
Candidates and agents 
Briefing
For local government by-election taking place in Fareham 
on Thursday 20 October 2022

• Fareham Borough Council – Portchester East By-Election

Presenter Notes
Presentation Notes
The slides in this presentation cover information for candidates and agents at principal area elections only. The notes in this presentation will, however, cover where deadlines/procedures are different for parish/community council elections. 

This presentation also covers specifics on the impact of coronavirus on the electoral process, as well as recent amendments made to reduce the number of subscribers required as part of the nominations process.



Topics • Introductions
• Election Timetable
• Nomination forms
• Registering to vote
• Campaigning
• Polling Stations
• Count
• Spending Returns



Who’s who • The Returning Officer is the person 
responsible for running the elections. The 
Returning Officer is Peter Grimwood.

• The Electoral Registration Officer is 
responsible for maintaining the register of 
electors and absent voters’ lists. The 
Electoral Registration Officer is Peter 
Grimwood.

• Contact details are provided later

Presenter Notes
Presentation Notes
Insert details where indicated.

Provide brief summary of roles and responsibilities




Administrators
• Deputy Returning Officers:

– Leigh Usher (and Deputy ERO)
– Andy Wannell (Deputy CX)
– Lindsey Ansell (Count Manager)

• Deputies with specific powers:
– Annette Rickman (Electoral Services 

Manager)
– Lisa Goodwin (Electoral Services Officer)



Election 
timetable

Publication of Notice of Election 13 September

Nominations commence 13 September

Electoral registers available 13 September

Close of nominations 4pm – 23 September

Notification of appointment of election agents 4pm – 23 September

Publication of statement of persons nominated No later than
4pm – 26 September

Deadline for applications to register to vote Midnight – 4 October

Deadline for new postal vote applications 
/changes to existing postal or proxy vote 
applications

5pm – 5 October

Publication of notice of poll/situation of polling 
stations

Not later than 12 October

Presenter Notes
Presentation Notes
The timetable dates in this presentation are generic. For dates specific to the scheduled polls, see our website.

Proxy applications – make clear that E-11 for changes to current arrangements and E-6 for new applications (see next slide for emergency proxies).






Election 
timetable
(cont’d)

Deadline for applications for new proxy votes 5pm – 12 October

Appointment of Counting and Polling Agents 13 October

Polling day 5 May – 7am to 10pm

Verification and Count 5 May – from 10pm

Deadline to apply to vote by proxy on grounds 
of medical emergency or if unexpectedly 
called away because of employment or 
service

5pm – Polling day

Replacement for lost/spoilt postal votes ends 5pm – Polling day

Alterations to register to correct clerical error 9pm – Polling day
Return of election expenses 24 November

Presenter Notes
Presentation Notes
Emergency proxies – available if elector falls ill, or where the elector’s occupation, service or employment means they cannot go to the polling station in person 
but only if after the deadline for applications E-6.  Applications must be made by 5pm on polling day.

Highlight: agent deadlines & expenses returns deadlines. 

Return of election expenses parishes / communities: + 28 days from the date of the election






Qualifications
• Candidates must satisfy criteria on the day they are 

nominated and on polling day:
– be at least 18 years of age
– be a British, qualifying Commonwealth citizen, or 

national of an EU member state.
• Also at least one of the following:

– Registered local government elector for local 
authority area 

– Occupied as owner or tenant any land or premises 
in the local authority area during the whole 12 
months preceding nomination

– Principal or only place of work (including unpaid) 
during last 12 months in local authority area

– Lived in the local authority area during the last 12 
months

Presenter Notes
Presentation Notes
Explain what ‘qualifying’ means: i.e. someone who has indefinite leave to enter or remain in the UK, or does not require such leave.

The qualification to be a registered elector is an on-going qualification that must be satisfied (unless qualified under another criterion stated above) for the duration of the term of office should a candidate be elected.

Highlight that it is important to mark all of the qualifications that the candidate satisfies when completing the consent to nomination.

Highlight that someone does not need to be in paid employment in order to satisfy the principal/only place of work qualification. 

At parish/community council elections, the qualification of living in the local authority area is extended: it includes the parish/community and any area within 4.8km of it.



