucication Percestage

Last Batch - Numbet of barcodes entered mansaly
Last Batch - Numbar of toscans.

Number of baiches to date in BALLOT BOX FrLo0?

v o o &

Gk 10 shoow Mt sCanned balod

The Scanning Supervisor willusethe hand-h el d bar code s c &@@anuel Entrybo s can

barcode (or alternatively enter the text: 6 Ma n unat | inid&he Enter supervisor barcode field).
Each time this is done, the system displays the following screen:

t he
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has 1 Balols. errerved Fot manusl sndy

Babol paprer bz be termeaved Pt maraal entry TEETIOSTT LA

oo

4. The supervisor then uses the barcode reader to read the barcode on the ballot paper (which
appears here if successful) and clicks OK to accept the removal of the ballot paper. The manual
entry summary screen is then displayed:

T — e weeee o RPN
Lordest

o Loy

5. The ballot paper (s) are then placed in a folder by the Supervisor with an appropriate label which
details the ward and box it relates to and taken to the RO station for Manual Entry.

6. Click Return to scanning.
7. Scan the remainder of the batch as normal.
8. Once complete click Close Box.

9. The ballot papertrays houl d t hen be moved to the O6Awaiting Verif
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@ 4 To enter a ballot p aper manually at the scanning stage ( unreadable barcode) :

1. If a ballot paper cannot be scanned (for example if it is torn and cannot be fed into the scanner) and
as a result of the damage the barcode is unreadable it may be set aside for the Returning Officer to
enter it into the system manually. The Scanning Operator must manually extract the ballot paper
from the specific ballot box tray.

2. The Scanning Operator must call their Scanning Supervisor who will use the hand-held barcode
scanner t onarmual entryét hbearécode (or alternatively enter the
Ballot Box Number field. Each time this is done, the system displays the following screen:

BALLOY BOX HLONY
has 0 Dalots termoved for manusl entry.

Babol papet 15 Be temoved fof manual enry: NO BARCOOE

o OR Retars 10 scanvmng

3. Click OK to accept the removal of the ballot paper.

4. Select the appropriate contest from the list.

4 b
Comsmer

o Dy
Whwtece Cpmoes

HLOASAY WARD
BALLOY BOX HLONT

has 0 Dallots removed for manusl enry.

Badet papet 15 Be removed for manoal entry: | - —
Select appropriate contest
o POET AT L ]
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5.

Click OK. The manual entry confirmation pop-up is displayed:

Arw o W you mand 13 remove 8 baliok
oot Pl Bty warh o Badod s DostEet

HILDASAY WAAD | e
irmie B8t e Blasesd Ertey Cancal
SACTHNN LASTH K RGARD : = | Acatomman | ureie]

L]

Eritad Bir coode for maneal sty

Select Remove Ballot Paper for Manual Entry.

The ballot papers are then placed in a folder with appropriate labels and taken to the RO station for
manual entry.

Click Return to Scanning to resume ballot paper scanning.

@ 4 To manage issues relating to reading a  ballot p aper barcode :

1.

If the system has a problem reading a barcode, the Issue Management screen will open
immediately after a batch of ballot papers has been scanned:

Pllo o) ==
Dadot Detasin
Wcon by e P Vot S~ '
o Tow Bamgin Tne
- v B Ny 071
P b - e .
beea L0 W 000
et
-
et e

TESTP@6359/RPET
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2. The ballot paper is displayed in the left-hand side of the screen.

3. The Scanning Operator can use the toggle buttons to rotate, flip and zoom in order to check the
ballot paper details more clearly if needed.

4. If the barcode number can be identified from the image on the screen, enter the number in the
Ballot Code field (circled in blue, above) and click Accept.

5. If the barcode number cannot be identified, click Defer. The paper will be forwarded to RO
adjudication.

M~
)

What happens i f

€ you anaewpy tray?
Open the box by reading the barcode the boxas normal.

Then call the Scanning Supervisor, who will entescantheir authorisationbarcodeto close the
box

Contest

Progress Eirst Pre Aamin Mg Users Lavout Layout Admin Seip Floor Plan
Home Registration Scaming Venifcation

Intertace Options:
Load the scanner
Tarner Island Ward
BOX TAN0O1

Load the scanner with the first batch of papers and press Start Scanning

Start Scanning

Enter ballot box name SUPERVISOR

You will not be able topen any other boxesntil this has been done.
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€ y 0 u to bperyand then immediately close a box?

The following error message will be displayed:

Error =)

(@) There are no ballot papers scanned in this ballot box, please call your scanning supervisor to proceed.

ClickOKto acknowledge the message. Check if there arebatipt papersto be scanned. If there
are, you can proceed to scan them as normal as the box is already successfully opened. If there
are none in the box, then the box can be handled as an empty box (discussed @aballédr the
Scanning Supervisor to enable youctose the box.

