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1 About this training

Introduction

This training guide is part of a set of training materials that has been produced to help you, as a
member of your Local Authority’s count team, learn how to use the electronic vote counting
system for each of the roles involved in the electronic count.

The overall training package consists of:
e Your Council Staff training day, covering:
o An overview of the count process
o Role specific theory and ‘hands on’ training in smaller groups
o A mock count.
e Supporting e-learning, consisting of:
o Anoverview of e-counting

o Step-by-step on-line tutorials for each of the roles in the electronic count
process.

e Refresher training during the week of the count
e Atraining guide (this document) for post-course reference.

There is also an online training portal available from which you can access all the training materials
electronically, as well as links to further information and guidance about electronic vote counting

and the e-learning referred to above. You will be sent information separately on how to access
this.

Council Staff Training Day

Aim

The aim of the day is to provide each of the 32 Local
Authorities in Scotland with an opportunity to familiarise
themselves with the electronic vote counting system, the

process that underpins it and the different roles involved
in its execution.

| Training Guide
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Structure of the day
Your training will consist of:
e Anintroduction to the day
e Anoverview presentation covering the count process

e Theory and ‘hands-on’ practice in small, role-specific groups - practising in a realistic
count centre setting

e Atrial count, involving all staff, concluding 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 times, and the structure of the day, may vary slightly depending on the numbers of council
staff attending.

- Training Guide |
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The trial count

e The trial count will be realistic in terms of the variety of candidate numbers, ballot
sizes etc. yet entirely fictitious - so it will allow you to practice carrying out key tasks
in a ‘safe’ environment.

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

The count is made up of several wards. Each ward
has a different number of candidates, so that different ballot paper sizes are used, for example:

o Normal (A4 length ballot papers)

e Short (less than A4 length ballot papers)

e long (greater than A4 length ballot papers).
Each ward will be electing more than one candidate.

The count will conclude by the Returning Officer (RO) announcing the result of the count for at
least one ward.

The classroom-based part of the training is designed to give you the opportunity to become
familiar with the electronic count process and build confidence in performing the required roles to
achieve a successful outcome:

o The Trainer will provide background context, theory,
examples, guidance, explanations and
demonstrations

e  You will be able to practice using the system and
develop an understanding of how you will be using it
in the live environment of a local election count

| Training Guide _
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E-learning

This will be made available for all staff in autumn 2016, 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 training. What if you forget how - -
to do something? Maybe you need a
demonstration? This is where the Electronic Vote
Counting E-Learning comes in. It will enable you
to answer your own questions after the Council
Staff training day and before your next
involvement with electronic vote counting, by
providing you with:

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

e Aseries of interactive demonstrations and subsequent exercises, covering the key
tasks and processes in an easily accessed menu structure — this means you can dip in
and out at any time to remind yourself of specific elements

e The ability to work through the entire process as a self-paced learning tool, should
you wish to consolidate what you have covered in this course at a later date.

Training guide

Purpose

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

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

So, this training guide provides you with all the key
information covered during the Council Staff training
day. It also sets out for your reference the
requirements of each role, incorporates step-by-

step instructions that take you through each count
task and gives clear guidance on adjudication issues,
using examples for clarification where appropriate.
This means you can concentrate on the content of the
training and not on taking notes!
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Style conventions

The following styles have been adopted in order to ensure that this guide is 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:
» To access the system:

1. Firstdo this.

2. Then do this.

x(@ 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 also be providing:

o A'refresher training’ day during the week of the count (in effect, another trial count
which also doubles up as a final test of the e-counting set up)

e Floorwalking assistance during the count.

A ‘support model’ has also been developed for escalating problems, which is covered in Section 12
of this guide.
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2 Background to the Scottish Local
Government Elections 2017

Introduction

The Council Staff training day focuses on the electronic count process from the point the ballot
boxes arrive at the count to the announcement of the result. 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 purposes of understanding the operation of
the electronic count, require a more detailed explanation:

o The method of preferential voting adopted for the Scottish Local Government
Elections

e How to deal with doubtful ballot papers.

The adopted method for conducting Scottish Local Government Elections and issues relating with
doubtful ballot papers are covered below, as well as an introduction to electronic vote counting.

The single transferable vote (STV) system

What is it?
In 2004 the Scottish Parliament voted for the introduction of _ _
: X Election of Council A, Z Ward
STV for Scottish Local Government elections. Rt g & v, Mt Mt B e o e .
Put the number 1 next to the name of the candidate who is your first choice. 2
X . . . :on:::rlm-dcmlw.lmnwwuhld:m‘n.lmnwymrhun’-:huln
STV is a voting system based on proportional representation I .
You can mark as many or as few choices as you Ike.
and preferential voting, in multi-member wards. Pary CANDIDATE A p
Instead of casting one vote for one candidate, a voter can
. Party D CANDIDATE D |
express a list of preferences.
. , Independent CANDIDATE H
Under STV, votes are initially allocated to a voter’s preferred
candidate and then, after candidates have been either Party A CANDIDATE J z
elected or eliminated, any surplus or unused votes are Pary F CANDIDATE @
transferred according to the voters’ next stated preference.
Party E CANDIDATE $ 3
Votes are made by placing a 1 beside the preferred
. . . Party B CANDIDATEW
candidate, 2 against the second preference, and so on, until
the voter no longer wishes to express a preference. Party A CANDIDATE 2 S

To be elected, a candidate must obtain a minimum number of votes — called a ‘quota’ — this is
arrived at by applying a formula based on the number of votes and the number of seats.

If that candidate has surplus votes these votes are reallocated with a reduced transfer value to
those with the second or next preference.
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If after any stage no one reaches the quota, the candidate with the lowest number of votes is
excluded and their votes are re-allocated to the second or next valid preference (at full value).

Why STV?
There are some compelling arguments for using STV as a method of deciding elections:

e STV gives more choice than any other system — putting most power in the hands of
the voters

e There are fewer wasted votes

e There are no ‘safe seats’ — so parties must campaign everywhere,
and not just in marginal seats

e Voters can influence the composition of post-election coalitions

e There is no need for ‘tactical voting’.

STV systems

There are a number of different ways the theory of the single transferable vote can be applied.
The method used in Scotland is the ‘Weighted Inclusive Gregory’ (WIG) form of STV calculation.

WIG Method - Overview
The way the vote is counted is as follows:
e The total number of valid ballot papers is calculated

e The ‘Droop Quota’ calculation is applied to obtain the minimum number of votes a
candidate requires to be elected

o The ballot papers are sorted according to the voters’ first preferences and the total
number of votes for each candidate is counted

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

e If any candidate has more votes than the quota, the surplus above the quota is
transferred in accordance with the second and later preferences recorded on each ballot

paper
o If, after the surpluses have been transferred, some places are left to be filled, the

candidate with the fewest votes is excluded and that candidate’s votes are transferred in
accordance with the second and later preferences recorded on the ballot papers

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

It’s easy to understand, given the explanation of the vote counting method, that this is a very
complex process if done manually. This is one of the key reasons why the Scottish Local
Government Elections are counted electronically. As we will see later, the lengthy manual
process of transferring votes and calculating their value is hugely reduced in the e-counting
system. In e-counting, once the initial count is done, the rest of the complicated
calculations, which in a large count could quite literally take days, are done almost instantly,
at the touch of a button.
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ballot papers
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Introduction
In an ideal world, voters would clearly mark their preferences on the ballot paper in the manner

prescribed.

However, the reality is that for a variety of reasons, there will
always be a proportion of ballot papers that will, in some
Cancia, way, either fall foul of the regulations and thus require the
A S - . ballot paper to 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.

m
Patya — 1 2 {
Pariy8 J—

. NDIDATE 7

e LY

All staff undertaking the role of adjudication will be
provided with guidance, in the form of a booklet and
placemat from the Electoral Commission on the principles of
adjudicating on doubtful ballot papers, including examples of
ballot papers that should be allowed and rejected. This

guidance is summarised below.
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Key principles

The following key principles are applied to adjudication at Scottish Local Government elections:

For visibility, all adjudication should be carried out in full view of candidates, agents
and observers (screens displaying each ballot paper for adjudication and the
decision being made are clearly visible to candidates, agents and observers at the
count)

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

Adjudication officers can only accept, or defer ballot papers for the Returning Officer
to make a decision —the RO has the final decision to reject a ballot paper

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

When making adjudication decisions, officers should strive to allow a vote to be included wherever
possible — this means making every effort to discern the voter intention based on the evidence

before them.

Rejected Ballot Papers

There are five key reasons why a ballot paper may be rejected:

No official mark

Mark which identifies voter

Unmarked or void

1% preference vote not clearly to one candidate

1* preference vote for more than one candidate.

Training Guide |
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Examples of ballot papers that should be rejected

The following 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

Instead of using a cros s, 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 fow choicos as you like.

Party C CANDIDATE A

Party D CANDIDATE D I
Independent CANDIDATE H

Party A CANDIDATE J |

PartyF CANDIDATE Q

Party E CANDIDATE S

PartyB CANDIDATE W

Party A CANDIDATE Z |

This ballot paper should be rejected
because the voter has expressed more
than one first preference

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 to 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 2
Independent CANDIDATE H 3
Party A CANDIDATE J 4
Party F CANDIDATE Q S
Party E CANDIDATE S é
Party B CANDIDATE W
Party A CANDIDATE Z

This ballot paper should be rejected
because the voter has not expressed a
first preference

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, 3next to your third choice, 4 next toyour fourth choice
and so on.

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

Party C CANDIDATE A

Party D CANDIDATE D

i
Independent CANDDATH SW 4
3“, qred

kY
130

w\np-}—

Party A CANDIDATE J
Party F CANDIDATE Q
Party E CANDIDATE S
Party B CANDIDATE W
Party A CANDIDATE Z

This ballot paper should be rejected
because the voter has identified
themselves on the ballot paper

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 toyour ice, 3 next to your third choice, 4 fourth choice
and so on.

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

Party C CANDIDATE A .
Party D GANDIDATE D '
Independent CANDIDATE H z
Party A CANDIDATE J 3
Party F CANDIDATE Q 4

Pary E CANDIDATE S
ParyB CANDIDATE W
Party A CANDIDATE Z

It is unclear who the voter’s first preference is
— therefore the ballot paper should be rejected
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Election of Council A, Z Ward

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

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 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 next to your second choice, 3 next to your third choice, 4 next to your fourth choice
and so on. and so on.