Disqualifications
A person cannot be a candidate if they:

– are employed by the local authority or hold a paid 
office under the authority (including joint boards or 
committees). Candidates may be ‘employed by the 
local authority’ if they work at certain schools, fire 
services, police or health services 

– hold a politically restricted post
– are subject of a Bankruptcy Restrictions Order (or 

interim restrictions order) in England or Wales
– have been sentenced to a term of imprisonment of 

three months or more (inc. suspended sentence) 
without option of a fine, during the 5 years before 
polling day

– are serving a disqualification due to being found guilty 
of a corrupt or illegal practice by an election court

– Are subject to the notification requirement of or 
under Part 2 of the Sexual Offences Act 2003

Presenter Notes
Presentation Notes
A person may also be disqualified from election if they have been disqualified from standing for election to a local authority following a decision of the First-tier Tribunal (formerly the Adjudication Panel for England) or the Adjudication Panel for Wales. 

Political restrictions do not apply at parish/community council elections.

This list is not comprehensive. Candidates should read Part 1 of the Commission’s guidance for further information on disqualifications.  

If candidates are in doubt about whether they are disqualified, they must do everything they can to check that they are not disqualified before submitting their nomination papers. Candidates must be sure that they are not disqualified as they will be asked to sign one of the required nomination papers to confirm that they are not disqualified. It is a criminal offence to make a false statement on nomination papers as to the qualification for being elected, so if candidates are in any doubt, they should contact their employer, consult the legislation or, if necessary, take their own independent legal advice. 

The Returning Officer will not be able to confirm whether or not candidates are disqualified.




Submitting 
nomination 
papers

Deadline to 
deliver (by 
hand) is 4pm 
on Friday 23 
September

• The documents that must be submitted by 
all candidates for a valid nomination are:
– the nomination form
– the home address form 
– the consent to nomination

• Party candidates will also need to submit:
– A certificate authorising the use of a party 

name/ registered description on the ballot 
paper 

– A written request to use one of the party’s 
emblems on the ballot paper (optional)

Presenter Notes
Presentation Notes
Highlight deadline can’t be moved.

Please note that the SI’s removing the need for candidates to provide a home address to be printed on the ballot paper, SOPN and NOP apply in England only.






Submitting 
nomination 
papers

• Take care when completing your 
nomination papers, as mistakes may 
invalidate your nomination

• Complete nomination papers early and 
arrange for us to provide an informal 
check

• The nomination form, home address form 
and consent to nomination must be 
delivered by hand and cannot be 
submitted by post, fax, email or other 
electronic means.

Presenter Notes
Presentation Notes
Remind the candidates or agents that they must make sure the form is completed correctly. Take time to complete it and use the Commission’s guidance. Arrange for an informal check.

Highlight any arrangements you have put in place to carry out informal checks due to coronavirus restrictions and considerations, for example encouraging electronic/remote checks instead of in-person checks where possible

Remind the candidates or agents that the rules regarding the submission of nomination papers has not changed

The nomination form, home address form (for elections in England only) and consent to nomination must be delivered by hand and cannot be submitted by post, fax, e-mail or other electronic means. The certificate of authorisation and the emblem request form may be submitted by post, but may not be submitted by fax, e-mail or other electronic means. 

No restrictions on who can deliver the nomination papers but should be candidate/agent or someone they trust.

Please note that the SI’s removing the need for candidates to provide a home address to be printed on the ballot paper, SOPN and NOP apply in England only.






Nomination 
form

– Include your full name 
– Optional: use commonly used name box(es) if 

commonly known by a name other than actual 
name and wish to use it instead. But you 
cannot use your first name as a commonly 
used name to exclude your middle name.

– Description field – 3 options: 
• leave blank
• Independent 
• party candidates can use party name or 

description authorised by a certificate issued by 
or on behalf of the Nominating Officer

Presenter Notes
Presentation Notes
Please note that the SI’s removing the need for candidates to provide a home address on the nomination paper itself apply in England only.

Use of commonly used name section is optional so that even if you are commonly known by another name you may leave this blank and stand under your actual name.

Need to make sure that the description/party name written on the nomination form matches the description on the certificate of authorisation from the nominating officer (or issued by someone authorised to act on their behalf). 

Parish/community council candidates may use any description up to six words, as long as it does not confuse with a registered political party name or description. However, party candidates will need a certificate of authorisation.