€ there is no beyPcode on the

Alert the Scanning Supervisor, who will investigate the problem and advise on a course of action

€ there is a 0 dalotphperintoghe scannen? a

The followingerror message would appe on the screen

r B
Scanner Error u

A double paper-feed has occured. Please check the document and the
Jl; scanned image on the display and scan the document again.(-4619)

—

Open the scanner and clear the double fedlot papersfrom the scanner, thenlick OKto
continue

Thed/ £ A 01 G2 & Koallgté féaturd will bz Adplgy¢Bidhlighted below):
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el
[

]
atce Cymors

V Finkshed scanning 102 ballots into BALLOT BOX FLOG2

FLOTTA WARD

BALLOT DOX FLOMZ

After clicking, the image of the last successfully scarmadidt paperwill be displayed. Locate this
in the current batch, andontinue scanning from the nektllot Paper.

€ you try to open a new box before the curr

Thefollowing error message would appear on the screen:

T s v i
@ You are attempting to open a new box, please close box no: BOX TAN0O5 before opening your next box

ClickOK then click Close Box.

€ you try to open the same box when it is a

If you attempt to use the barcode scanner on the box you are already working with, the following
error messag would appear on the screen:

Error ==
@ Please close box no: BOX TAN0O5 by clicking the Close button

ClickOK then either load your next batch to continue scanning, or @idse Box.
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9 Verification

Verification process at a glance

\

Scaming | F————————— 4

1. Ballot Tray
Selected

2.3.
Investigation

e \
/ . .
\ Awaiting Scannln?ﬂ
SN0
T

2.2Rescan
ArRother Conted?

3. Numbers
Match?

4.Ballot Tray
Verified

5. Last Ballo . Verification
Tray? i Complete

Y

Adjudication

Who will it involve?

The following people arimvolved in the verification process:

1 Verification Sipervisor ¢ Manages a team of verification officers and assists with
the resolution of any queries the team has

91 Verification perator ¢ Checks the number difallot papers scanned for dallot
paper ray against the number registered

1 Investicator ¢ Retrieveshallot papersandballot paper raysfor the Verification
Operator and conducts investigation into mismatches between numbebsibdt

papersregistered and numbers scanned.
| Training Guide
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What happens in this sta ge?

Once theballot paperhas been scanned, the system automatically checks that the number of
papers scanned matches the number registered.

If the number is equal, or within the tolerance range set for the countpdiét paper tay can be
verified.

If there is a mismatch, the details must be investigated before verification can take place. This
involves rescanning thaallot tray andor manually checking the number béllot papersin the

tray to ensure that the number dfallot papersin the system ratches the number of physical
ballot papers.

Once verified, the valiallot papers are sent by the system to be counted and those where the
G20SNDa AyiSyidAaz2y Aa dzyOf SIFNJ 62NJ gKSNB G(G(KS aeai
adjudication.

eCounting system action

The following system tasks are required at the verification stage:
1 Logging on to the system
9 Undertaking verification

1 Flagging #allot box for re-scanning.

éfg 4 To access the system on the Verification PC :

1. Log on by double clicking the electronic vote counting icon on the desktop:

td

eCount 2017

2. Enter your user name and password, and click Login:

User Login
User name |

Password

Login |

ISl Training Guide |
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4  To undertake verification

1. Select the Verification tab.

2. Click on the contest name to see the details of the boxes waiting to be verified.

3. Click on the check box and then click on Confirm to verify. On clicking Confirm, green ticks
appear against the box details, thus confirming that the box has been verified.

Electronic Vote Counting i Scottish Local Government Elections 2017 | Training Guide m



4  Other features of the Verification screen

The Verification screen highlights (in red) any box with a difference between the number of ballot
papers registered and scanned. It also displays a range of information about each box scanned:

1

= =4 =4 =4 -4 -4 -8 A

Polling Place

Polling Station

Ballot box number

Number of ballot papers registered

Number of ballot papers scanned

% Adjudication 7 monitor this and proceed as advised by the Verification Supervisor
Number of ballot papers removed (for subsequent manual entry)

Number of rescans completed

The difference between the number of ballot papers registered and scanned (row will highlight
in red if there is a difference)

[ L e |ov | progess | prapret | Admn | Mo | users | | LoyotAdmn | ool sso._ H meou ol
Home Regsraton ! ‘Scaming | Verfication Tl aauacangs 1 Aot T
Tarner Island Ward Polling Stations - |
SR | | | PowngPace | PoknpStaton | BalotBox | # Registered|; | % Adua | | Diflerence
Vesfication |
‘ POSTAL PLACE 80 ‘ POSTAL STATION 80 BOX PTANOOT 2 ‘ 100
Tarner Istand Ward 46

2
POLLING PLACE 001 STATION 1 °

— _--}- Ll

POLLING PLACE 005 STATION S
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45 4 To flag a ballot b ox for re -scanning :

1. You may decide to send a ballot box back for re-scanning if the figures show a discrepancy in the
number of ballot papers scanned and registered.

