	To all town and parish clerks in the Uttlesford District
This letter contains important information relevant to your parish council and you are asked to pay close attention to the advice below.
	10 March 2011

	
	

	
	Our ref: PJS

Your ref: 

	
	Please ask for Mr Snow

01799 510430
Email: psnow@uttlesford.gov.uk


Dear Parish or Town Clerk,
National Referendum and District and Parish Council Elections on 5 May 2011 

I wrote to you in November last year about arrangements for the ordinary parish council elections taking place on 5 May 2011.  I said then that I expected to be able to send you nomination papers by the second week in March and I am pleased to tell you that I have been able to meet that target date. 

Accordingly, I am enclosing with this letter a supply of sets of nominations papers and other material to guide prospective candidates at this election and I shall be grateful if you will arrange to issue these papers to anyone wishing to become a candidate on 5 May.  Further nomination papers may be obtained direct from me at the London Road offices if needed.
The letter is also intended to give you advice about the election process and to give you some indication of timetable dates and the processes to be followed in the next few weeks.  The letter covers the following subjects: the election timetable; arrangements for the national referendum and the district council elections taking place on the same day; changes in the electoral arrangements for a number of parishes as specified in the letter; the publication of notices; the nomination of candidates; poll cards and postal votes at the election; arrangements for the election of uncontested candidates; subsequent co-option arrangements to fill remaining vacancies; arrangements for the counting of votes; and the declaration and publication of results for contested elections. 

I hope that you will find this information helpful and will retain the letter for your reference throughout the election period.

Timetable

Please note that the timetable included with the November letter has now been overtaken by events as the day of the Royal wedding has been designated as a public holiday.  That means that some of the statutory timetable dates have moved by one day with the following result:

· Publication of Notice of Election on Friday, 25 March.
· Delivery of nomination papers between Monday, 28 March and noon on Monday, 4 April.
· Publication of statement of Persons Nominated by noon on Wednesday, 6 April.
· Withdrawal of candidature by noon on Thursday, 7 April.
· Notice of Poll and notice of polling stations on Friday, 8 April.
· Publish notice of election of uncontested candidates during the week beginning Monday, 11 April.
· Deadline for postal vote applications (5.00pm) and applications to register to vote on Thursday, 14 April.
· Deadline for proxy applications at 5.00pm on Thursday, 21 April.
· Polling day on Thursday, 5 May.
· Counting of votes at the Lord Butler Leisure Centre, Saffron Walden on Friday, 6 May.
· Day on which all new councillors take office (whether contested or otherwise) on Monday, 9 May.
· Declaration of acceptance of office – at or before the first meeting after the election unless consent is given for it to be made at a specified later date.
· Notice of registerable interests to be given within 28 days after the election and sent to the monitoring officer of the district council.
· Return and declaration of expenses at the election (even if no expenses are incurred) – within 28 days after the election, that is, by Thursday, 2 June.
A more detailed timetable is enclosed with this letter and is included for the reference of all candidates at the election.
National Referendum and Election of District Councillors
The election of all 44 district councillors in 27 wards of the council will take place on Thursday, 5 May and will be combined with the election of parish councillors where these are contested.  A national referendum will be held on the same day on the question of whether the alternative vote system should be used instead of first past the post at UK Parliamentary elections.  The referendum will be combined with all local government polls held on 5 May and that will considerably affect the procedures to be used at polling stations and for most other aspects of the local polls.  The referendum provides the opportunity to share the costs of running the polls and all parishes with contested elections in 2011 should be able to benefit from the apportionment of costs.

Changes in Parish Electoral Arrangements

As previously notified to those parishes concerned (refer to my letter of 4 November 2010), changes have taken place to the electoral schemes of the following parishes: Arkesden, Great Dunmow, Great Hallingbury, Hadstock, Leaden Roding, Little Chesterford, Margaret Roding, Saffron Walden, Sewards End, Thaxted, and The Sampfords.  Details of the changes made are set out in full in The District of Uttlesford (Reorganisation of Parish Electoral Arrangements) Order 2011 made on 9 March 2011, a copy of which is enclosed in respect of the affected parishes.

