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Foreword  

This manual will acquaint you with the role, activities and responsibilities of a Returning Officer, and 
should be read together with the Local Government Act and Local Government (Electoral) 
Regulations to gain a sound knowledge of electoral procedures.  

 
This knowledge will help you make reasonable and consistent decisions on matters arising during 
the course of the election.  

 
The manual is divided into 13 sections and details the election procedures in time sequence. 
Appendices are also included at the end of this document.  

 
All Returning Officers and Electoral Officials should agree to the following criteria: 
  

 to have no association with candidates outside your role as Returning Officer or Electoral 
Official 

 refrain from commentary on election matters at all times 

 disclose interests that may impact on impartiality 

 decline gifts and hospitality offered in the performance of duties 

 provide timely and responsive services 

 be aware of time constraints contained in directions and legislation 

 be accessible and available 

 honour the confidentiality of information and do not divulge elector, candidate or complaint 
details 

 carry out electoral duties fairly and honestly in accordance with the Local Government Act and 
Local Government (Electoral) Regulations. 

 
It cannot be expressed strongly enough the need for strict adherence to procedures in this manual, 
both for yourself and other staff in whatever position they may be working, throughout the election 
cycle. As Returning Officer, you have been entrusted with a statutory duty to conduct elections 
according to law.  
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Section 1: Role and responsibilities of Returning Officers (RO) 

1.1 Role of the RO 

The role of a RO is to manage the conduct of the election in accordance with the legislative 
provisions of the Local Government Act, Local Government (Electoral) Regulations and the 
requirements detailed in this manual.  

 
You are required to personally perform specific duties and accept responsibilities that cannot 
be delegated.  

 
These include:  

 review of election arrangements and budget/staffing allocations  

 declaration of nominations and the draw for positions of names of candidates on ballot papers  

 conduct training sessions for polling officials  

 management of all scrutiny procedures including the recheck, declaration vote counts and the 
final distribution of preferences 

 completion of election returns  

 declaration of the poll.  

 
ROs should be aware that at all times, their actions and decisions are under scrutiny and can be 
subject to review by the Northern Territory Civil and Administrative Tribunal. A RO must maintain 
a position of strict impartiality and must not be a member of a political party or have any political 
affiliation.  
 

1.2 Outline of RO duties  

The major tasks and responsibilities of each RO in the lead-up to, during and after the election, 
are detailed below.  
 
1.2.1 Advice of vacancy through to call for nominations 

 prepare a timetable 

 prepare an estimate of costs 

 produce an election plan 

 inspect and report on suitable venues/premises for use as polling booths  

 liaise with contacts at declared institutions to discuss voting arrangements, suitable visiting 
times and to finalise schedules  

 prepare mobile polling schedules where required 

 assess staffing requirements 

 liaise with prospective candidates 

 arrange contracts for printing of ballot papers and certified lists 

 prepare statutory advertisement 

 advise the Northern Territory Electoral Commission (NTEC) of timetable to allow for roll 
products to be ordered.  

 
1.2.2 Close of roll 

 advertise close of roll date in relevant newspapers 

 ensure the election office is opened as advertised 

 monitor fax and email regularly and at close of roll 

 clear mailbox daily and at close of roll 

 receive and check enrolment forms and forward to NTEC. 
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1.2.3 Call for nominations through to close of nominations 

 advertise call for nominations 

 ensure the office is opened as advertised 

 monitor fax and email regularly and at close of nominations 

 make arrangements for printing of ballot papers 

 clear mailbox daily and at close of nominations 

 receive and check nominations from candidates 

 declare final nominations received as at close of nominations  

 conduct the draw to determine candidate positions on the ballot paper 

 provide information to printer of ballot papers 

 sign-off on printer’s ballot paper proof. 

 
1.2.4 Close of nominations through to polling day  

 receive and check delivery of ballot papers  

 prepare statutory advertisements (including early voting and election day polling places) 

 confirm polling places 

 appoint staff, send training materials and conduct face-to-face training 

 train early vote issuing officers 

 monitor voting at early vote centres  

 commence processing postal declaration envelopes  

 prepare polling materials 

 conduct training for mobile polling staff, polling place Officers in Charge (OIC) and declaration 
officers 

 prepare certified lists  

 participate in election results processing trials  

 advise candidates of the recheck arrangements for the Sunday following polling day.  

 Arrange access for software to count votes?  

 
1.2.5 Polling day  

 visit polling booths to ensure correct procedures are being followed  

 be responsive to emerging polling, count and scrutiny situations  

 ensure complaints and offences are dealt with properly  

 liaise with Officers In Charge to ensure there are no material shortages in booths  

 after 6:00 pm, conduct early vote and postal vote counts 

 receive results from polling booths  

 inform stakeholders of polling night results 

 coordinate the return, checking and secure storage of polling booth materials  

 prepare for recheck of ballot papers on Monday after polling day.  