2. To do this, click in the tick box alongside the ballot box you want to be re-scanned.

3. Click Rescan Flag.

4. The ballot box will continue to display in the Verification screen, but with the amber Rescan symbol
beside it at the foot of the screen. The row will highlight in grey when the box is being rescanned,
once scanning is complete the rescan arrow will revert to a check box.

Electronic Vote Counting i Scottish Local Government Elections 2017 | Training Guide



pod|gov.scot o CGI idox)%

What happens i fé&?

€ t h e r mllogpragers from a different contest?

If aballot paperwas scanned in a contest to which it does not belong, the system shoarsan
message at the verification stage.

o The following selected ballot boxes contain ballots from other contests. Do you wish to proceed?

BALLOT BOX JAC003 (1)

SelectNoto manually sort the issuly investigatingvhich tray the ballot paper comes fram

The Investigatochecks foballot papersfrom a different contest in that box and removes those
papers from the boxand returns them to the correct tray.

The box is sent for recanning

€ you sel ect nballotd ox usiagrihe tick xes?

If youattempt to confirm multiple boxes, the following error will display:
o . =

@ You can only select one ballot box

ClickOKandselect only one box at a time.

€ you want to confirm an empty box?

If you wish to confirm a box witharballot papers, select the tick box beside it and clicknfirmas
normal. The following confirmation message will be displayed:

@ 0 ballot papers have been scanned in this box, are you sure you wish to verify?
If you click yes, please add a note with the details.

Yes | [ Mo

ClickYes(and the Add Commeritoxwill appear, shown below), d¥o (to return to the main
Verification screen):

Training Guide |
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Add Comment

Empty boy

|:Cancel

Enter sone suitable notes, then clidRKto return to the main Verification screen.

€ you want to confirm a box even though the

If you select a box on the Verification screen, which is highlighted in red due to a discrepancy, and
clickGonfirm, the following warning will appear:

Warning X}

\0 Warning - The number of ballots registered for this box was 300 but the number of ballots scanned is 50.
Are you sure you wish to verify this box?

ClickYesto continue to verify the box, dloto return to the main Verification screen.
If you choosé¥es and the discrepancy is less than 20, the box will be successfully verified.

If however, thediscrepancy is 20 or highdhe following further prompt will be displayed:
o . ==

€3 The difference between ballot papers registered and scanned is beyond an acceptable tolerance.

= Please consult the Returning Officer before verifying the box.
If you click yes, please add a note with the details

ChooseéNoto return to the main Verification screen. If you chod&ss the following comments
box is displayed to enable a note to be added against the box:
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[l conee D
Add Comment
[

|:0ancel

Enter notes after the conversation with the RO, and €i&ko return to the main Verification
screen.

Verification investigation

There are twaeasonsvhy an investigation may be needed at the verification stafjhese are:if

1 The number oballot papers scanned in a tray does not match the number
registered (after being rescanned)

1 Ballotpapersare incorrectly scanned into the wrong tray.

The investigation process for verification is set out below
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Reception

Y

1. If Number
Scanned does nol
match number
Registered

A

To find source of discrepancy

To Verify anyway

y

1.1 Flag Tray for
Rescan

A

A 4

1.2Check )
A

allotPaper Account

1.3 Check Ballot Bgx

1.5Update

Account(if
required

Update no

Registration&
Ballot Paper

. If ballot paper a
scanned into the
wrong box

RO Decision

To find source of problem

v

2.1Flag tray for
rescan

2.2 Investigate
Contents of Tray,

Registration

Scanning

A

/

3.4 Place Tray Aside
< 3.6Add box><—< or Add box

Y ¥

/

3.3Place conten 3.5Swap Tray wi End
in new tray and affi other incorrectly n
correct label assigned tray

4.Some Ballots i

4.3 Add box at
registration

4

Registration

A4

Registration

If the number scannedd oes not mat ch

the number

regi st e

If there is a discrepancy between the numbebaflot papers scanned and the number entered at
registration, the verification screen will highlight this in red.

The Returning Officer must decide whether to investigate the cause of the discrepancy, or verify

the ballot box anyway

If the RO wishes to investigate the discrepancy, they must first flag the box for rescan on the

verification screen.

Theballot paperaccount should always be double checked to ensure a mistake has not been made

when registering thévallot tray.
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If there has been a mistake at this point the number entered at registration can be changed

Another check that can be performed is to find thelot box that the tray originated from and
double check it to ensure there are ballot papersleft inside.

If ballot papersare found, they can be added to the tray and the tray can beegéstered and
proceed into the count as normal.

A final checkhat can be performed is to manually count the contents oflia#ot tray.

If a manual count produces the same total as the electronic count and that total does not match
the ballot paperaccount, the tray should reegistered with the correct amount, arttie ballot
accountupdated

The tray can then proceed into the count as normal.

If the investigation finds that thballot accountis incorrect, theballot tray can be reregistered
with the correct amount oballot papers, and theballot accountmay als®d S dzLJRI 4§ SR F G G K S
discretion.