Nomination 
form • Subscribers: 10 subscribers are required.

• Must sign & print their names. Check details of 
subscribers against electoral register. 

• Only ask subscribers to sign after completing the 
name, address and description fields on the form.

• When collecting signatures, it is important that 
you follow the latest government guidelines on 
social distancing, face coverings and hand 
hygiene, as well as the latest government 
guidelines on local restrictions

• Data protection requirements

Presenter Notes
Presentation Notes
Nomination form: note that at parish/community council elections there are only two subscribers: a proposer/ a seconder.

The subscribers must be registered in the register of local government electors for the electoral area in question on the last day for the publication of notice of election.

Ensure that C&A are aware of the requirements of GDPR.. Candidates will need to check that subscribers are aware of what their personal data will be used for.

Explain that legislation has been made to reduce the number of subscribers required for polls in May 2021.

EC nomination packs have been updated to reflect the reduction in the number of subscribers for 2021 elections.






Home address 
form

• Part 1 of the home address form must state:

- your full name and home address in full
- your qualifying address, or, where you 

have declared on your consent to 
nomination that you meet more than one 
qualification, your qualifying addresses

- which of the qualifications your qualifying 
address or addresses relate to (a, b, c 
and/or d) 

- the full name and the home address in 
full of the witness to your consent to 
nomination

Presenter Notes
Presentation Notes
Please note that the SI’s removing the need for candidates to provide a home address to be printed on the ballot paper, SOPN and NOP apply in England only. 





Home address 
form (cont.)

• Part 2 of the home address form must be 
completed if you do not want your address to 
be made public:

- The name of the relevant area in which 
your home address is situated (if your 
home address is in the UK), i.e. Fareham

Presenter Notes
Presentation Notes
Please note that the SI’s removing the need for candidates to provide a home address to be printed on the ballot paper, SOPN and NOP apply in England only. 

The name of the ‘relevant area’ in which your home address is situated (if you home address is in the UK)

For home addresses in England:
if the address is within a district for which there is a district council, that district;
if the address is within a county in which there are no districts with councils, that county;
if the address is within a London borough, that London borough;
if the address is within the City of London (including the Inner and Middle Temples), the City of London; and
if the address is within the Isles of Scilly, the Isles of Scilly 
For home addresses in Wales:
if the address is within a county, that county;
if the address is within a county borough, that county borough
For home addresses in Scotland:
the local government area in which the address is situated
For home addresses in Northern Ireland:
the local government district in which the address is situated





Consent to 
nomination 
form

• Must include:
– name 
– which area standing in
– confirmation of qualification(s) that apply 

(at least 1, but select all that apply)
– date of birth & signature
– date of consent
– witness’ name, and signature

Presenter Notes
Presentation Notes
Advise people that if they qualify under more than one qualification it is good practice to use them all in case any become invalid once they have become elected.  

The candidate’s signature must be witnessed and the witness must sign the form. The witness should be the same person who details you give on your home address form 

Highlight that candidates must not sign the form if they are not qualified to stand. Point to Part 1 of the Commission’s guidance for candidates and agents (www.electoralcommission.org.uk). 

You must not sign the consent form earlier than one calendar month before the deadline for submitting your nomination papers






Certificate of 
authorisation

• Party candidates must have written permission to use 
the party name/description from the Nominating Officer 
(or a person authorised to act on their behalf) 

• The certificate may:
– allow the use of the party name or a particular 

description
– allow candidate to choose whether to use the party 

name or any of the descriptions registered with the 
Electoral Commission

• Must be submitted by 4pm on Friday 23 September

Presenter Notes
Presentation Notes
If the ‘certificate of authorisation’ states a particular description or the party name to be used then that must be used by the candidate. 

If the certificate allows the candidate to choose, they must choose either the party name or a description registered with the Electoral Commission. Party names and descriptions are on the Commission website and must match exactly. No alteration is permitted.




Emblem 
request form

• Party candidates can ask for an emblem to be printed 
on the ballot paper

• Emblem request form must be submitted by 4pm on 
Friday 23 September

• Party candidates should supply an electronic version of 
the emblem to the Returning Officer if required

Presenter Notes
Presentation Notes
Candidates who use a party description can have an emblem. Candidate must ask for it themselves and there is a form that can be used. Should look at Commission website and use description of the one they want on the website.