A community governance review of the parishes of Birchanger, Little Canfield, Stansted Mountfitchet and Takeley is nearing conclusion and, as also previously notified, the ordinary election of parish councillors in those parishes has been postponed by one year until May 2012.  The above mentioned order also makes provision for postponement of the election in those parishes and the corresponding extension of the term of office of the relevant councillors until four days after the ordinary day of election in 2012.  I am also enclosing a copy of the order to those parishes.  Clearly, in these four parishes, none of the other advice contained in this letter applies, except in relation to the referendum and district elections, and to the publication of notices.
Publication of Notices

I am enclosing with this letter a small supply of the Notice of Referendum and the separate Notices of Election for the district and parish polls on 5 May.  I shall be grateful if you will assist me by publishing these notices on my behalf in your parish, either on or by no later than 25 March, to allow for the widest possible availability of information about the polls taking place.

I will send you other notices during the election period, either in hard copy or by email and will try to keep you informed as the timetable unfolds. 
All election notices will be displayed at the London Road offices and on the Council’s website at www.uttlesford.gov.uk.

Nomination of Candidates

The nomination packs enclosed with my letter will include the following documents:

· Covering note listing the other documents provided
· Nomination paper, incorporating the candidate’s consent to nomination form and the certificate of authorisation to use a registered party description (not relevant to the majority of parish candidates)

· Guidance note on the correct completion of nomination papers

· Supplementary guidance for parish candidates (supplied by the Electoral Commission)
· The model Code of Conduct applicable to all parish councillors (unless a different version of the Code has been adopted by your parish council)

The Notice of Election and timetable is also included for candidates’ reference.  I regret that the candidates’ expense return and declaration is not yet available and will be issued individually to all parish candidates at the relevant time.

Please note in particular the following:

· A service of informal checking of nomination papers will be available to all candidates during the nomination period between the hours of 9.30am and 4.30pm (noon on the closing day).

· All of the officers involved in checking nominations will do their utmost to assist candidates to submit correct nomination papers and will provide help and advice wherever possible.  However, please bear in mind the following:

· The delivery of nomination papers must be made to the Returning Officer or to a designated deputy, in the committee room at the London Road offices between the hours set out above.
· If nomination papers are delivered other than by hand as described above, the informal check will not be available and there will be no guarantee that the nomination paper will be received in time to be accepted.

· Defective or incomplete nomination papers can be taken away to be corrected if an informal check is requested in person but, if the nomination paper is not so delivered and is defective, it will be rejected.
· Only the candidate in person or, in certain circumstances, the candidate’s proposer or seconder, will be authorised to make substantive changes to the nomination, such as to a candidate’s description or other details.  Once the paper has been formally delivered, or received by means other than hand delivery, no further changes to the nomination will be allowed.  
· It is suggested that the parish clerk, as a paid officer of the parish council, should not be involved in either personally subscribing or delivering nomination papers.  It is the candidate’s own responsibility to complete and deliver the nomination paper.  That may seem an unduly prescriptive statement and it must be for each parish clerk to make a personal judgement about whether direct involvement in assisting candidates to submit their nomination paper is appropriate.  However, parish clerks will not be entitled to amend a nomination paper in any way, unless they are themselves either a proposer or a seconder, or unless authorised in writing by the candidate, except to add or amend the electoral number of a subscriber.
· It is entirely reasonable in my view for a parish clerk to assist any candidate, whether or not an existing councillor, by providing information from the electoral register as to the electoral number of anyone subscribing a nomination paper as a proposer or seconder.
· Please note in particular that the electoral number of a subscriber is incomplete without the distinctive letters of the polling district concerned, ie the letters AAA for Ashdon parish.  Without the addition of these letters, the nomination paper will be rejected.   
· There is no provision to inspect nomination papers during the nomination period itself and no information about which candidates have or have not been nominated will be given out until after the nomination period has closed.
· Once the nomination period has closed, my office will be extremely busy checking all of the nomination details, and preparing the statement of persons nominated notices, and the draft ballot papers.  I will do my best to provide information about nominated candidates to parish clerks wherever possible but I would ask you to keep requests for information at this stage to a minimum.
· The statement of persons nominated for each parish will be added to the website as soon as all details have been thoroughly checked.  This will be by no later than the morning of Wednesday, 6 April.  At this stage it will be apparent where contested elections will be taking place.