 
1.2.6 Post polling week  

 advise candidates of declaration vote count and scrutiny arrangements  

 process payments for polling staff 

 conduct a full recheck of votes counted on polling night 

 process declaration vote envelopes  

 conduct declaration vote counts and rechecks 

 conduct final declaration vote counts and rechecks 

 conduct the distribution of preferences following postal cut-off at 12:00 noon on the 6th day 
after polling day 
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 Publish notice of results. 

 
1.2.7 Final arrangements  

 arrange declaration of the poll and advise candidates  

 declare the poll 

 advise the CEO of Council and Minister for Local Government of the result 

 package and clearly label election material for storage at Council.  

 

1.3 Election timetable 

A timetable is to be produced for each election. The following sections of The Act and Regulations 
are to be followed in formulating a timetable: 
 
 notice inviting nominations - LGER r6 (at least 43 days before polling day) 

 close of electoral roll - LGER r11 (5:00 pm on the 32nd day before polling day) 

 close of nominations - LGER r3, 8 (12:00 noon on the 23rd day before polling day) 

 declaration of nominations’ draw for position on ballot papers (if more than the required 
number of nominations are received) - LGER r10 

 postal vote mail-out commences - LGER r27(2) (ASAP after draw for position) 

 early voting commences - LGER r3 (ASAP after draw for position) 

 mobile polling commences - LGER r3 

 overseas postal voting dispatches cease - LGER r27(3)(a) (5:00 pm on the 4th day before 
polling day) 

 all postal voting dispatches cease - LGER r27(3)(b) (5:00 pm on the 2nd day before polling day) 

 early voting ceases - LGER r3 (5:00 pm on the day before polling day) 

 polling day - LGA ss84(2), 85 

 static polling commences - LGER r 3, 37 (8:00 am) 

 static & mobile polling cease - LGER r 3, 32(1) (6:00 pm) 

 primary counts of ordinary votes in static polling places commence - LGER r41 

 preliminary scrutiny, primary counts of postal & early votes commence - LGER r46 

 declaration vote verification checks commence, recheck of all counts - LGER r46 

 primary counts of accepted declaration votes, further postal counts 

 deadline for receipt of postal votes - LGER r51(2) (12:00 noon on the 6th day after polling day) 

 final counts of postal votes commence - LGER r46 

 distribution of preferences - LGER r54 

 declaration of results of poll - LGER r56. 
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Section 2: Polling places and staffing 

2.1 Polling booth venues/premises  

The choice of premises is important and care needs to be taken in assessing a particular building’s 
access, safety and general suitability. Where practicable, ROs should use: 

 government and/or private schools 

 council premises 

 halls. 
 

You must negotiate a hire fee that includes all costs including cleaning, lighting and security  
(if applicable). 
 

A full on-site inspection must be conducted for each venue to determine: 

 the suitability of the venue  

 public liability requirements 

 the availability of sufficient furniture to be used on polling day  

 the correct classification of wheelchair access  

 facilities for polling staff 

 sufficient lighting.  
 

Prior to inspection, you must telephone the contact person at each venue to discuss availability and 
to make a booking. Early contact is important to ensure the venue is not booked for another 
function.  
 
While at the venue, you must also confirm that the details of the booth are described accurately for 
advertising purposes and circulation to candidates. You must ensure the following details are 
correct: 

 name of the venue/premises  

 address details (including any essential specifics i.e. enter via Smith Rd)  

 level of wheelchair accessibility.  
 
It is essential that these details are described accurately to avoid any confusion by electors. 
The use of licensed premises should be avoided where possible and under no circumstances should 
liquor be sold or consumed on the premises while the polling booth is open for voting or the 
scrutiny and count of ballot papers (LGER 14(2)). 
 

2.2 Materials and equipment 

Materials for polling places are allocated based on the estimated number of votes expected and the 
number of staff appointed. 
 
The essential materials required are: 

 certified lists – one per ordinary issuing officer 

 Territory-wide reference roll – one per declaration issuing officer 

 ballot papers (ordinary) – as per estimated vote plus extras 

 ballot papers (declaration) – a small number for by-elections as no absent voting 

 ballot boxes – one large for ordinary votes and one small for declarations 

 ballot box seals 

 voting screens – based on number of estimated votes 

 stationery. 
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2.3 Election staffing  

2.3.1 Categories of polling booth staff  

The categories of staff and criteria for appointment are shown in the following table. 