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

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

This ballot paper should be rejected

because the voter has not expressed a

clear first preference (an x’ is
accepted, but two separate x’s is

This ballot paper should be rejected
because the voter has expressed a
clear first preference (there is no first
preference’ distinction between the ‘1’

unclear) and the x’)

Exceptions to the rules

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

If a ballot paper on which the vote is marked:
e Elsewhere than in the proper place
e Otherwise than by means of a figure indicating first or subsequent preference
e 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 Returning Officer:

e The mark clearly indicates a preference, and
e The mark doesn’t indicate the identity of the voter.

So, just because the ballot paper is presented for adjudication because there’s not a simple set of
sequential numbers in the vote marking area of the ballot paper, it doesn’t automatically mean
that the vote is to be rejected.

Such papers need to be examined to see whether, despite non-adherence to the rules, the voting
intention is clear.
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Examples of ballot papers 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 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

This ballot paper should be accepted
because the 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

This ballot paper should be accepted
because the voter has expressed a
clear first preference, as ‘x’ can be
accepted instead of ‘1’

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

This ballot paper should be accepted
because the voter has expressed a
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

This ballot paper should be accepted
because the 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 counting — and
this is what today’s training is all about.

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

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 counting set-up (such as
dual screen monitors and large plasma screen displays) allow any interested parties visibility of the
election count process. Other benefits include:

e Improved speed of the count

e Improved accuracy of the count

e More efficient adjudication of ballot papers
e An electronic audit trail.

The eCounting 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:
e what those stages are and how the tasks of each stage are undertaken (Section 3)

e what individuals’ responsibilities are in the process (Section 4).
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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 stage in the following
sections.

We will be looking at:
o The high level process

e The equipment used

e Atypical count centre layout.

The Process

You will have an electronic count centre which has been specifically designed for your council,
tailored for your local needs — taking into account:

e The size and shape of the count centre location
e The number of count centre staff

o The anticipated number of ballot papers

e Other local factors.

The count centre is designed to support the eCounting process, which is essentially sequential and
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 part of the process will be explained in detail.
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Reception

Stage objective: To officially receive the ballot boxes:

e Each ballot box is delivered from the polling station with a unique number and ballot
paper account

e The arithmetic is checked on the ballot paper account to ensure it is correct

e Ballot boxes are checked against a list of expected ballot boxes to ensure that all
Ballot boxes are received, and that they are authentic

e This stage is purely manual by the Count Centre staff.

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

Ballot box opening

Stage objective: To open the ballot boxes and arrange ballot papers in a tray in preparation for the
count:

e Ballot boxes are opened and ballot papers removed

e Ballot papers are unfolded, flattened and sorted into bundles. They are then put into
ballot paper trays

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

o The ballot paper account is placed in the ballot tray on top of the ballot papers
e The duplicate ballot paper account is filed for safe keeping
e Trays are then moved to the ‘Awaiting Registration’ area by a Marshall

e This stage is purely a manual stage.
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Registration

Stage objective: To register each tray of ballot papers into the eCounting system:

e Each ballot tray is registered on the eCounting system

e The ballot tray barcode is scanned into the eCounting system and the number of
ballot papers is manually entered into the system

o The ballot tray is then taken to the ‘Awaiting Scanning’ area by a Marshall.

Scanning

Stage objective: To scan the ballot papers for processing by the eCounting system:

e A Marshall takes a ballot tray from the ‘Awaiting Scanning’ area and places it at the
scanning station ‘In’ box

o The operator then scans the barcode on the ballot tray allowing the system to
identify the tray before scanning the ballot papers a batch at a time

e The ballot papers are scanned, processed by the Intelligent Character Recognition
(ICR) software and the images saved on the server

e A Marshall then moves the ballot tray from the ‘Out’ area of the scanning desk to
the ‘Scanning Complete’ area

o If there are any ballot papers that cannot be scanned they are removed and manually entered
at Returning Officer station.
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Verification

Stage objective: To verify number of ballot papers scanned matches the number of ballot papers
registered:

e The number of scanned ballot papers is checked against the number of ballot papers
that were recorded at Registration

e If these numbers match, the ballot tray passes verification

e If the numbers do not match or the discrepancy is outside the agreed tolerance, the
Verification Officer will request that the box be re-scanned

o 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 the Count Centre
Manager’s advice.

First level Adjudication

Stage objective: To adjudicate ballot papers which cannot be processed by the ICR software:

e Ballot papers which cannot be processed by the ICR software are manually
adjudicated

e The system presents an image of any ballot papers meeting the following criteria:
o There is an uncertainty in the voter’s preference
o The ballot paper has not been marked correctly
o A ballot paper has been marked in area where a vote mark is unexpected

e An adjudicator can accept valid ballot papers, manually enter the voter’s
preferences or defer the ballot papers to RO Adjudication for a decision.
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Returning Officer (RO) Adjudication

Stage objective: For the RO to adjudicate ballot papers which cannot be processed by the ICR
software and first level adjudicators:

Count

Ballot papers that cannot be cleared at first level adjudication are resolved by the
Returning Officer (or a Depute)

Deferred ballot papers are reviewed at the RO Adjudication Station with the option
to ‘accept’, ‘reject’ or place the ballot paper ‘On Hold’

Reasons for rejecting ballot papers are captured and are used to produce a report of
rejected ballot papers

Data from any accepted ballot papers are forwarded to the count

Any ballot papers which could not be scanned will be manually entered by RO
Adjudication

All ballot papers ‘On Hold’ must be completely actioned prior to the Count (see next
stage)

Adjudicated ballot papers that are objected to should be recorded.

Stage objective: To run the count:

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

The count process is run ward by ward. There is no need to wait for all wards to
complete before running the count process

All ballot boxes must be registered, scanned, verified and adjudicated, and manual
entry completed, before starting a count

The Election Manager and Count Centre Manager will complete the pre-count
checks following the count and declaration procedure

The Count can then be started

The Count is undertaken by the Election Manager and Returning Officer, generating
the RO’s script for declaring the results.
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Declaration

Stage objective: To declare the result of the election:

e Once the count process has been run the RO can declare the result of the election

e The Count Centre Manager will provide the RO with a printed result declaration
script

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

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

e The countis announced. The declaration and election result are made available
publicly.

Close

Stage objective: To dismantle the Count Centre:

e Following the declaration of the result of the final contest, the Count is complete
and the count centre can be closed and dismantled

e Electronic and printed copies of reports will be provided by the Count Centre
Manager and formally delivered to the RO or nominated Depute.

e The Technical Manager will undertake a data export, whereby count data is
transferred to a secure external drive and the Count Centre Manager will 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 set out above, 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 on, all the equipment that you will be using in

your specific 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 used to scan in the unique barcode
given to all ballot paper trays.

Barcode scanners are used at the Registration and
Scanning stages of the process.

The optimum way of scanning a ‘vertical’ barcode (like on
the side of the ballot paper tray) is to hold the barcode
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 security card reader is used to authenticate users of the
eCounting software.

Smart cards will be issued to all staff using the eCounting software.

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 paper trays

Ballot papers are organised in batches and stored in
ballot paper trays.

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

e ‘Awaiting Registration’
e ‘Awaiting Scanning’
e ‘Scanning Complete’.

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

Scanners

Count Centre layout

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

You will see from the diagram that the count
centre has been designed to allow the best

The scanner is used to capture an image of every ballot paper.

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

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 = Pre-Registration / Ballot 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, M|l = 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 variety
of pieces of information.
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The key displays to assist observers are:

Contest Progress screen

5 Selected Contest : FLOTTA WARD'

Contest :
| tome || EirstPref | Layout | FloorPlan |
View
HUNEY WARD
Ballot Box Ballot Box Ballot Box Ballot Box Ballot
a8 L] o os
< e “ - - “
Registration Scanning Verification Adjudication RO Adjudication Count

BURWICK-HOLM WARD

Ballot Box Ballot Box Ballot Box Ballot Box Ballot
88 o’ o’ 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 each ward you can see what stage of the count has been completed. This can be
useful in identifying any issues or potential bottlenecks in the process.

Dynamic floor plan screen

¥ Selected Contest : FLOTTA WARD .

Contest
tiome | Progress | ErstPrer | Layou || Floor Plan |
HUNEY WA BURWICK-HOLM WARD FLOTTA WARD
Awsiting Adjudication... Awalting Scanning... Adpedication et dasky: §, 2
Awaiting RO Adjudication... Awalting Adjudication...

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 where (i.e. which 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 candidates want to see the adjudication process
being carried out on ballot papers that affect them.
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First preference screen

< selecedContest:HOTAWARD . T T T T e i

cCandidate First Preference Votes for FLOTTA WARD

AGNEW Albert|

BOYLE Belina

CORKER Christine |

DROVER Donald{

Candidates

EARL Ewan |

FORTESQUE-MASON Fergus |

GREGOR Gavin |

o 1000 2000 3000 4000 5000 6000 7000 8000 8000 10000 44,000 12000 13000 14000 15,000 16,000

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.

Don’t forget, under STV having the most first preference votes doesn’t mean that candidate will be
elected. The progress screen doesn’t take into account all the second, third (and so on) preference
votes that may be transferred to each candidate.
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4 Roles and Responsibilities

Introduction

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

Roles

Count Centre Team

There is a team of technical experts who will be assisting in the management of 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 functional for the count:

Senior CGl Manager one per Local Authority

Count Centre 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 Authority

reports directly to CCM

Hardware Engineer one per Local Authority

reports directly to CCM

Their full roles and responsibilities are set out in Appendix 1
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Local Authority roles and responsibilities

P/ gov.scot

The diagram on the following page shows where in the process Local Authority staff’s
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 role during the count:

Role Description
Registration Supervisor To manage the team of Registration Operators and assist with the resolution of
any queries
Registration Operator To enter the number of registered ballot papers from the ballot paper account

on to the system

Registration Marshall To move ballot paper trays from awaiting registration area to registration desk

and from the registration desk to the awaiting scanning area

Scanning Manager (In large count centres only) — manages team of up to 3 Scanning Supervisors
to maximise throughput and reduce number of issues being escalated to RO
and CCM

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

identified and resolved promptly

Scanning Operator To ensure an electronic copy of the ballot paper is captured by the eCounting

software, paper jams are cleared and minor issues are resolved

Verification Supervisor To manage a team of Verification Operators and resolve queries

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

Investigator To retrieve ballot papers and ballot paper trays for the Verification Operator
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and conducts investigations into mismatches between numbers of ballot

papers registered and numbers scanned

Adjudication Supervisor To manage a team of Adjudication Operators and assist with the resolution of
queries
Adjudication Operator To visually adjudicate any ballot papers where the eCounting software cannot

interpret the voter’s intention

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

Returning Officer To manually enter any ballot papers which cannot be automatically processed
To perform RO adjudication on any deferred ballot papers

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

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

e Providing the building and associated infrastructure for the count including desks,
chair and signage and 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 3.1 Ballot Box
at Reception Arrival at Reception

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 are undertaken by designated count centre staff.