If the ballot accountwas correct, and missirgallot papersare found, the tray can proceed
through scanning as normal.

Record all investigation actions in the Verification notes.

If the ballotpapersar e scanned into the wrong boxé

If ballot papersare scanned into the wrong box, a message appears at verification stating
W/ 2y BdlARapesTNRY y20KSN) /2yiSaidQ

The RO has the option to Verify the box anyway or to investigate the contests nayhe

If the RO decides to investigate the contents dfdlot tray, the tray must be flagged for a rescan
at Verification.

At an investigation area, the contents of the tray must be investigated to find out the cause of the
error message. There are twogsibilities at this point:

9 the entire contents of the tray has been incorrectly assigned to that trety

1 some of theballot papersare incorrectly assigned to that tray

| f the entire contents are wrongly assigned

If the ballot papersin the tray are d from the same contest, a mistake has been made at pre
registration when assigning thmallot tray a label.

The hvestigator must check the PRegistration area to ascertain the cause of the incorrectly
assignedallot tray.

The hvestigator must checthe remaining availablballot tray labels to find out if the correct tray
label is available

If the correct tray label is available, thallot papersandballot eccountmust be placed in a new
tray and the label affixedThe tray should then be registsd and proceed into the count as
normal
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If the correctballot traylabel is unavailable, this means that it has been affixed to the wrong tray.

The hvestigator must either wait until the correbillot trayis found in the count, or add the
ballot papersto a new tray at registration

Once the other incorrectly assigned tray is found, the contents can be swapped and both must be
re-registered, entering the correct number béllot papersfrom the ballot account

If the decision is taken to add a new box for thadlot papers associated with the wrong tray, this
must be done at registration, following the add box process.

The tray theballot paperswere incorrectly assigned to must be-megistered as containing e
ballot papers.

If only some of the ballotpapersar e i n the wrong traye

¢CKS Ay@SaidAralridrzy YIEe FAYR (tlotapesfiémdanctherys 2 F (K
contest.

Theballot papersfrom the wrong contest should be removed from thallot tray.

If the number ofballot papersregistered needs to be changed for thallot papersremaining in
the tray this is done so at Registration. (This may be more likely for fizdtad boxes, for which a
human numerical count is first performed uparrival at the count centre)

If not, theballot papersleft in and correctly assigned to thmllot tray are rescanned at Scanning.

The wrongly allocatetiallot papers can be placed in a neballot tray, without a barcode being
affixed to it.

A new box mat be added for the wrongly allocatdxdllot papers at registration, following the
dd Boxprocedure in thePw S 3 A Apiliobdssii A 2 Y Q

If the RO decides to verify allthe ballotp apersany way é

The RO can decide to verify thallot tray despite there being a discrepancy or containiragjot
papersfrom anothercontest. A note can be entered at Verification.

When verifying dallot tray with ballot papersfrom another contest, the system automatically
assigns them to the correct contesthe overall results will not be affected if this action is
performed before the result for that ward has been calculated

If the RO decides to verify allthe ballotp apersany way é

The RO can decide to verify thallot tray despite there being a discrepancy or containiragjot
papers from anothercontest. A note can be entered at Verification.

eCounting system action

For any box which has been rescanned at least omeet tS NA FA OF A2y &AONBSy | f 2

KA & ( 2thaBbéx ta2b& displayed.
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@ 4 To access the rescan history of a box on the Verification PC:

1.

Ensure the Verification screen is displayed:

empiatos o | progess | useret | Aomn | mgme | uses | tavow | tayowAsmn | o0 | sew | FoorPan
| Begsiation samng | Venficaton ] pe—— 1 150 Aty I prT——
Tarner Island Ward Polling Stations
Mang | Awaiting | | PolingPlace |  PolingStaton [ Balot Box [ % Adud [#
Verficaton
1l | romuncese | postaswrows [o— 2
Tarner Island Ward 416
] ‘ "POLLING PLACE 001 l STATION 1 'BOX TANOOT o
© | roumceuceoss | smnows Box Tancos

2. Click on the fi# Rescanso

cel | f. dhe Réstar Histogylbaxisa n t

displayed, showing the details of rescans to date for that ballot box. Click OK to return to the

Verification screen.

Conest  Nave lsland Ward
Balot Box BOX NAV002

#5camed | #Removed | Diference
2

sean 1 0

L ST RN T -
eports 2 Onstold Seiwp Floor Plan.
Nave Island Ward Poliing Stations
T g | PoingPace | Polngswion | BaloBox [ #Reg [ %% Adud | [ ] Diference.
a POLLING PLACE 001 STATION 1 BOX NAVOaT 10 AL o ° ° °
MNave Island Ward 218
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10 Adjudication

Adjudication process at a glance

Verification

1. Contest Selected

N

| 2.1 Defer to RO

2. Ballot Paper Valit >

Y

RO
Adjudication 3. Preferences
captured?