Election agent • Responsible for the proper management 
of your election campaign; particularly its 
financial management.

• Notification of appointment must reach the 
RO by 4pm on Friday 23 September. 
Form is included in nomination pack.

• You will become your own agent by 
default if none is appointed.

Presenter Notes
Presentation Notes
Agents, including a candidate acting as their own agent, can be replaced at any time.

Remind candidates that is they act as their own agent and do not provide an office address their home address will be published on the notice of election agents, even if they have requested for this information to be withheld from the SOPN and ballet paper

No election agents for parish/community council elections.




Other agents • Other agents can be appointed to attend 
postal vote openings, polling stations and 
the count on your behalf:
– You must give notice in writing of any 

people appointed as polling and counting 
agents by Thursday 13 October.

– The appointment of postal voting agents 
attending a particular opening session 
must be made before the start of the 
session. We will give at least 48 hours’ 
notice.



Access to 
electoral 
register/absent 
voting lists

• Access by candidates – once you 
officially become a candidate:
– earliest, on Tuesday 13 September if you, 

or others declared yourself a candidate
– once you or others have declared yourself 

a candidate after this date / date you 
submit your nomination papers

• Make request in writing or by email to the 
ERO elections@fareham.gov.uk

Presenter Notes
Presentation Notes
Once someone officially becomes a candidate, they are entitled to receive a free copy of the full electoral register and the lists of people voting by post or proxy (‘the absent voters’ lists’) for the ward/division that they are contesting.

Emphasise that candidates may prefer to receive the register and lists electronically, to avoid the need to collect them from the election office. Highlight any local arrangements you may have in place for the safe collection of physical copies of the register as a result of coronavirus.

Registered political parties are entitled to receive a copy of the full electoral register at any time.
 


mailto:elections@fareham.gov.uk


Access to 
electoral 
register / 
absent voting 
lists

• Only use data for permitted purposes
– to complete the nomination form
– to help you campaign
– to check that donations/loans are 

permissible

• Any person found breaching the 
restrictions on the proper use of the 
electoral register could face a fine.

Presenter Notes
Presentation Notes
Any person found breaching the restrictions on use of the electoral register could face a fine
Refer to Access and Supply section of the Commission’s guidance for further details.
 




Registration • As a candidate you are uniquely placed to 
encourage people to register to vote. 

• You should encourage people to register 
if they are not already registered

• The deadline for applying for these 
elections is 11:59pm on Tuesday 4 
October

• Individuals can apply to register online at 
https://www.gov.uk/register-to-vote. It 
only takes a few minutes.

Presenter Notes
Presentation Notes
In the course of your campaigning you may be asked questions by the public about how they can participate in the polls safely in light of the coronavirus pandemic. 

It is important that electors understand that polling stations will be safe places to vote, and that there are a number of ways that they can vote at elections. They can vote in person in a polling station, by post, or by appointing someone to vote on their behalf (a proxy). If voters would prefer to vote by post, they should be encouraged to apply early.  
 



Registration
• When discussing registering to vote with 

individuals, you will need to make them 
aware that they will need to provide:
– their National Insurance number
– date of birth and address

• People who do not have / cannot retrieve 
their National Insurance number can still 
register, but they may need to provide 
further information. If so, they will be 
contacted by the ERO.



Absent voting • If you are encouraging people who don’t 
have a postal (or proxy) vote to apply for 
one, make sure you explain that they will 
only qualify for one in time for the 
elections if they are (or will be) registered 
in time to vote at the elections.

Presenter Notes
Presentation Notes
When talking to electors about voting by post or proxy, you should make them aware of the relevant deadlines and advise them to apply early. 

The deadline for applying for a postal vote at the elections on 6 May 2021 is 20 April 2021.

The earlier that voters apply for a postal vote, the sooner it can be processed and the quicker it can be sent to them. 

The deadline for applying for a proxy vote at these elections is 27 April 2021, although in some circumstances voters may be able to appoint an emergency proxy after this date.

Voters should be encouraged to return their applications directly to the Electoral Registration Officer, either by post or by scanning and emailing their application.  