The process is entirely manual.

What happens in this stage?

Postal Ballot Papers

Postal ballot papers arrive at a pre-designated postal
processing area — this area may or may not be in the
same building as the count centre. Postal ballot papers
may arrive on an ad-hoc basis throughout polling day,
and need to be processed before the ballot papers can
be counted. They may also be dealt with in advance.

Postal ballot papers are processed by council staff before the ballot papers can be brought into to
the count.

Processing these ballot papers involves the opening of ballot envelopes and verifying the ballot
papers in a process entirely separate from the count.

Postal ballot processing organises the postal ballot papers into ballot boxes.

There will be an additional postal ballot ‘box’ for each contest which will contain postal ballot
papers returned to polling stations on the day of the count.

Postal ballot boxes are dealt with in exactly the same manner as station ballot boxes, once they
pass through postal ballot paper processing.

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

The postal ballot box arrives with a ballot paper account.

Polling Station Ballot Boxes
Ballot boxes are delivered from polling stations to the count centre reception area.
The ballot box arrives with a ballot paper account sheet.

Each ballot box is checked off against a list of expected ballot boxes by council staff. This is
facilitated by a unique barcode identifier found on the ballot box tray.

The ballot box passes the authenticity check if the barcode on the tray checks out, and the
reception officer identifies that ballot box against the list.

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

Once a ballot box has been received at Reception, a Marshall then takes the ballot box along with
its ballot paper account to the ballot box opening area.

The ballot 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
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Who will it involve?

The tasks involved in the ballot 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 opening ballot boxes. Undertaking this process quickly
and efficiently will set the tone for the count — it will enable the flow (without ballot papers to 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 done at the optimal speed. If, for example, Scanning
Operators have to sort ballot papers, this could slow up the count significantly.

The steps are as follows:

Each ballot box is opened by Local Authority staff in full view of observers. The
contents are removed and placed onto a table in the opening area

Ballot papers will arrive folded and must be unfolded and flattened to be scanned.
Ballot papers should be neatly aligned, face-up and correctly orientated

Awaiting ballot trays will have previously been labelled with a barcode and barcode
number which correspond to an individual ballot box

The correct label must be affixed to the tray. Labels will be pre-printed, with one for
each ballot box

The ballot paper account which arrives with the ballot box is placed on top of the
ballot papers contained in the tray. It is recommended that a second copy of the
ballot paper account be made and retained at the verification station. The
information on the ballot paper account includes:

o polling station information

o ballot box number

o contest information

o date

o number of ballot papers issued
o number of spoilt papers

o number of tendered ballot papers

no’le 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.

A Marshall then takes the completed ballot tray to the awaiting registration area.
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7 Registration

Registration process at a glance
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| Awaiting Scanning | Scanning
/
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Who will it involve?

The following people are involved in the registration process:

e Registration Supervisor — Manages a team of Registration Operators and assists
with the resolution of any queries the team has

e Registration Operator — Registers ballot papers onto the system prior to scanning

e Registration Marshall — moves ballot paper trays from the ‘Awaiting Registration’
area to the registration desk and from the registration desk to the ‘Awaiting
Scanning’ area.

What happens in this stage?

When a ballot box has been received, accounted for and emptied into a ballot paper tray,
registration can begin.

The Registration Officer will receive the ballot paper tray from the Registration Marshall, one tray
at a time.

Assuming a layout which moves ballot papers from left to right through the process, this tray will
be placed on the registration table by the Marshall, on the left hand ‘in’ side of the Registration
Officer.

Once completed, this will leave through the right hand ‘out’ side of the Registration Officer.

The Registration Officer will use the hand-held barcode scanner to scan the barcode, and enter the
number of ballot papers (recorded on the ballot paper account) into the system.

The Marshall will call out this number when presenting the tray.

The Registration Officer is required to confirm the number of ballot papers registered by
rechecking the figure on the ballot paper account and checking that the ballot tray label matches
the information displayed on the system.

If incorrect figures have been entered at this point, the operator can delete and re-enter the
correct number of ballot papers for the ballot box.

The system now knows how many ballot papers there are in that tray, which is vital for checking
purposes at the ‘Verification’ stage.

Once scanned and details entered, the Marshall moves the box to the ‘Awaiting Scanning’ area.

The ballot paper account is taken by the Marshall to the Verification Investigation staff for filing.

eCounting system action

The following system tasks are required at the registration stage:
e Logging on to the system

e Registering the ballot tray.
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45 » 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 » 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 — 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 Marshall from the ‘Awaiting Registration racking area.

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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4. 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.
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5. Repeat this process for all ballot paper trays to be registered for each contest.

6. Registered boxes can now be passed to the ‘Awaiting Scanning’ area.

What happens if...?

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

Enter “0” in the Number of ballot papers field on the Registration screen.

... you need to add a box?

This is used when a ballot box needs to be added into the system and this is not present in the list
of boxes shown at Registration

Click on Add Box shown on the Registration screen and enter the appropriate contest and details
as shown below:
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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

When the Add Box option 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 the Polling Station Name/Number as advised by the Election Manager

Enter a unique name for the new ballot box and select OK.

| (£ 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.

... there is no Ballot Paper Account?

If you encounter a situation where the ballot paper account is missing from the ballot box you
must escalate the issue to your Supervisor. If you have previously made a copy of a ballot paper
account sheet these will be at the Verification station.
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8 Scanning

Scanning process at a glance
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Who will it involve?

The following people are involved in the scanning process:

e Scanning Manager (in larger count centres only) — Manages a team of up to three
Scanning Supervisors in order to maximise throughput for scanners and reduce the
number of supervisors escalating issues to the RO and Count Centre Manager

e Scanning Supervisor — Supervises scanning operations for their zone, ensuring
efficient flow of paper to and from scanners. Manages the rapid identification and
resolution of issues

e Scanning Operator — Scans ballot papers, clears paper jams and resolves other
minor issues

e Scanning Marshall — Moves ballot paper trays from the ‘Awaiting Scanning’ area to
the Scanning Operators for scanning. Moves ballot paper trays from the scanner
operators to the ‘Scanning Complete’ area.

What happens in this stage?

A Marshall takes a ballot paper tray from ‘Awaiting Scanning’ to the next available scanning station
in the correct scanning area. The tray will be placed by the Marshall in the ‘In” area of the scanning
station. The Scanning Operator will only deal with one ballot tray at a time.

The Scanning Operator scans the ballot box number from the barcode on the front of the ballot
paper tray and places the ballot papers in 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 fed into the scanner correctly,
and adjustment for ballot papers of 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 obstruction caused by a double-feed
and then re-scan (see the ‘what if..." section later).

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

During the scanning process, any ballot papers that cannot be physically scanned are put to one
side and re-scanned twice more before being set aside for Manual Entry.

If the batch is scanned successfully, the screen will present the user with an option to ‘Continue
Scanning’ or to ‘Close Box'.

When the ballot papers from the tray have been scanned, the papers are wrapped in an elastic
band and are placed with the barcode facing up. Subsequent bundles should be placed on top. The
Scanning Marshall moves the scanned ballot paper tray from the ‘Out’ area to the ‘Scanning
Complete’ storage area and places another ballot paper tray in the scanner station ‘In’ area.

When all the papers from the ballot tray are processed, the ballot tray is closed by selecting ‘Close
Box’’ on screen.

There are five defined issues which may delay completion of scanning. Each has a separately
defined process to address the problem:
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Scanner Error: a paper jam, double feed, or open scanner lid error

Removal for Manual Entry: when ballot papers are too damaged to pass through
the scanner

Issue Management: when ballot papers that have been scanned, but have an
unidentifiable barcode

Ballot Paper Already Scanned: accidental rescans or potentially fraudulent ballot
papers

Scanner Failure: when a scanner develops a mechanical failure.

If you encounter a ballot paper which has been orientated 90 degrees during issue management,
you must summon the Scanning Supervisor immediately.

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

If the 90 degree orientated ballot paper occurs 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. The ballot box should then be sent for rescan by the verification team and
the process continues as normal.

If the 90 degree orientated ballot paper occurs in the last batch of the box, the ballot paper must
be ‘issue managed’ as necessary at the scanning station and the process continues as normally

followed.

eCounting system action

The following system tasks are required at the scanning stage:

Logging on to the system
Undertake the scanning process
Dealing with paper jams

Dealing with duplicates

Manual entry (at scanning stage)

Issue management.
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45 » 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.

» 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
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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).
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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 |



pod/gov.scot o CGI idox%

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

10. The Marshall takes the scanned tray to the ‘Scanning Complete’ area.

@ » 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:

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

Intertace Options

Rescan Selected
Tarner Island Ward
BOX PTAN0OO1

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

Click Restart Scanning to continue.
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» 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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» 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.

¢ o i TN TN 00909TEE 0 0 s
=

Blomg | Soavew)

Irtertacn Optar:

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

FLOTTA WARD

BALLOT BOX FLODOZ

Druphcates Jummary
Hurstier of ballots scanned in ihs Baich: i

Hurrbar of ballobs in this Balch alnesdy Scannd 0z

Hirst! Salect O if you scannad
thes Bavich twice in e

O OR  SBend ballods fo RO for decision

2. 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.

3.

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 paper manually at the scanning stage (readable barcode):

1. 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.

2.

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 will use the hand-held barcode scanner to scan the ‘Manual Entry’

barcode (or alternatively enter the text: ‘Manual Entry’ into the Enter supervisor barcode field)
Each time this is done, the system displays the following screen:
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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 paper tray should then be moved to the ‘Awaiting Verification’ area.
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@ » To enter a ballot paper 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 to scan the ‘manual entry’ barcode (or alternatively enter the text: ‘No barcode’ into 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 Return 13 s dewmng

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

4. Select the appropriate contest from the list.

+ b

Comemer

e ey

Watace Oypom
HLOASAY WARD

BALLOY BOX HLONT

has 0 Dallots removed for manusl enry.

Badol papet 15 Be removed fof masasl ey | - —
Select sppropriate contest
PO AR
ox T T 2 s sy
x
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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

6. Select Remove Ballot Paper for Manual Entry.

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

8. Click Return to Scanning to resume ballot paper scanning.

» To manage issues relating to reading a ballot paper 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.

What happens if...?

... you have an empty tray?
Open the box by reading the barcode on the box as normal.