3.1Enter Preferences

. 5. Another ballot
o presente®

6. Contests Left to
Adjudicate YES

Adjudication
Complete

Who will it involve?

The following people arimvolved in the adjudication process:

1 Adjudication Supervisorg Manages a team addjudicatorsand assists with the
resolution of any queries the team has
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1 Adjudicator ¢ Conducts first level adjudication béllot papers and accepts the
ballot paperor defers to the RO for further investigation.

1 Returning Officerg Responsible for the overall election count process, but within
adjudication performs second level adjudication and manually ertelist papers
where required.

What happens in this stage ?

In an election count, the system is programmed to recognise characters to interpret whether or
y2i GKS @2GSNDna AydSyidizy Aa OftSFENIFYR 6KS(iKSNJ
vote.

Each of the circumstances where the system raises atdicluding where the characters
GNRGGSY o0& GKS @2GSNJ FNByQiG FdzZ e Of SINL Ydzad o
categories set out which would invalidate a vote.
There are two levels of adjudication:
9 Firstleveladjudication

1 Returning Ofter (RO} adjudication.

First level adjudication

The Adjudicatowill be presented witran image of théallot paperthat the system cannot, with
confidence, accept as a valid vote.

It is for theAdjudicatorto examine the scannelallot paperthat the system is unsure about. The
system will indicate what it thinks is the problem.

The Adjudication Officer can either:

1 Confirm that the vote is valid by indicating the correction via the software interface
(as you will see in Sectiorg5'he Count) below,ro

91 Defer the decision (if they are still not clear what the voter intention is, or if they
believe it may be disallowed under any of the grounds set out above).

RO adjudication

Thoseballot papers passed to RO adjudication are presented to the Returnifigegd{RO) by the
system for further adjudicatioq a final decision to allow or reject is required at this stage.

Remember, the principlshould beto allow the vote where possible, but if it is clearly to be
RAAIEE26SR AG Aa (kS whQa TFAYILIf RSOA&AZY (2 YI
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First level adjudication

Adjudication is the process by whibhllot papers with unclear voter intent are received and
interpreted by theAdjudicationOfficer.

Once theballot paperhas been scanned, the intelligent character recognition software (ICR) in the
system reads théallot paperand interprets the voteR iaitent from the marks on théallot paper.

The rules for interpretation of vot€iatent for the Scottish Local Eleatis are embedded within

the software.

2 KSNBE (KS @20SNna AyidaSyid A
and the vote passes automatically to the count.

2 KSNBE (KS @20SNRa AyaSyid Aa yatherQédsShimge &N G KS Y
the ballot paperis presented for adjudication along with the current system interpretation of the

marks on theballot paperand the reason for presentation for adjudication.

Ot SINJ FYyR O2YLX Al yi

ax

An Adjudication Officer, who is presented with a folge of theballot paperand can use the
aeaiasSyqQa 122Y FyR NRUOFGA2Yy OFLIoAfAGASEA
¢KS ! R2dzZRAOFGA2Y hFTFAOSNI Y& O2NNBOGH (K
and either:

w»
Qax

9 accept theballot paper
9 defer theballot paperfor the RO to perform a second stage adjudication.

The system then automatically presents the nealiot paperfor adjudication until alballot
papersare either counted oawaitingReturning Officeadjudication.

All adjudiation decisions are fully visible to observers via the dual screeaset

Once adjudication has been compldtir all ballot papersin a tray, the visual progress displays in
the count centre are automatically updated accordingly.

eCounting system actio n

The following system tasks are required at flst leveladjudiation stage:
9 Logging on to the system

9 Firstleveladjudication

| Training Guide
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45 4 To access the system on the Adjudication PC

3. Log on by double clicking the electronic vote counting icon on the desktop.

(7
-,

eCount 2017

4. Enter your user name and password.

User Login
User name |

Password

5. Click Login.

@ 4 To perform first stage adjudication

1. Onlogging in, select the appropriate contest.

b
Corten
iy

AL LACOE N RARD

2. Click Ok. The first ballot paper for adjudication is displayed.

Training Guide | Electronic Vote Counting i Scottish Local Government Elections 2017
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10.

11.

12.

Toected Cortent”
Contest
Home | Adudication
ot nformaton
SCOTTISH GOVERNMENT - TARNER ISLAND WARD Ballot Box: BOX TANOO1

Datails

Three of the candidates listed below will be elected.
You can make as many or as few choices as you wish. Oueue
% Remaining on Queue s
Put the number 1 in the voting box next to your first choice. sG
Put the number 2 in the voting box next to your second choice.
Put the number 3 in the voting box next to your third choice. And so on.
Use only NUMBERS.