If you or your campaigners receive any applications you should follow public health guidelines, such as cleaning hands regularly and avoiding touching your face, particularly when and after handling paper.   
As always, you should observe the Code of Conduct in relation to absent voting, for example by forwarding any applications you receive to the Electoral Registration Officer within two working days of receipt. 

The UK Government intends to bring forward legislation before the May 2021 polls to allow people diagnosed with coronavirus or who are self-isolating to apply for an emergency proxy vote. We will update this guidance and our information for voters once these provisions are in place.  
 



Campaigning 
dos and don’ts

• Do use imprints on all your campaign 
material, including websites. 

• Do comply with planning rules relating to 
advertising hoardings and large banners.

• Do make sure outdoor posters are 
removed 2 weeks after the election.

• Do not produce material that looks like a 
poll card.

• Do not pay people to display your adverts 
(unless they display adverts as part of 
their normal business).

Presenter Notes
Presentation Notes
On printed material, such as leaflets and posters, candidates must include the name and address of: the printer, and the promoter. 

Give council position on putting up and removing posters and election material.

Refer to Part 4 of the Commission’s guidance for C&As for further guidance on campaigning.





Code of 
conduct for 
campaigners

• Campaigners are an essential element of a healthy 
democracy, but their activities should not bring into 
question the integrity of the electoral process. 

• Electoral registration and absent vote applications:
– Ensure forms fully conform to the requirements of electoral 

law
– Include the ERO’s address for the return of forms
– Ensure unaltered applications are sent to ERO within two 

working days.
– Make sure electors understand implications of applying for 

an absent vote.
– Do not encourage postal ballot pack redirection.
– Do not encourage electors to appoint a campaigner as 

proxy.

Presenter Notes
Presentation Notes
The Code of Conduct for campaigners can be found on the Commission’s website at http://www.electoralcommission.org.uk/find-information-by-subject/electoral-fraud/electoral-fraud-responsibilities  

The Commission has also produced a quick guide for party workers on handling postal votes. 



Code of conduct 
for campaigners

• Postal ballot packs:
– Never touch a postal ballot paper
– Never observe electors completing their postal 

vote.
– Never handle or take any completed ballot 

paper or postal ballot pack from voters

Presenter Notes
Presentation Notes
The Code of Conduct for campaigners can be found on the Commission’s website.

The code covers all those actively involved in campaigning in elections or referendums in Great Britain. 

Remind candidates and agents that if they have complaints or allegations of electoral fraud, they should:

Be prepared to give the police a statement and substantiate any allegations

Raise the matter with their election agent or local party, or with the relevant ERO or RO. 

You should also cover what standards of behaviour you expect from supporters in the environs of the polling place on polling day.



Code of conduct 
for campaigners

• Campaigning outside polling stations:
– You are allowed to put your messages to 

voters on polling day, including public spaces 
outside polling places.

– Keep access to polling places and the 
pavements around polling places clear to allow 
voters to enter.

– Tellers must remain outside the polling place 
(not in hallways, porches etc with a direct view 
into the polling station).

Presenter Notes
Presentation Notes
The Code of Conduct for campaigners can be found on the Commission’s website.

The code covers all those actively involved in campaigning in elections or referendums in Great Britain. 

Remind candidates and agents that if they have complaints or allegations of electoral fraud, they should:

Be prepared to give the police a statement and substantiate any allegations

Raise the matter with their election agent or local party, or with the relevant ERO or RO. 

You should also cover what standards of behaviour you expect from supporters in the environs of the polling place on polling day.



Electoral 
offences!

• If you have complaints or allegations of 
electoral fraud, you should be prepared to 
give the police a statement and 
substantiate any allegations.

• EC report on allegations during 2017:
– Only 1 conviction out of 346 cases 

reported to the police
– 8 cautions
– 50% of reports are campaign related and 

none were resolved by police



Polling day

• Polling stations open from 7am to 10pm

• Office open 7am to 10pm for queries or problems relating to the 
administration of the election
– for queries relating to election finance issues, contact the Electoral 

Commission (contact details shown later)

• Voters in the polling station or in a queue outside the polling station at 10 
pm can apply for a ballot paper

• Postal votes – can be handed into polling stations anywhere in Fareham 
or delivered to the elections office until 10pm.

• A person in a queue at a polling station at 10pm waiting to hand in a 
postal vote can do so after 10pm.