Then call the Scanning Supervisor, who will enter or scan their authorisation barcode to close the
box:

Contest

Progress Eirst Pre Admin Mgkt Usgrs Layout 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
A] r—
=,
aer
Enter ballot box name SUPERVISOR

You will not be able to open any other boxes until this has been done.
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... you try to open and 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.

Click OK to acknowledge the message. Check if there are any ballot papers to 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 above) — call for the
Scanning Supervisor to enable you to close the box.

... there is no barcode on the tray?

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

... there is a ‘double feed’ of a ballot paper into the scanner?

The following error message would appear on the screen:

r B
Scanner Error u

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

—

Open the scanner and clear the double fed ballot papers from the scanner, then click OK to
continue.

The “Click to show last scanned ballot” feature will be displayed (highlighted below):
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< o 10
Cortont

]
atce Cymors

V Finkshed scanning 102 ballots into BALLOT BOX FLOG2

FLOTTA WARD

BALLOT DOX FLOMZ

After clicking, the image of the last successfully scanned ballot paper will be displayed. Locate this
in the current batch, and continue scanning from the next ballot Paper.

... you try to open a new box before the current box has been closed?

The following error message would appear on the screen:

MO s Wi— =

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

Click OK, then click Close Box.

... you try to open the same box when it is already open?

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

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

Click OK, then either load your next batch to continue scanning, or click Close Box.
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9 Verification

Verification process at a glance

( Awaiting Scanning
N

( Scanning Complete |
/

R

-

\

Scanning

2.3.
Investigation

N\

ha

2.2 Rescan

1. Ballot Tray

Selected

<Contains Balte
Papers from
Angther Contest?

4.Ballot Tray

Verified

5. Last Ballot _ Verification
Tray? Complete

Y

Adjudication

Who will it involve?

The following people are involved in the verification process:

Verification Supervisor — Manages a team of verification officers and assists with
the resolution of any queries the team has

Verification Operator — Checks the number of ballot papers scanned for a ballot

paper tray against the number registered

Investigator — Retrieves ballot papers and ballot paper trays for the Verification
Operator and conducts investigation into mismatches between numbers of ballot

papers registered and numbers scanned.
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What happens in this stage?

Once the ballot paper has 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 count, the ballot paper tray can be
verified.

If there is a mismatch, the details must be investigated before verification can take place. This
involves re-scanning the ballot tray and/or manually checking the number of ballot papers in the
tray to ensure that the number of ballot papers in the system matches the number of physical
ballot papers.

Once verified, the valid ballot papers are sent by the system to be counted and those where the
voter’s intention is unclear (or where the system needs confirmation or correction) are sent to
adjudication.

eCounting system action

The following system tasks are required at the verification stage:
e logging on to the system
e Undertaking verification

e Flagging a ballot box for re-scanning.

45 » To access the system on the Verification PC:

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

eCount 2017

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

User Login
User name |

Password

_ Login
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» 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 — Scottish Local Government Elections 2017 | Training Guide m



» 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:

e Polling Place

e Polling Station

e Ballot box number

o Number of ballot papers registered

e Number of ballot papers scanned

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

e Number of rescans completed

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

[ Lo [ | pogess | prape | omn | wow | uss | tees | toossme | oo S
Home | Regsiration [ Scaming | Verfication Tl vandicangs ] ansce
mmmmm - |
b [ v | BakiBox [#Regsiored] | % Adwd | I Oiference
‘ PoSTAL PLAGE 80 ‘ PoSTAL sTATION 80 2 2 ‘ 100 o | e o
Tamner Isiand Ward 46
o o o

POLLING PLACE 001 STATION 1

POLLING PLACE 005 STATION S
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45 » To flag a ballot box 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 — Scottish Local Government Elections 2017 | Training Guide
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What happens if...?

... there are ballot papers from a different contest?

If a ballot paper was scanned in a contest to which it does not belong, the system shows an error
message at the verification stage.

‘0 The following selected ballot boxes contain ballots from other contests, Do you wish to proceed?

BALLOT BOX JAC003 (1)

Select No to manually sort the issue by investigating which tray the ballot paper comes from.

The Investigator checks for ballot papers from a different contest in that box and removes those
papers from the box and returns them to the correct tray.

The box is sent for re-scanning.

... you select more than one ballot box using the tick boxes?

If you attempt to confirm multiple boxes, the following error will display:

TS D

@ You can only select one ballot box

Click OK and select only one box at a time.

... you want to confirm an empty box?

If you wish to confirm a box with no ballot papers, select the tick box beside it and click Confirm as
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

Click Yes (and the Add Comment box will appear, shown below), or No (to return to the main
Verification screen):
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Add Comment

Empty boy

|:Cancel

Enter some suitable notes, then click OK to return to the main Verification screen.

... you want to confirm a box even though there is a discrepancy shown?

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

Warning ]

\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?

Click Yes to continue to verify the box, or No to return to the main Verification screen.
If you choose Yes, and the discrepancy is less than 20, the box will be successfully verified.

If however, the discrepancy is 20 or higher, the following further prompt will be displayed:
Cam—

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

Choose No to return to the main Verification screen. If you choose Yes, the following comments
box is displayed to enable a note to be added against the box:
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Lo vty comments [N

Add Comment

|:Cancel

Enter notes after the conversation with the RO, and click OK to return to the main Verification

screen.

Verification investigation

There are two reasons why an investigation may be needed at the verification stage. These are if

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

Ballot papers are incorrectly scanned into the wrong tray.

The investigation process for verification is set out below.
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Reception

1. If Number
Scanned does not

match number
Registered

To find source of discrepang

. If ballot paper ar
scanned into the
wrong box

To Verify anyway

4

1.1 Flag Tray for
Rescan

A

A 4

1.2 Check
allotPaper Accoun

1.3 Check Ballot Box

1.5 Update
Registration &
Ballot Paper
Account (if
required)

RO Decision

To find sourge of problem

2.1 Flag tray for a
rescan

2.2 Investigate
Contents of Tray

3. Entirecontent
incorrectly assigned

Update no.
*Registered Rescan ..ai
Registration Scanning

A

4
Place Tray Aside

or Add box

C 3.6 Add box ><—€4

A 4

3.5 Swap Tray with
other incorrectly
assigned tray

Y
3.3 Place contents
in new tray and affix
correct label

4. Some Ballotsin
wrong tray
4.1 Remove wrong
ballots

4.3 Add box at
registration

End Registration

'

Registration

If the number scanned does not match the number registered...

If there is a discrepancy between the number of ballot 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.

The ballot paper account should always be double checked to ensure a mistake has not been made
when registering the ballot 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 the ballot box that the tray originated from and
double check it to ensure there are no ballot papers left inside.

If ballot papers are found, they can be added to the tray and the tray can be re-registered and
proceed into the count as normal.

A final check that can be performed is to manually count the contents of the ballot tray.

If a manual count produces the same total as the electronic count and that total does not match
the ballot paper account, the tray should re-registered with the correct amount, and the ballot
account updated.

The tray can then proceed into the count as normal.

If the investigation finds that the ballot account is incorrect, the ballot tray can be re-registered
with the correct amount of ballot papers, and the ballot account may also be updated at the RO’s
discretion.

If the ballot account was correct, and missing ballot papers are found, the tray can proceed
through scanning as normal.

Record all investigation actions in the Verification notes.

If the ballot papers are scanned into the wrong box...

If ballot papers are scanned into the wrong box, a message appears at verification stating
‘Contains Ballot Papers from another Contest’.

The RO has the option to Verify the box anyway or to investigate the contests of the tray.

If the RO decides to investigate the contents of a ballot 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 two possibilities at this point:

e the entire contents of the tray has been incorrectly assigned to that tray, or

e some of the ballot papers are incorrectly assigned to that tray.

If the entire contents are wrongly assigned...

If the ballot papers in the tray are all from the same contest, a mistake has been made at pre-
registration when assigning the ballot tray a label.

The Investigator must check the Pre-Registration area to ascertain the cause of the incorrectly
assigned ballot tray.

The Investigator must check the remaining available ballot tray labels to find out if the correct tray
label is available.

If the correct tray label is available, the ballot papers and ballot account must be placed in a new
tray and the label affixed. The tray should then be registered and proceed into the count as
normal.
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If the correct ballot tray label is unavailable, this means that it has been affixed to the wrong tray.

The Investigator must either wait until the correct ballot tray is found in the count, or add the
ballot papers to 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 of ballot papers from the ballot account.

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

The tray the ballot papers were incorrectly assigned to must be re-registered as containing zero
ballot papers.

If only some of the ballot papers are in the wrong tray...

The investigation may find that only some of the tray’s contents are ballot papers from another
contest.

The ballot papers from the wrong contest should be removed from the ballot tray.

If the number of ballot papers registered needs to be changed for the ballot papers remaining in
the tray this is done so at Registration. (This may be more likely for postal ballot boxes, for which a
human numerical count is first performed upon arrival at the count centre).

If not, the ballot papers left in and correctly assigned to the ballot tray are rescanned at Scanning.

The wrongly allocated ballot papers can be placed in a new ballot tray, without a barcode being
affixed to it.

A new box must be added for the wrongly allocated ballot papers at registration, following the
‘Add Box’ procedure in the ‘Registration’ process.

If the RO decides to verify all the ballot papers anyway...

The RO can decide to verify the ballot tray despite there being a discrepancy or containing ballot
papers from another contest. A note can be entered at Verification.

When verifying a ballot tray with ballot papers from another contest, the system automatically
assigns them to the correct contest. The 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 all the ballot papers anyway...

The RO can decide to verify the ballot tray despite there being a discrepancy or containing ballot
papers from another contest. A note can be entered at Verification.

eCounting system action

For any box which has been rescanned at least once, the Verification screen allows the “rescan

history” of that box to be displayed.
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@ » To access the rescan history of a box on the Verification PC:

1. Ensure the Verification screen is displayed:

o | progess | Eustpret | Admn |
Scaming l Verficaton

o |
T -
! Ao

|___PolingPlace |
Verficaton |

Poling Staton
| romuruces | rosm smnouse

AR

—

Click on the “# Rescans” cell for the relevant box (highlighted above). The Rescan History box is

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

Addwdication

Nave Island Ward Poliing Stations
Poling Staion__|

BaloBox [ #Reg

sTamon 1

Conest  Nave lsland Ward
Balot Box BOX NAV002

#5camed | #Removed | Diference
2

0

sean 1
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10 Adjudication

Adjudication process at a glance

Verification

1. Contest Selected

-t

2. Ballot Paper Valid? >

N

| 2.1 Defer to RO

Y

RO

Adjudication 3. Preferences

captured?