ABBINGTON Loma q
7 Tamer Island Lane, Tamer Island J_ \

Personal Privacy Party fre—

CARLTON Pat
5 Tamer Island Crescent, Tamer Istand

oz Comtrois
[ It
& Rotate & || =

o Back pra [P cerm

Home Workers Party

DODDS Mickeala
18 Tarner Island Law, Tamer Island

Party of the Glens

FERGUSSON Mikey
22 Tarner Isiand Loan, Tamer Island

Pi Dacinion Contrsts
Scotia Party N Accept |[ [0 Deler x
SMYTH Deidre
16 Tamer Island Cottages, Tamer Island

[ 7 Addiicies | [7)Make this Batlotmy lastfor now.

CORO0OE

Totally and Utterly Crazy Party Dot Com

The main part of the screen shows the ballot paper image, with indications in red in each box to
show the system interpretation of the marks. Where required, the appropriate vote preference
should be selected in sequential order starting with the first vote preference.

If a mark is detected anywhere except within the Vote Box, MARK DETECTED will appear at the
top of the screen

Once the correction is made, click Accept. This will move the ballot paper to the count and present
the next paper for adjudication

You can clear all suggestions by clicking Clear all.

If you cannot make a decision on the image, it should be deferred for RO adjudication using the
Defer button.

In the event you wish to make a note about the deferral you can select thee Add Notes button.

You can go back through previously adjudicated ballot papers (and then forwards again) by clicking
the back and forward arrow buttons as appropriate.

You can rotate, flip and zoom the image to see it more clearly.

If you wish to leave adjudication before all ballot papers are completed, select the Make this Ballot
my last for now tick option, then adjudicate the current ballot paper as normal.

A me s sNognere finages to adjudicatedo  wi | | b evhed all balidt @apees thave been
adjudicated.
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RO Adjudication

Where the first level of adjudication haeferred theballot paper, it goes to the Returning Officer.

The Returning Officer reviews bHllot papersthat hawe been de¢rred by Adjudicatorand may
also correct the system interpretation of voter intent and either:

9 accept theballot paper, or

91 reject theballot paper( selecting the rejection reason from a predefined list.
TheWl & | pracesk igr®S adjudicatidar an individual wards set outbelow:
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A

X

Adjudication

RO Barcode
Management
Process

/
|

Y

1. Contest Selected

. Does ballo

A

paper have a
barcode?

3. Duplicate

\/,

€S

Ballot Pape?

4.1 Retrieve

—

7/

—_——

N\
/ \
| Scanning Complete

/

\
s/

N —
-r-
|

|
|
v

es

physical ballg 4.20n Hold
Yes B Ret
/ N ) R
\ , .
Ready for Count |«— — — -Aceepted — — — —| 5. RO Decisior- — — — Rejected- — —P>  Ballot Rejected |
/ \ )
\\____’/ o
Count& “All adjudicat
Declaraion | [ % '€S complete for
contes®?
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The Returning Officer should follow the undernoted procedure:

Is it a duplicate ballot paper?

The system will indicate if a duplicate has beletected and will show theallot boxnumber,
batch ID and sequence number of the matchiadjot paper

The ROnustdecide how to proceed with the duplicatmllot papersand can request thballot
papersto be manually retrieved if necessary

The image®f the barcode sides dhe two ballot paperswith matching unique identifiers will be
displayed in the RO queue. The RO will make a decision on each indbatiotgbaper

Are the ballot paper preferences clear?

If the preferences on the image of thallot paperpresented tothe ROare unclear,they may
request to see a physical copy of thallot paper.

If they do not need to view a physical copy of thallot paper they can then make a decision on
that ballot paper.
Does the physical ballot paper need to be retrieved?

The RO can opt teee the physical copy of the ballot paper to aid their judgement and place the
oFftft23G LI LISNI Why 1 2fRQ®

If they decideo view the physicaballot paper youcan place théallot paperPhy | 2 f RQ
aStSOGAYy3 (KS WwWhy 1 2ftRQ 2LJWiA2y 2y aONBSyo®
This places theallotpaperA y | @A NI dzt £ 1j dz§dzSz | 00Sa tS
eCountng system.

Q¢
>
(@]

The RO decision

The ROnakes a final decision on thballot paper Ifthey deem aballot paperinvalid,they must
select a reason from the screen and select the reject button.

If the ballot paperis valid,they will enter the voter preferences (if needed) and thallot paperis
accepted and forwarded to theount

The ROnust also make a final decision on drallot paperpresented toyouwith no barcode. If
the ballot paperbarcode number is legible from the retrieved physical copy obdot paper
you can enter the number ahis point.

If the ballot paperhas no legible barcodéhey must make a decision whether to accept or reject
it.

Once all adjudication is complete for bdlllot boes in a contest, theount and declaration
process can be followed.

eCounting system act ion

The following system tasks are required at the second level adjudication stage:
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1 login to the system

1 RO adjudication

Does the ballot paper have a barcode?

Check to see if the barcode has beenrfdeed or is missing due to spdifillot paper. If the

12408y Oryyzi

~ A LA x4

RSUSOu

that ballot paper.