· However, candidates may withdraw, in writing to the Returning Officer signed by a witness, by no later than noon on Thursday, 7 April.  After that time the list of candidates in each parish and parish ward will be definitive.
· The final list of candidates for those parishes with contested elections will be included in the Notice of Poll to be published on Friday, 8 April and copies of this notice will be sent to you where appropriate.

Poll cards

Parish councils have the right to request the provision of poll cards for parish elections by no later than the close of nominations.  However, the parish would have to meet the full cost of printing and delivery.

The combined referendum and district ward poll cards will state that there will be a parish election, where contested, and it is therefore unnecessary for parishes to request separate parish poll cards.

Postal voting

Combined referendum and district ward postal ballot paper packs will be sent to all qualifying electors on either Friday, 15 April or on the following Monday.  Parish postal packs will be printed and issued separately and will probably be posted at least one working day later.
The reason for this is the difficulty of printing three ballot paper numbers on the security statement that accompanies the ballot papers and also the irregular pattern of parish contests.

Election of uncontested candidates

I am proposing to declare elected those candidates remaining nominated in uncontested elections probably during the week beginning Monday, 11 April.  I will send you full details, together with notices for publication at that time.  Unopposed candidates do not come into office until the fourth day after the election (Monday, 9 May) and must still make the statutory declaration of acceptance of office before they can act in that capacity.

Co-option 
If insufficient nominations are received to fill all of the vacancies to be filled at the election, the parish council is able to co-opt any qualified person or persons provided there are enough newly elected members to constitute a quorum (at least one third of the whole number of councillors but not less than three).  The parish council must exercise this power within 35 days as computed, that is, Wednesday, 22 June.  After that date the District Council may exercise its power to order a fresh election to be held.  Any cost directly attributable to this process will (as in the case of all election costs) be reclaimed from the parish council.  Further advice about the procedure to adopt in these circumstances will be issued at the relevant time.

Counting of votes
The counting of votes for all contested parish and town councils will take place at the Lord Butler Leisure Centre, Saffron Walden on Friday, 6 May.  District ward results will be declared first, followed by contested parish results.  I do not expect to be in a position to start counting parish elections before 12.00 but it will not be possible to provide precise timings for the commencement of any count.  Candidates and their counting agents are entitled to attend the count but I do not propose to allow parish and town clerks entry to these proceedings.  

Results

Once individual results are declared the intention is that they will be uploaded to the website as quickly as possible.  I will try to ensure that results are available at London Road as soon as possible after they are declared but please bear in mind that the count activities are based at the Lord Butler Leisure Centre and it may not be possible to answer telephone enquiries fully on that day.  If it is possible to provide a telephone helpline during the count I will do so.  All results, including those for district wards, should become available at some stage during Friday (unless it becomes necessary to adjourn any counts or recounts to Saturday morning) and I will do my best to ensure that parish results are available as quickly as possible that day.  

Declaration of result sheets will be emailed and/or posted to parish councils either on Friday, 6 May or on the following Monday.  This will constitute formal notice of the names and addresses of newly elected parish councillors.

As already notified all elected councillors, whether in contested or uncontested elections, legally take up their office on Monday, 9 May.
I apologise for the length of this letter but felt that it will be helpful for you to have full access to as much information as possible about the election in one document.  If there is anything further you would like to know at this stage please let me know.
Yours sincerely
Peter Snow

Democratic and Electoral Services Manager

for Chief Executive
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