3.1 Enter Preferences

5. Another ballot
presented?

\

6. Contests Left to
Adjudicate?

Yes

Adjudication
Complete

Who will it involve?

The following people are involved in the adjudication process:

Adjudication Supervisor — Manages a team of adjudicators and assists with the

| Training Guide
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e Adjudicator — Conducts first level adjudication of ballot papers and accepts the
ballot paper or defers to the RO for further investigation.

e Returning Officer — Responsible for the overall election count process, but within
adjudication performs second level adjudication and manually enters ballot papers
where required.

What happens in this stage?

In an election count, the system is programmed to recognise characters to interpret whether or
not the voter’s intention is clear and whether or not what the voter has done constitutes a valid
vote.

Each of the circumstances where the system raises a doubt (including where the characters
written by the voter aren’t fully clear) must be adjudicated upon to see if they fall into the
categories set out which would invalidate a vote.

There are two levels of adjudication:
e First level adjudication

e Returning Officer (RO) - adjudication.

First level adjudication

The Adjudicator will be presented with an image of the ballot paper that the system cannot, with
confidence, accept as a valid vote.

It is for the Adjudicator to examine the scanned ballot paper that the system is unsure about. The
system will indicate what it thinks is the problem.

The Adjudication Officer can either:

e Confirm that the vote is valid by indicating the correction via the software interface
(as you will see in Section 5 — The Count) below, or

o 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

Those ballot papers passed to RO adjudication are presented to the Returning Officer (RO) by the
system for further adjudication — a final decision to allow or reject is required at this stage.

Remember, the principle should be to allow the vote where possible, but if it is clearly to be
disallowed it is the RO’s final decision to make.
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First level adjudication

Adjudication is the process by which ballot papers with unclear voter intent are received and
interpreted by the Adjudication Officer.

Once the ballot paper has been scanned, the intelligent character recognition software (ICR) in the
system reads the ballot paper and interprets the voter’s intent from the marks on the ballot paper.
The rules for interpretation of voter’s intent for the Scottish Local Elections are embedded within
the software.

Where the voter’s intent is clear and compliant with election rules, adjudication is not required
and the vote passes automatically to the count.

Where the voter’s intent is not clear, or the marks are not compliant with the rules, an image of
the ballot paper is presented for adjudication along with the current system interpretation of the
marks on the ballot paper and the reason for presentation for adjudication.

An Adjudication Officer, who is presented with a full image of the ballot paper and can use the
system’s zoom and rotation capabilities, conducts the first stage of adjudication.

The Adjudication Officer may correct the system’s interpretation of the voter’s intent, if necessary,
and either:

e accept the ballot paper
e defer the ballot paper for the RO to perform a second stage adjudication.

The system then automatically presents the next ballot paper for adjudication until all ballot
papers are either counted or awaiting Returning Officer adjudication.

All adjudication decisions are fully visible to observers via the dual screen set-up.

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

eCounting system action

The following system tasks are required at the first level adjudication stage:
e logging on to the system

e First level adjudication.
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@ » 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.

@ » 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.
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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 message “No more images to adjudicate” will be displayed when all ballot papers have been
adjudicated.
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RO Adjudication

Where the first level of adjudication has deferred the ballot paper, it goes to the Returning Officer.

The Returning Officer reviews all ballot papers that have been deferred by Adjudicators and may
also correct the system interpretation of voter intent and either:

e accept the ballot paper, or

e reject the ballot paper — selecting the rejection reason from a predefined list.

The ‘at a glance’ process for RO adjudication for an individual ward is set out below:
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pod|gov.scot

CGl io®

Adjudication >
1. Contest Selected
RO Barcode . Does ballot
Management paper have a -t
Process barcode?
, —_—— N
A / \
;a;lll:;? F;';?;f? Yes | Scanning Complete |
? \ /
N _
-
|
|
v
Yes
No
“Ballot Pape .
Preferences 4'1. Retrieve 5 4.2 On Hold
Clear? physical ballot
No/ Ballpt Already Retrieved
Yes BaltotRetrieved
S . A\ ——_———

/ N\ / N\
/ \ / \
| ReadyforCount |«— — — -Accepted — — — — 5. RO Decision [~ — — — Rejected— — —P»>| Ballot Rejected |
\ / \ /

N ____7 N ____7
6. Another Ballot
Paper Presented?
Count & P 3 7All adjudicati
. -t Yes complete for
Declaration
contest?
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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 been detected and will show the ballot box number,
batch ID and sequence number of the matching ballot paper.

The RO must decide how to proceed with the duplicate ballot papers and can request the ballot
papers to be manually retrieved if necessary.

The images of the barcode sides of the two ballot papers with matching unique identifiers will be
displayed in the RO queue. The RO will make a decision on each individual ballot paper.

Are the ballot paper preferences clear?

If the preferences on the image of the ballot paper presented to the RO are unclear, they may
request to see a physical copy of the ballot paper.

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

The RO can opt to see the physical copy of the ballot paper to aid their judgement and place the
ballot paper ‘On Hold’.

If they decide to view the physical ballot paper, you can place the ballot paper ‘On Hold’ by
selecting the ‘On Hold’ option on screen.

This places the ballot paper in a virtual queue, accessible through the ‘On Hold’ tab on the
eCounting system.

The RO decision

The RO makes a final decision on the ballot paper. If they deem a ballot paper invalid, they must
select a reason from the screen and select the reject button.

If the ballot paper is valid, they will enter the voter preferences (if needed) and the ballot paper is
accepted and forwarded to the count.

The RO must also make a final decision on any ballot paper presented to you with no barcode. If
the ballot paper barcode number is legible from the retrieved physical copy of the ballot paper,
you can enter the number at this point.

If the ballot paper has no legible barcode, they must make a decision whether to accept or reject
it.

Once all adjudication is complete for all ballot boxes in a contest, the count and declaration
process can be followed.

eCounting system action

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

Training Guide |



pod/gov.scot o CGI idoxﬁ

e |ogin to the system

e RO adjudication.

Does the ballot paper have a barcode?

Check to see if the barcode has been de-faced or is missing due to spoilt ballot paper. If the

system cannot detect a barcode, “No barcode” will be displayed on the RO adjudication screen for
that ballot paper.

If the barcode has been incorrectly deferred from Issue Management with a legible barcode the
RO must enter the barcode number, reading it from the image presented to them.

If the barcode number is illegible from the image on screen, the RO may decide to retrieve the
physical copy of the ballot paper.

4% » To enter a Barcode number:

1. Onthe RO adjudication screen, the following message will be displayed:

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

¥ NOBARCODE
[
Femaining on O uewe

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

&

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

| Ballot Information

Ballot Box: BALLOT BOX HILQ,
‘ — ‘ Ballot Code: (B
Batch No: Seq No: 1

Queue

Remaining on Queue

3. Click Accept to continue RO Adjudication as normal.
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@ » 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, but includes the “On Hold” function
(highlighted) for use by the RO. “On Hold” enables the 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
[ Details I Ballot Code: COLBT000296/WNG8
Batch No:

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 ‘bundle’ of ballot papers scanned for that ballot paper tray. It is important for scanning operators to use an

elastic band to separate the ‘bundles’ to facilitate speedy ballot paper retrieval.

Ballot Information

Ballot Box: BOX COL015
- Ballot Code: COLBT000296/WNG8
Details !
Batch No:

On Hold

The eCounting system includes an “On Hold” function (highlighted below). The RO may choose to
place a ballot paper “On Hold” while continuing with the other ballot papers in the RO
adjudication queue. This enables the most challenging ballot papers to be held for review without
delaying the RO adjudication process for other ballot papers. This function is useful when, for

example:

e a Depute RO Adjudicator wishes to review a doubtful ballot paper with the RO

before making a final decision;

o the RO wishes to retrieve a physical ballot paper for closer inspection.
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eCounting system action

45 » To place a ballot paper On Hold:

1. Click the “On Hold” button on the RO Adjudication screen (highlighted):

< s

‘ TEST MAPLE DRt COUNCL ILOTTR AMAD

WG CAN AR B Ay OF B8 A COKCHS B yOu Wi
:NWInthmlmH_

Pt e Pumer 3 i e votng Box net 10 your DN Shoce. ANd 80 04

AGNEW Asat |
11 M Came. Feme ,
TOTALLY ANMD UTTERLY CRAZY PARTY 0OT OOM |

AR, Fwn
538 Crarie Miow Pt | &
TOTALLY AND STTERLY CRATY PARTY 0OT COM |

D]
Eme— ]

GALOOK v
TET B Lo Fomn
ACErENCENT

‘- BALLOT 0N MLoe
= Bt ot ATV
L e 4 e
—
D .

[ e
L] e
o
N v— v - ——
s s o o —

[
i
L]

M- -

2. Continue the RO adjudication process with further ballot papers in the queue.

45 » To review the set of ballot papers already placed On Hold:

1. Click the “On Hold” tab on the top of the RO adjudication screen (highlighted):

| I~
1=
=
=
=
o
=

| wman-

N V— ey - ———

e v | —
——— -

G K

L AR M T Ry
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Continue with RO adjudication for each ballot paper on hold.

To return to the main RO adjudication queue, click the “RO Adjudication” tab on the top of the

screen.

A message “No more images to adjudicate” will be displayed when all ballot papers have been
adjudicated.
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Manual Entry

The manual entry process is the process in which ballot papers that cannot be scanned and have
been removed from the scanning process are entered manually into the eCounting system at RO
Adjudication.

The process is set out below:

/!

7 Manual
\\ Entry File
5 £
——r==
|
|

Y

3

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

A

3. List of manual
entry ballot=
presented

4 |=barcode no.
listed?

4.1 ‘Mo Barcode’
option available?

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 - . R_"} .
8. Ballot Accepted | | Ballots Adjudication
Lo
Lo
Lo
! e
| | ) II'.--' - \
Ho. 5. Last Ballot? I dald_ = ReadyforCount |
| Ballots . y
v r——— -
I
e !
!
| e - \
Manual Entry | _ _ _Physical Ballst !
Faper H\M s s HIEfJ
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At the RO Adjudication terminal, manual entry ballot papers (ballot papers which could not be
scanned) arrive and are filed by contest.

You select the contest from the dropdown list that corresponds to the selected manual entry
ballot paper.

In the ‘manual entry’ tab on screen, a dropdown list of ballot papers that have been removed for
manual entry at the scanning stage is available. This shows the ballot paper barcode number (if
available), the ballot box and ward it originated from.

You must find the correct barcode on the list according to the barcode number on the physical
ballot paper. If the ballot paper number is not listed, a ‘No Barcode’ ballot paper must be selected
from the list.