If the barcode has been incorrectly deferred from Issue Management with a legible barcode the

ol

NO2RSST ab2

RO must enter the barcode numbeeading it from the image presented to them.

If the barcode number is illegible from the image on scréle®,ROmay decide to retrieve the
physical copy of theallot paper.

@ 4 To enter a Barcode number

1.

2.

On the RO adjudication screen, the following message will be displayed:

ayaut Admin OnHald Salup Flaoe Plan
RO Adjdicatian IEanual Eriry
Balkedt Inloermodion
Banot Bo BOK TARGDS

¥ NOBARCODE
[
Femaining on O uewe

Click Details to reveal the scanning batch and sequence number, and a text box to enable entry of

the barcode number:

h

| LayoutAdmin | onHod | setup | Floor Plan
Jication H Manual Entry Reporis

| Ballot Information

Ballot Box: BALLOT BOX HILO]

‘ Ballot Code: (p
Batch No: Seq No: 1

‘ Hide

Queue

Remaining on Queue

Click Accept to continue RO Adjudication as normal.
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@ 4 To perform RO adjudication

1. Onlogging in and selecting the appropriate contest, the RO adjudication screen appears:

Repods Templates Zoning Progress | FirstPref Admin Mght Usgrs Layou Layout Admin OnHoid Setup Floor Plag
Home Regstration Scanning | Venfication Adudication RQ Adjudication Manual Entry
Bt tormation
SCOTTISH GOVERNMENT - TARNER ISLAND WARD Ballot Box: BOX TANOOS.

Three of the candidates listed below will be elected.

You can make as many or as few choices as you wish. Queue
1 Remaining on Queue
Put the number 1 in the voting box next to your first choice. G

Put the number 2 in the voting box next to your second choice.
Put the number 3 in the voting box next to your third choice. And so on.
Use only NUMBERS.

ABBINGTON Lorna
7 Tamer Island Lane, Tamer Island

Personal Privacy Party

CARLTON Pat
5 Tamer Island Crescent, Tamer Island

-
£
v
iy
g
z

Home Workers Party

DODDS Mickeala
18 Tamer Isiand Law, Tamer Isiand

Party of the Glens

FERGUSSON Mikey
22 Tamer Isiand Loan, Tamer Island

INNE
O EEE]

151 preference vote not clearly 1o one candiiate

i s o

N

Scotia Party

SMYTH Deidre
16 Tamer Island Cottages, Tamer Island

B & > D

Totally and Utterly Crazy Party Dot Com

2. This screen is similar to the 1% level Adjudication screen, butincludesthe i On Hol do functi on
(highlighted) for use by the RO. fi O nenaHleslthé most challenging ballot papers to be held
for review without delaying the RO adjudication process for other ballot papers.

3. You can place marks in the vote buttons or remove marks, as with first level adjudication.
4.  You can make a note about the rejection by clicking the Add Notes button.

5. As with first level adjudication, you can flip, rotate and zoom to get a clearer view of the image, and
you can move backwards and forwards through the ballot papers awaiting adjudication.

6. To validate a ballot paper, select Accept.

7. Toreject a ballot paper, select the appropriate rejection reason and click Reject.

Reject Reasons

No official mark

|

Mark which identifies voter

|

Unmarked or void

|

1st preference vote not clearly to one candidate

1st preference vote for more than one candidate
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8. For duplicate ballot papers, details are provided in the right-hand pane.

Ballot Information
Ballot Box: BOX COL015
Cambtiiten)
—
3 DUPLICATE BALLOT

Queue

Remaining on Queue 37

Duplicate Information

Batch[15], SeqNo[1],BallotBox[BOX COL015]

9. Click Details (highlighted above) to show the ballot paper reference details.

Ballot Information

Ballot Box: BOX COLO15
. Ballot Code: COLBT000296/WNGS8
Details
Batch No: 1 Seq No: 1

3 DUPLICATE BALLOT
Queue

Remaining on Queue a7
Duplicate Information

Batch[15],SeqNo[1],BallotBox[BOX COL015]

Retrieval of Hard Copy Ballot Paper

If the RO wishes to retrieve a hard copy ballot paper this can be done by selecting the Details button under ballot
information and this will display the ballot paper reference details. The batch number displayed corresponds with
the 6bundled of ballot papers scanned for that ballot pape]
elastic band to separate the édbundlesd to facilitate speed)

Ballot Information

Ballot Box: BOX COL015

Details iBaIIot Code: COLBT000296/WNGS8 |
[—} Batch No: 1 SeqNo: 1 |

On Hold

TheeCounting system includesd hy | 2f Ré T dzy 6dlow) 2T¥ie ROKayTcKobse K G S R
place aballot paperd h y  Iwhile €atinuing with the otheballot papersin the RO
adjudication queue. Thienables the most challengirmpllot papersto be held for review without

delaying the RO adjudication process for othallot papers. This functdn is useful when, for
example:

1 a Depte RO Adjudicator wishes to review a doubtballot paperwith the RO
before making a final decision;

1 the RO wishes teetrieve a physicaballot paperfor closer inspection.
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eCounting system action

45 4 To place a ballot paper On Hold:

1. Click the AOn Holdd button on the RO Adjudication sc

-u-lmA-
[Caist

| O A | Aty ]

TEST MAPLE DRt COUNCL ILOTTR AMAD Lt BALLOT 808 Mo
oo B Cote AT
== NP 28t ——aie B 4 -
N B nmter | n B woling bow sed 10 your st choee —_
rara s el .

nn-—nn-—‘-—-;m— And s on

V91 B Come. P ’
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2. Continue the RO adjudication process with further ballot papers in the queue.