Presenter Notes
Presentation Notes
Explain that you can canvass the support of the electors and use your copy of the electoral register and you may campaign on polling day but not in a building or area that has been hired as a polling station.
 
If finalised you could provide lists of the polling stations so candidates/agents can see which ones fall within their area.  

In England and Wales, police community support officers can attend and enter polling stations as well as police officers. 

If polls and the issue of postal votes has been combined, explain which polling stations postal votes can be returned to.



Counting of votes

• The count will be held in: Fareham Borough Council, Civic Offices, Civic Way, 
Fareham, PO16 7AZ

• Candidates and Election agents are entitled to attend 

• The number of count agents will be confirmed after the close of nominations. 

Presenter Notes
Presentation Notes
Give a brief run through of procedure for the count: check against ballot paper accounts (verification), method of counting votes, opportunity against ballot paper accounts, method of counting votes, opportunity for a recount, declaration of results. If you have a liaison officer for the count i.e. someone to deal with queries from the candidates and agents perhaps introduce them in the session.  

Explain formula for number of counting agents. Explain access restrictions. No dignitary, such as existing councillors, MPs etc. have automatic access rights, although the RO can appoint such people as guests and they should apply if they wish to attend. 
Attendance: also entitled to attend, registered observers and Electoral Commission staff, as well as accredited media

Explain what information will be available for candidates and agents (in advance and at the event itself).




Spending issues

Presenter Notes
Presentation Notes
Explain that there is a framework of rules that candidates and agents need to work within and that election spending needs to be properly accounted for. 

While spending returns are made to the Proper Officer, specific questions on campaign expenditure should not be directed to the Proper Officer, the Returning Officer or the elections team. 

Candidates and agents should consult the Commission’s Candidates & Agents guide in the first instance. Further guidance, forms and contact details are available from the Commission’s website at www.electoralcommission.org.uk. (slide at the end lists contact details)



Candidate 
spending 

• Defined as certain expenses ‘used for the 
purposes of the candidate’s election’ during 
the regulated period.

• Responsibility of election agent 
• Limit on expenses:

– £806 + 7 pence per elector in ward/division 
on register in force on 15 September

– Electorates will be circulated by e-mail on 
this date

– reduced for joint candidates
• Must get and keep receipts (over £20)

Presenter Notes
Presentation Notes
Go through definition of ‘candidate’: A person contesting a local government election becomes a candidate on the last date for publication of the notice of election if their candidacy has been declared on, or before, that date. Individuals who have not been declared a candidate by that date therefore become candidates on the date on which they are declared or nominated as a candidate (whichever is the earlier). A person may declare themselves to be a candidate or may be declared so by others.

The election agent is responsible in law for the return, but the candidate must also submit a declaration that the return is correct and therefore should also know the rules. 

The ‘pence per elector’ part of the candidate’s spending limit is based on the number of electors on the electoral register for the division/ward (or parish/community or ward if warded) at the last date for publication of the notice of election. The elections office will provide that figure, explain when and how.

See Part 3 of the Commission’s guidance for candidates and agents.

Note that at parish/community council elections, the responsibility for accounting for election spending rests with the candidate. Parish/community council candidates must keep receipts for items over £10.




Candidates’ 
spending 
returns

• Returns due 35 calendar days after result 
of election (24 November)

• Returns made public by Returning 
Officer

• Sample of returns may be reviewed by the 
Electoral Commission

• Failure to submit a spending return is a 
criminal offence enforceable by police

• No spending will be reimbursed

Presenter Notes
Presentation Notes
Go through points and remind that accounting for all relevant spending is legal requirement.

No money spent on your campaign can be reclaimed from council or the Electoral Commission. The rules simply restrict how much can be spent.

At parish/community council elections, the returns are due 28 calendar days after the day of the election. Even if the election was uncontested or the candidate did not spend anything. Not allowed to sit or vote on the parish/community council if late, until spending return is completed and submitted.



Contacts



Contacts • Elections office – 01329 824588

• Electoral Commission - 0333 103 1928

Presenter Notes
Presentation Notes
Refer to Overview document of the Commission’s candidates and agents document, which also includes Commission contact details.

Elections office – If a different member of your team is responsible for the different elements of the election it might be a good opportunity to highlight these so that candidates and agents can call the relevant officers direct.  




Thank you
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