In rare circumstances, a manual entry ballot paper with a readable barcode may be recorded as a
ballot paper with no barcode by the Scanning Supervisor. In this case, the RO may still be able to
enter the ballot paper’s barcode at the manual entry stage.

If the barcode cannot be read from the physical ballot paper, you must make a decide how to
proceed based on guidance from the Electoral Commission.

If the ballot paper number can be read from the physical ballot paper, it can be entered against
the ballot paper.

The ballot paper barcode is selected from the list if available.

If the physical ballot paper is deemed valid, the preferences of the voter must be captured. You do
this by entering them into the blank ballot paper presented on the Manual Entry Screen.

If the ballot paper is deemed invalid, a reason for rejection is chosen from the list and the ballot
paper is rejected.

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

When you accept a ballot paper, this sends the ballot paper information to the count.

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

The physical ballot paper is returned to the completed section of the Manual Entry File.

You continue until all the manual entry ballot papers have been dealt with. A count cannot
proceed until all ballot papers removed from scanning have been manually entered and all
adjudications and other processes have been completed.

eCounting system action

Ll » 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 e o L)

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

2 s g S
Corten
e D AROCWN Ve Cwy oD ey
e )
| ———
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e B
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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.
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11 Count and Declaration

Count and Declaration process at a glance

The Count and Declaration process is shown overleaf:
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RO
Adjudication 1. Contest Selected

Yes

2. Pre-Count Check

2.1 Successful?

3. Count is5tarted

4. Dedaration &
RO Script Printed

5. Count displayed
for candidate=sand
3EEnts

7. RO Announces
Results

8. Another
Contest?

eCount Close

2.2 Investigation
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Who will it involve?

The following people are involved in the count declaration process:

e Returning Officer — Responsible for the overall election count process, including the
running of the count and declaration of the result

e Election Manager — Informs RO when the count is ready to be started.

What happens in this stage?

To count an individual contest all registration, scanning, verification, adjudication, manual entry
and RO adjudications must be complete for that contest before count can take place.

@ It is recommended that the count and declaration process be executed such that the results
are declared in a staggered manner while continuing with scanning.

The Election Manager selects the contest they want to count from the dropdown menu.

The Election Manager will then select the pre-count check in the Admin tab of eCounting for the
contest. This automatically checks the system to ensure that:

e All ballot boxes are verified
e All ballot papers are adjudicated
e All manual entries are complete
e All contest queues are empty
If successful, the pre-count check will display green ticks against the above checks.

If unsuccessful, a red cross will appear against the incomplete process. An investigation into the
cause should be carried out (for example, checking Adjudication and RO Adjudication queues for
ballot papers waiting to be adjudicated).

The Election Manager will inform the RO when a count is ready to be started.

Once pre-count checks are successful, the Election Manager selects the Count tab to progress
through the count stages, until the count is complete.

The declaration report provides the following details:
e Alist of candidates that have been elected
e The number of votes each candidate received
e The stage at which they were elected
o The number of ballot papers rejected

The RO script is then printed — this shows the result of the contest along with the details of what
the RO will say. The report can be printed in a long and short version.
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The RO presents the results to agents and candidates and briefs them on the outcome using the
RO script.

The RO can then publicly announce the results of the contest

The same process is repeated until all results have been announced. After the final result has been
announced, the Count close process can begin.

eCounting system action

é@ » To run the count:

1. Before the count can be completed, the pre-count checks must first be run. Log on as Admin,
choose contest, select the Admin tab, and click “Pre-Count check”.

e R —— S
Contest

o . Baguewnon g L] Cout  Swpom
Teeghatey doneg Brogress. ot Pogt. Adoe wpe nen Lt Lagos Agmn On iy o Floor Pug

2. This will enable the “Count” tab for the appropriate contest. Select the Count tab:

Contest Tamer Isiand Ward

Date OfPoll 311052018
Total Votes Polled 445 Valid Votes 437 Invalid Votes 8
Members to Elect 3 Electoral Quotaof 110

Candidate Details
Status Candidates Affiliation

T ARG |FamaalFracy

Pat CARLTON Home Warkers Party

Mickeala DODDS Party of the Glens.

Mikey FERGUSSON | Scotia Pary

| Deike SMYTH | Totahy ams Utery Crazy Party Dot Com

| Non transerable
ToTALS
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3. Click Start. When the count displays, each stage will be able to be displayed on a separate tab.

4. Click the Next button to display each stage as necessary. The final tab will display the result of the
contest, at which point the “Next” button will be deactivated and greyed out.

Contest B N
Home | RQAdudication | MamalEnry | Cout || Repods | OnHoig
Event OPT2VOTE Event Election Tarer Isiand Ward Contest TamerisandWard  Date Of Poll 310572016
Total Votes Polled 445 ValidVotes 437 Invalid Votes &
Members to Elect 3 Electoral Quotaof 110
Candidate Details 1st Stage Stage No.2
Status | Candidates Affiiation FirstPreference | Transfer surplus of
Lorna ABBINGTON
age 1 | Loma ABBINGTON | Personal Privacy Party | 18800000 78,0000 | 11000000
Eleciedatstage2 | PalCARLTON | H i | 10400000 1360137 | 11769137
| Mickeala DODDS | Party o the Giens 7000000 1327648 | 8327648
| Mikey FERGUSSON | Scoba Party 4600000 054247 | 5554247
Deidie SMYTH | Totaly and Uttery Crazy Party Dot Gom 2900000 746602 | 3646602
Non-transferable | 0.00000 | 3402166 | 3402166
TOTALS 437.00000 437.00000

5. Click the Reports tab to run the reports (see Appendix 3 for details):

- Yot L S
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12 Where to go for help

As we have seen elsewhere in this guide, there is a Count Centre Team dedicated to ensuring the
count centre is set up correctly and in full working order and that the electronic count is enabled
successfully.

We have also seen that there are management levels within the Local Authority who have
responsibilities in respect of LA issues in the run up to, and during, the count.

In addition to this, there is a Control Centre which is responsible for following up issues that need
to be escalated and passing back a quick resolution directly to the count centre during the week of
the count.

Escalation

The basic principle is that whenever you come across an issue that you are not sure about
(whether it is an apparent fault, or an error in the system, or something you’ve forgotten how to
do) you should raise your concern immediately to the person who is directly responsible for your
role. For example, if you are a Scanning Operator and you come across a problem with your
scanner, you should contact your Scanning Supervisor in the first instance. They will seek to
resolve the problem there and then, but if that is not possible they will escalate the issue to the
next level (and so on).

Ideally all issues should be dealt with at the count centre, but should this not be possible the
appropriate member of the Election Management Team (depending on the nature of the issue)
will raise any issues irresolvable locally to the Control Centre.

The following diagram sets out the escalation routes.

Operational Roles CGI Count Centre Team __ Count Centre Scottish Government

Operators,
Runners,
Officers &

Investigators

Technical
Manager

Supervisors

Verification Control Centre

Managers

Hierarchical Escalation

-‘.-------------------
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13 APPENDIX 1 — Count Centre Team -
Roles and Responsibilities

The roles and responsibilities of the Count Centre Team are as set out below:

CGI Senior Manager at the count
e Be the public face of CGI at the count

e Provide localised account management responsibilities and allow rest of the count
centre team to focus on their roles

e Engage with the Returning Officer

e Liaise with CCM to ensure up to date knowledge of how the count is progressing and
any issues encountered

e Understand and follow the Disaster Recovery (DR) plan.

Count Centre Manager (CCM)

e Responsible for all aspects of the local authority count centre supplied by CGl,
supported by DCCM and TM

e Supporting the Returning Officer and the Elections Team in running a smooth
election count

e Ensuring refresher training is provided to council staff in the week of the count

e Liaising with Senior CGI Manager on site on the day of the count

e Invoking Business Continuity Plan in the event of a failure or disaster

e  Getting Acceptance of the Count from the RO

e Handover of election data to the satisfaction of the Returning Officer

e Close down of the count centre once all counts have been successfully completed
e Providing Management Information back to the Control Centre

e Meeting the KPIs for the count.

Deputy Count Centre Manager (DCCM)
e Assisting the CCM for the Local Authority count centre
e Understanding the complete process flow of the count and count set up process
e Assisting with the refresher training of local authority staff
e Assisting the CCM with monitoring the process flow of the count

e Understanding the Business Continuity Plan and assisting the CCM and TM should a
DR event occur.
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Technical Manager (TM)

Assisting the CCM with IT service and equipment issues
Responsible for all elements of computing equipment in the count centre
Ensure that the count centre has been built to requirements

Ensure that a commissioning test has been completed before the installation
engineers leave site

Ensure that the eCounting system is configured and tested, and through the CCM,
evidence this to the Elections Manager and the Returning Officer to their satisfaction

Monitoring the ongoing health of the count centre network, and for resolving all
technical issues arising

Recovering the count in the event of a failure or disaster event
Exporting elections data to an encrypted hard drive

Securely deleting elections data from the count centre computers once data
extraction has been confirmed

Assisting the Hardware Engineer as appropriate

Meeting the KPIs for the count.

Hardware Engineer (HE)

Delivering and setting up the correct specification of hardware at each count centre

Successfully completing commissioning tests to the satisfaction of the Count Centre
Manager

Resolving any hardware problems throughout the project, in particular on count day

Assisting the CCM in assessing the options for hardware in the event of a failure or
disaster

Tear down and uplift of the hardware at each count centre once the count has been
successfully completed and the data removed from the hardware

Assisting the Technical Manager as appropriate.
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14 APPENDIX 2 - Election Management

Introduction

As part of your Council Staff Training day you will, as a member of the Election Management team,
attend a workshop which will facilitate discussions around the following:

e the key responsibilities of your role in eCounting and those of your colleagues

e the high level count process

e the support structure and escalation procedures in place during the count week
e workflow management practices during a count

e the use of appropriate reports to elicit a range of count-based management
information.

An output from this workshop will be a personal action plan relating to your preparation for the
count.

The notes in this appendix summarise the key points relating to election management, including:
e Count preparation
e  Workflow management

e Use of information from management reports (see also Appendix 3) and display
screens.