45 4 Toreview the set of ballot p apers already placed On Hold

1. Click the AOn Holdd tab on the top of the RO adjudic

V31 b Clme. P 17
TOTALLY AMD UTTERLY CRAZY PARTY DOT OOM |
— ——
03 T Aewm. e Q [} C XSS L -
A WORIRS PANTY L P > 7 o
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Continue with RO adjudication for each ballot paper on hold.

To return to the main RO adjudication queue, click t
screen.

A me s sNognere finages to adjudicated  wi | | b e dilbgldteayees thavebeenn a |
adjudicated.
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Manual Entry

The manual entry process is the process in whiltot papersthat cannot be scanned and have
been removed from the scanning process are entered manually inte@oeintingsystem at RO
Adjudication.

The processs set out below:

! 5
£
r Manual \‘.-
\\ EntryFile
. S/
——r==
|
|
Y

Remaoval for 1. Manual Entry
Manual Entry Ballot Chosen 2 Contest selectad

A

3. List of manual
entry ballot=
presented

4.1 ‘Mo Barcode’
option available?

4 |=barcode no.
listed?

Exception
Management

. 4.3 RO Decision
Barcode selected

E. IsBallot Paper

£.1 RO Decision Valid?

4.4 Enter Ballot
Number

7. Woter Preference
captured

. Duplicate - RO
2. Ballot Accepted | | Ballots Adjudication
I
L
I
L
| | ) II'.--' ————— -
Mo, 9. Last Baliot? o el = ReadyforCount |
| Ballots " y
| —————— -
I
Ve !
!
| i - |
e SRS e -I--{\I'u'lanual G File |
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At the RO Adjudicatioterminal, manual entnpallot papers (ballot paperswhich could not be
scanned) arrive and are filed by contest.

Youselect the contestrom the dropdown list that corresponds to the selected manual entry
ballot paper.

Ly GKS WYl ydz f &dyojdsiinst aballat pageys that averdbeky rEmoved for
manual entry at the scanning stage is availafilbis shows théallot paperbarcode number (if
available), theballot boxand ward it originated from.

Youmust find the correct barcode on thestiaccording to the barcode number on the physical
ballot paper. If theballotpapery dzY o SNJ A a y 2 f Haliotipdp&musttbe sélbcted . | NO 2 F
from the list.

In rare circumstances, a manual enballot paperwith a readable barcodmaybe recorded as a
ballot paperwith no barcode by the Scanning Supervisor. In this case, the RO may still be able to
enter theballotpapeiQa o6 NO2RS |4 GKS YlydzZaZt SyaiNR adl3sSo

If the barcode cannot be read from the physiballot paper, youmust make a dcide how to
proceedbased on guidance from the Electoral Commission

If the ballot papernumber can be read from the physidslllot paper, it can be entered against
the ballot paper.

Theballot paperbarcode is selected from the list if available

If the physicaballot paperis deemed valid, the preferences of the voter must be capturéou do
this byentering them into the blankallot paperpresented on the Manual Entry Screen.

If the ballot paperis deemed invalid, a reason for rejection is chogemfthe list and theballot
paperis rejected.

@ You can still accept a ballot paper without a legible barcode

When youaccepta ballot paper, this sends theballot paperinformation to the count.

If the ballot paperis a duplicate, it is automatically sent to RO Adjudication along with the other
duplicateballot paper. A duplicate message appears against both.

The physicaballot paperis returned to the completed section of the Manual Entry.File

You ontinue untilall the manual entrjpallot papers have been dealt with A count cannot
proceed until alballot papersremoved from scanning have been manually entered and all
adjudications and other processes have been completed.

eCounting system action

4 To perform a manual entry :

1. You must enter any ballot papers manually that could not be processed through the scanner.
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2. Click on the Manual Entry tab. The following screen displays.

e = o

3. Select the ballot paper for manual entry. An image of a blank ballot paper is displayed.

4. Record the voters preferences on the image displayed on the screen.

5. If you have selected a ballot paper from the list with no barcode, enter the barcode number into the
barcode field, if visible on the ballot paper.

6. Click Accept or Reject (with reason selected) as appropriate.

m Training Guide | Electronic Vote Counting i Scottish Local Government Elections 2017











































