Count Preparation

Pre-election

e Count Centre Manager (CCM) communicates with the Election Manager (EM) at all
times

e The CCM will inform the EM when the system is ready, they will then inform the RO

e In advance of election day, the CCM should clarify with the EM the tolerance level
for verification, i.e. if the ballot paper count is +/- 1 they may decide to accept ballot
papers. This needs to be communicated to the Verification Officer.

e The EM should call all team together and ensure everyone understands their role
e Decide when RO adjudication will commence

e Decide when results will be given to Candidates and Agents.
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Prioritisation of Ballot Papers

o A ballot paper prioritisation scheme should be worked out ahead of time between
the RPM and each Council running a next day count. This will be communicated to
CCM at handover. The CCM should discuss this with EM when on site

e Some contests will have longer ballot papers, they will have more candidates than
others, so ensure there is a balanced number of ballot papers across all zones

e Agree scanning of postal ballot papers before station ballot papers

e Organise ballot paper Trays with ballot boxes - ballot trays will arrive at Awaiting
Registration in the order they are opened at ballot box opening and should be
racked from the top down.

AWAITING REGISTRATION

* -
¢+ First

[ STKILDA ] [ STKLDA ] t STEKLDA ] BURWICK l ion
BOX A1 POST BOX A2POST BOXA3 POST BOX A7 POST P”onty

BROTHER 5LE
BOX A13POST

LTy

STEKLDA
BOXB3

STKLDA STKLDA STKLDA
BOXC1 BOXC2 BOX C3

Least
Priority

derrrsrans

Workflow management

Why is it important?
e There are certain KPIs which need to be met
e Priorities may change during the count
e QOperational staff need a balanced workload

e Management of candidates and agents.

How can you manage workflow?

There are three sets of information which will equip you with the knowledge to be able to change
the workflow to reach the desired outcome:
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e Reports and system management information

e The system and process constraints

e Parameters in the process that you can change.

You can respond to any conceivable workflow management change by combining one or more of

each of the above.

Reports and system management information

A full list of reports, and how to access them, is set out in Appendix 3 — but below is a summary of
the key reports and what they can tell you:

Report Name

Tells you...

Management Screen

% boxes Registered

% boxes Scanned

% boxes Verified

% boxes Adjudicated

% boxes RO Adjudicated

Management Screen -
icontest drill down

No. of ballots registered

No. of ballots to be registered

No. of ballots scanned

No. of ballots to be scanned

No. of ballots verified

No. of manual entries

No. of ballots adjudicated

No. of ballots to be adjudicated
No. of ballots to be RO adjudicated

Registration

No. of registered ballot boxes
Names of the ballot boxes
No. of ballots registered in each box

erification

No. of verified ballox boxes

Names of the verified ballot boxes

No. of ballots registered and verified in each box
[Total removed for manual entry

IAdjudication

[Total number of ballots for adjudication

[Total number of ballots requiring adjudication (current queue)
[Total number of ballots accepted

ITotal number of ballots deferred

[Total Number of ballots accepted by the Returning Officer
ITotal number of votes rejected by the Returning Officer

IAdjudication Reject Reason (summary totals)

System and process constraints

e Longer ballot papers take longer to scan than shorter ones

e Longer ballot papers tend to have a higher rate of adjudication than shorter ones

e There are more folds in longer ballot papers

e Postal ballot papers normally have a higher rate of adjudication

o All ballot papers will be laid out flat, in correct orientation and unfolded

e Poorly sorted ballot papers will take longer to scan

| Training Guide 111



p<govscot ©o  CGJ o

e You can’t scan ballot papers until they have been registered

e The more staff you focus on scanning a contest the quicker that contest will be
scanned, although this will be influenced by the number of scanners available.

e The more staff you focus on adjudicating a contest the quicker that contest will be
adjudicated, although this will be influenced by the number of adjudication stations
available.

e By deputising the RO function, this role will be completed quicker

e You can delegate more Manual Entry privileges if there is a large backlog

e The more Marshalls servicing a stage the more efficient that stage will run

e A registration station can become an adjudication station.

Process parameters that you can influence or change
e The order in which you register ballot papers
e The order in which you scan ballot papers
e Which contests the scanners are scanning
e How many Marshalls you have at each stage
e  Which contests the adjudicators are focusing on
e Who has rights to enter manually enter ballot papers
e What contests the verification staff are focusing on

e How many people have DRO responsibilities.

Approach to workflow management

When you receive a request for a change to the current situation, or from your own observation
you need to make a change, review the appropriate report or management information screen to
confirm the requirement, apply your knowledge of the system and known constraints (as per the
above lists) and decide which variables to change.
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14.1 APPENDIX 3 — System Reports

Introduction

There are 17 different reports that can be provided by the system (plus the Master Cleardown
report, and the live Management Screen). The Management Screen is shown below, and is
accessed via the highlighted tab:

Home Regisiration
Rapors Tempjates

Cantest

Colsay wiard

Dare Halm Ward

East Linga Ward

Fish Holm Ward

Harias isiana Viard

Longay wara

Maiden tslane Ward

Rass lsles Ward

‘South Rona Ward

Statta Ware

Tarbet isie Ward

Tamer isana viara

R Adudicaiion Manual Entry
Zoning Brogess 4 = Layoul Adrin On Mg Selwp Floo Plag

Regrstrabon | e RO Adudication Counl Registered

~ Total
Registered

| Remaning

Scanning
Issued

o Completed

Verified

= Remaining

Manual Entries:

Adjudication
Total
Completed
Remaining.

Returning Officer
Total
Completed
Remaining

o Manual Entry
Total

- Completed
Remaining.

Count
Status

1750
1750
1750
0
0

471
0
474

0
0
0

0
0
0

Countnot started

Accepted:0
Deferred: 0
Rejected: 0

Acoepted:0
Rejected 0

Double-clicking on any of the contests on the Management Screen will reveal a dialog box with
total ballot papers processed for each stage of that contest (shown above right).

All other reports are accessible via the Reports tab (highlighted below). A number of these reports
will only become enabled when a count has completed:

Tt Conmn WOTTA MARD

Contest
Tergones. Loog
e B maon

I T =

= W ——
Pogres ot Pt Ay s e Lot Lagoat Acmen On ey Twap
Saneg L] M [ooy e o]

Maner Coe Down

}

oz o
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@ » To run areport on the system:
1. Select the appropriate contest and then click on the Reports tab.
2. Select the required report.
3. The report will open in the Adobe PDF Reader application.
4. Print the report by selecting Print from the File menu in the Adobe PDF Reader.

5. The reports are also stored in a folder which can be accessed by the Technical Manager,
and the names follow the convention report name_contest name_date_time.

The key reports are summarised below.

Master Clear Down Report

This report demonstrates that the system is clear of all ballot papers prior to commencement of
any count process for a contest.

ONEFOURTYThousand TestCouncil

Master Clear Down Report

Dore Holm Ward

Taylor COUTTS Totally and Utterly Crazy Party Dot Com
Karen FATHERS Fishermans Party
Michelle GIBLIN Independent

Emma

Hannah ROBBINS

Returning Officer Signature
Date

The Master Clear Down Report is unusual in that it is produced before any count process
commences, whereas most other reports are produced after counting has been completed.

Training Guide |
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Registration Report

This report provides details of the:
e Polling station name
e Ballot tray barcode

e Total number of ballot papers registered.

™. Registration_Report_All_Contests 27072016 _155954.pdf - Adobe Acrobat Reader DC.

Fle Edit View Window Help

| Home Tools Registration_Report... X

ONEFOURTYThousand TestCouncil

Registration Report E

This report contains details of ballot papers recorded at registration.

Contest Name Polling Station Name: Ballot Tray Barcode R R L ST
Registered

Dore Holm Ward

STATION 1 BOX DORO001 300
STATION 2 BOX DORO002 280
STATION 3 BOX DORO003 334
STATION 4 BOX DORO004 254
STATION & BOX DORO00S 333
STATION 6 BOX DORO006 289
STATION 7 BOX DORO0O7 310
STATION 8 BOX DORO008 380
POSTAL STATION 14 BOX PDORO0O1 480
POSTAL STATION 14 BOX PDOR002 140 .

Percentage Turnout Report

This report provides the:

e Percentage turnout for each contest, once that contest has had all its ballot boxes

verified

e Overall turnout for all contests once all contests have had all their ballot boxes

registered.

]
Fie_€de_View_Window ey

QB EeHEEE| e a|o@[m] ]| HB |22k Tools | Sign | Comment
ONEFOURTYThousand TestCouncil
Percentage Turnout Report
This report presents the percentage turnout for all contests with registration complete.
Total Ballot Papers
Contest Name Total Electorate Verified Percentage Turnout
Colsay Ward 20,000 953 48
Overall Totals 20,000 953 48

“lectronic Vote Counting — Scottish Local Government Elections 2017 | Training Guide
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Adjudication Report

This report provides details of the:

e Total number of ballot papers which required adjudication

e Total number of ballot papers accepted/deferred after first stage adjudication

e Total number of ballot papers that have been accepted/rejected by the Returning

Officer

z = —
= Adjudication Report_All Contests 27072016 160002.pdf - Adobe

Reader DC D S —— S ——

(=] ]

File Edit Miew Window Help

Home Tools Adjudication_Repor... X

ONEFOURTYThousand TestCouncil

Adjudication Report

This report details the number of ballot papers referred for adjudication. It also shows
the number accepted at the first stage. those deferred to the RO and any which are
outstanding.

Remaining

Total Number of Tolal Number of Number of Ballot

Ballot Papers  Ballot Papersfor  Papers
Verfied Adjudication

Percantage
Adjudication

Requiring
Adjudication

Colsay Ward
Dore Holm Ward
East Linga Ward
Fish Hoim Ward
Harlosh Island Ward
Longay Ward
Maiden Island Ward
Ross Isies Ward
South Rona Ward
Staffa Ward

Tarbet Isle Ward
Tarner Isiand Ward

Total Number of Total Number of
Baliot Papers  Ballot Papers.
Accepted  Deferred o RO

Total Number of
Ballot Papers
Accepted by the
RO

Qveral Totals

Report Name - Adjudication_Report_All_Contests_27072016_180002.pdf Crested - 27-7-2018 04:00:02

Preferences by Ballot Box Report

This report provides:
e Alist of all ballot box numbers

e The names of the candidates

e The number of first preference votes received for the candidates from each ballot

box

e This report may need to be amended before being published if any ballot box

contains less than 200 papers.
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(1 PreferencesByBallotBox_Report. Colsay_Ward_27072016_155025,pd - Adobe Acrobat Resder ®
[

|[ Eile Edit View Window Help

Home Tools | @ signln

ONEFOURTYThousand TestCouncil
Preferences by Ballot Box Report

This report shows voters' preferences by ballot box. Ballot boxes with fewer than 200
ballot papers are highlighted.

Contest Name Colsay Ward

BOX COL0O1 (340)

Andy ANTIMONY
Brenda BARKER

Carl CLARKSON

Dee DRUMMOND
Eleanor EULER
Frazer FORBER
Gordon GARDENER
Harriet IFANS

Reece MICHAELSON

coocooeo oo

=)

N.B. The STV election results cannot be calculated from these numbers.

This report is also produced in CSV file format for the Local Authorities to upload to EasyPrint to
complete the Box Amalgamation process (where there are fewer than 200 ballots papers in a box).

First Preference Report

This report provides:
e The size of the electorate
e Total number of ballot papers returned
e The percentage turnout
e The number of papers rejected
e The total number of valid votes
e The quota

e Total number of first preference votes recorded for each candidate.

= FirstPreference Report Colsay_Ward_27072016_160046.0f - Adobe AcrobatReaderDC “ =

Ele Edit View Window Help

Home Tools FirstPreference_Rep... X @ signin

‘ONEFOURTYThousand TestCouncil EI

First Preference Report

This report details the electorate, the tumout, the quota and the number of first
preference vetes for each candidate.

Total Number Total Number
Total of Ballot Percentage of Ballot Total Number

Contest Name Quota

Electorate Papers Turnout Papers of Valid Votes
Received Rejected

Colsay Ward 0 2,000 0.0 165 7,835

1,568

Total Number of First

Candidate Name Affiliation Preference Votes

Andy ANTIMONY Personal Privacy Party 2546
Brenda BARKER ‘Home Workers Party 1,680
Carl CLARKSON Party of the Glens 1,163
Dee DRUMMOND Scotia Party 848
Eleanor EULER Totally and Utterly Crazy Party Dot Com 544
Frazer FORBER Fishermans Party 354
Gordon GARDENER Independent 271
Harriet IFANS Environment Party 265
Reece MICHAELSON Scotia Party 164

Total 7,835
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Preference Summary Report

This report provides:

e Alist of all candidates in the election

e The number of first, second, third (etc.) preference votes received by each candidate

e The quota

e Total number of valid ballot papers

e The percentage turnout.

Home Tools PreferenceSummar... X

Contest Name
Total Number of Vaiid Votes.
Quota

Percentage Tumout

Candidate Name Affiiation

Andy ANTIMONY Personal Privacy Party
Brenda BARKER Home Workers Party
Carl CLARKSON Party of the Glens
Dee DRUMMOND Scotia Party

Totally and Utterly Crazy
Eleanor EULER Party Dot Com

Frazer FORBER Fishermans Party
Gordon GARDENER  Independent
Harriet IFANS Environment Party.
Reece MICHAELSON  Scotia Party

1st

2,546
1,680
1163
8
544

354
El
265
164

2nd

445
608
783
931
920
833
708
624
817

5 breferenceSummary_Report All Contests_27072016_160052.pdf - Adobe Acrobat Reader w

ONEFOURTYThousand TestCouncil
Preference Summary Report

This report details all candidates preferences over count stages.

Colsay Ward

a04

7835
1568
00

307
202

@ signin

Totals

N.B. The STV election results cannat be calculated from these numbers.

Transfers Report

This report provides:

e (Calculations at each stage of a count
o The number of ballot papers transferred

e The value of those transferred ballot papers

7.83

6,460

5128

3,368

e Whether the votes transferred were due to a surplus or an exclusion.
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= Transfers_Report_Dore_Holm_Ward_27072016_160601.pdf - Adobe Acrobat Reader

Home

Ele Edit View Window Help

Tools Transfers_Report_D... X

ONEFOURTYThousand TestCouncil

Transfers Report

This report contains the transfers results.

Confest Name Dore Holm Ward
Valid Votes 3,042
Positions to be Filled 3
Quota 761

Stage 1

Candidate Name Affiliation No. of Ballot Papers

Taylor COUTTS Totally and Utterly Crazy Party Dot Com
Karen FATHERS Fishermans Party

Michelle GIBLIN Independent

Emma GIRDWOOD Envirenment Party

Hannah ROBBINS Scotia Party

(@) sSignin

Candidate Taylor COUTTS Elected with 1,264 votes, being in excess of the quota of 761

Votes per Stage Report

This report provides:

Total number of ballot papers received
Total number of valid votes

Positions to be filled

Quota

Votes per candidates at each stage.

RFeH 8|+ ®WL]s| =@ HB|e2 |

ONEFOURTYThousand TestCouncil

Candidate Votes Per Stage Report

This report describes votes attained by candidates at each stage.

Contest Name Colsay Ward

Total number of Ballot Papers Received 953

Total Number of Valid Votes 953
Positions to be Filled 4

Stage 1

Quota 191

Transfer Value

Andy ANTIMONY Personal Privacy Party 0.00000
Brenda BARKER Home Workers Party 0.00000
Carl CLARKSON Party of the Glens 0.00000
Dee DRUMMOND Scotia Party 0.00000

Votes Status

265.00000 Elected

320.00000 Elected
64.00000

102.00000
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Elections Result Report

This report provides:
o Alist of all the registered candidates
e The quota for the contest.
e The total number of valid ballot papers

e The number of rejected ballot papers

e The number of first preference votes received by each candidate

e The stage at that candidates were elected

e An analysis for the reasons for rejection

| ™ ElectionResults_Report_Colsay_Ward_27072016_160334.pdf - Adobe Acrobat Reader DI

Tools

Home

ElectionResults_Rep... %

ONEFOURTYThousand TestGounail
Election Results
This report contains the slection results.

I deciars that the result of the slection in the Colsay Ward is as follows.
Thers are 4 councillor(s) to be slected.

Colsay Ward

The quota of votes for 3 candidate to be elected is 1,588,

Candidate Name Affiliation

Andy ANTIMONY Personal Privacy Party

Brends BARKER Home Workers Party
Carl GLARKSON Party of the Glens

Dee DRUMMOND Seotia Party

Eleanor EULER Totally and Utierly Grazy Party Dot Com
Frazer FORBER Fishermans Party

Gordon GARDENER Independent

Reeoe MICHAELSON _ Seotia Party

The percentage poll was 40.0%. Thera were 7,835 valid ballot papers and 185 rejected ballat papers.

The first praference votes received by each of the candidates and the stage 3t which any candidate was elected is as follows:

Number of First

Preference Votes

‘Stage at Which Candidate
Has Been Elected

cooBomea -

Total

Adjudication Rejection Reason

Of the total ballot papers. the following were rejected and not counted on account of-

Which doss not bear 3 unique identifying mark in  form that is cap: being read by 0
On which the figure *1" i i 15
On which the figure 1" standing alone indicating a first preference is set opposite the name of mare than 21
one candidate

On which or marked by whic and

‘other unique identifying mark on the back
Which is unmarked or void for uncertainty
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Declaration of Results Report
This report provides:
e Percentage poll, number of rejected papers and electoral quota
e Alist of all candidates and the number of first preference votes received

e The stage at which each successful candidate was elected

bat Reader DC =T

Home Tools Transfers_Report_D... DeclarationOfResul... % ® Sign In

| ™ DeclarationOfResults_Report_Colsay_Ward_27072016_160337.pdf - Adobe Act

—— —

Declaration of Results (4

This report is the Declaration of Results script for Returning Officer.
Colsay Wars

Here is the result of the election in the Galsay Ward. There are 4 councillors to be elected.
« The percentags poll was 40.0%.
« There were 185 rejectad papers. The quota of votes for 3 candidate to be elected is 1,568

« The first preference votes received by each of the candidates was:

Number of 1st

Candidate Name Affliation ==

Andy ANTIMONY Personal Privacy Party 2548
Brenda BARKER Home Workers Party 1880
Carl CLARKSON Party of the Glens 1,183
Dee DRUMMOND Seotia Party 848
Eleanor EULER Totally and Utterly Grazy Party Dot Com 544
Frazer FORBER Fishermans Party £
Gordon GARDENER Independent 271
Harriet FANS Environment Party 265
Reece MICHAELSON Scotia Party 164

After application of the election rules | declare that the following are deemed to be elected as coundillors for the Colsay
Ward

Stage at which

Candidate Name Affliation

Candidate was Elected

Andy ANTIMONY Personal Privacy Pary 1
Erends BARKER Home Workers Party 1
Carl CLARKSON Party of the Glens 8
Dee DRUMMOND ‘Scotia Party 8

Returning Officer Signature -
Date
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Reconciliation Report

This report provides an overview of:
e Ballot box number and ballot tray barcode details
e number of registered ballot papers
e total number of ballot papers verified
o difference between the number registered and the number scanned

If the Verification Officer enters any notes while verifying a ballot box these notes can be viewed in
this report.

R = e ———
= Recondiliation Report Al Contests_ 27072016_155819.pdf - Adabe Acrobat Reader DT 0
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Reconciliation Report

This report provides a brekdown of all ballot papers which have been verified and
hows any differences batween registation and verficaton.

Difference Between
bergr  TolalNumberof  TotalNumberof i
Ballot Tray Barcode pers.
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ContectName | Poling Station

ManualEntry  Manual Entries)

(inc.
Manual Entries)

Colsay Ward
STATION 1 BOX COLOD1
STATION 2 BOX COLDD2
STATION 3 BOX COLOD3
STATION 4 BOXCOLOD4
STATION 5 BOX COLODS
STATION 8 BOX COLODS
STATION 7 EOX COLODT
STATION 8 BOX COLODS
STATION ® BOX COLODA
STATION 10 BOX COLD1D
STATION 11 BOX COLO11
STATION 12 BOX COLD12
STATION 13 BOXCOLO13
STATION 14 BOX COLD14
STATION 15 BOX COLD1S
STATION 18 BOXCOLO1E
STATION 17 BOX COLOTT
STATION 18 BOXCOLD1E
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Reconciied with
STATION 18 BOX COLO1a B BOX PCOLODE

STATION 20 BOX COLO20
STATION 21 BOX COLD21 200
STATION 22 BOXCOL022 108
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Results Script Report

This report contains the results script for the returning officer.
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Results Script for Returning Officer

This report contains the results script for the Returning Officer.
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I now have the provisional result for the election in Colsay Ward.

Before | take you through the result stage by stage | would like to give you a quick overview what happens when a
candidate achieves the quota or where no candidate does so.

Atany Stage, where one or more Candidates have achieved the quota those candidates will be declared elected when
the formal announcement is made. Where there are still further councillors to be elected the next stages of process will
involve the transfer, one stage at a time, of the surplus votes from the successful Candidates to the other candidates
based on the preferences expressed by the voters. These votes, of course, transfer at less than full value.

At any stage where no candidate has achieved the quota the next stage of the process means that the candidate with
the lowest number of votes is excluded. This candidate's votes will be transferred to the remaining candidates based on
the preferences expressed by the voters. All votes will transfer at full value as they have not yet been used fo elect
anyone
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