 
2.3.2 Appointment of polling booth managers  

It is your responsibility to select and appoint a suitable person to manage each: 

 static polling booth 

 Early Voting Centre 

 postal centre 

 mobile team.  
 

Before selecting a manager, be aware that their performance not only reflects the public image of 
the administration, but may also impact significantly on your work as RO. It is highly desirable that 
managers possess strong interpersonal and proven management skills.  
 

2.3.3 Appointment of polling staff  

Polling staff are generally recruited from staff employed at previous elections who have provided 
satisfactory service. However, staff without election experience should not be disadvantaged if they 
have the skills to learn and undertake the role. 
  
ROs need to be aware of the existence of ethnic communities within the area and consider the 
need to employ staff who can speak relevant language(s). 
 

It is recommended that staff be at least 18 years of age and must not be a relative of, 
or associated with, a candidate.  
 

The process for appointing polling staff is no different to the appointment of OICs. You must liaise 
with prospective staff to ascertain their availability to work on polling day and then arrange for an 
offer of employment and relevant paperwork to be forwarded to them. 
 
The number of votes issued in pre-poll offices generally commences slowly and increases 
significantly in the last week prior to polling day. You should employ minimal staff during the 
quieter periods and build up staff numbers as required in the last week, particularly in the last three 
days. 

Category of staff  Criteria  

Officer in Charge (OIC)  One appointed for each static polling booth  

Deputy polling booth manager (2IC)  One appointed in booths with 5 or more issuing tables  

Declaration vote Issuing Officer (DIO)  One appointed for each 100 anticipated declaration votes issued.  

Note: In booths that take up to 30 declaration votes, no DIOs are 

appointed.  

Polling Official (PO) – ordinary vote 
issuing officer  

One appointed for each 600 anticipated ordinary votes issued.  

Polling Official (PO) – ballot box guard  Appointed in booths taking 500 or more anticipated ordinary votes  

Early Vote Centre (EVC) manager One appointed for each (EVC) 

Early Vote Centre issuing officer Appointed based on expected number of votes in each EVC 

Postal voting officer Appointed based on expected number of postal applications 

Mobile Team Leader (MTL) One appointed for each mobile team 

Deputy mobile team leader One appointed for each mobile team 

Mobile Team Member (MTM) One appointed for each mobile team 
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2.3.4 Finalise polling booth staff  

You should ensure that employment for all your polling staff is finalised and relevant paperwork has 
been received.  

 
Individual circumstances of staff may change after their initial appointment and they may no longer 
be in a position to work on polling day. In this instance, a replacement staff member must be 
appointed immediately and the necessary paperwork forwarded to them. You should have a 
contingency plan to cover for the late unavailability of a staff member(s) or a booth being 
unexpectedly under-resourced (i.e. have a number of people on standby who can be appointed in 
case of an emergency). 
 
2.3.5 Training session details provided to staff  

You must determine a schedule of training sessions and advise staff of the relevant dates and 
times. Staff requiring face-to-face training includes: 

 OICs and 2ICs  

 Declaration vote Issuing Officers - DIOs 

 Early Vote Centre, postal centre and mobile polling staff. 
 

Training sessions for static polling booth officials are normally held in the week prior to polling day 
and sessions for other officials are held prior to the commencement of their duties. 

Section 3: Close of electoral roll 

The roll for the election closes at 5:00 pm on the day specified in the timetable.  Enrolment forms 
may be completed online or lodged at regional or council offices and must be in the hands of the 
Australian Electoral Commission (AEC) by 5:00 pm that day. All completed enrolment forms 
received must be faxed or emailed to the AEC before the close of roll deadline to ensure that 
applicants’ names are shown on the election roll for the election. 
 
The enrolment form has one page for the applicant to complete: 

 the applicant may provide a driver licence number OR passport number as evidence of identity 

 if neither of the above is available, another enrolled person can confirm the applicant’s identity 
by signing the form 

 the applicant must sign. 

 
The relevant council must send a request to the NTEC for access to the roll of voters prior to the 
roll closure period. The NTEC will then provide the roll data to the council within two (2) days of the 
roll cut off period. 
 

3.1 Printing certified lists (roll of voters) 

It will be the responsibility of the RO to arrange the printing of certified lists that will be used in all 
polling places to issue votes. 
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Section 4: Nominations  

4.1 Candidate kits 

You and your staff must be familiar with the different deadlines for the council elections. 
The detailed timeline is available in the election timetable. 
 
The qualifications for, and disqualifications from, being a councillor are set out in the Candidate 
Handbook.  
 
You should collate a number of candidate kits. Each kit will contain: 

 nomination form  

 candidate handbook 

 scrutineer handbook 

 appointment and declaration of scrutineer 

 timeline of key election dates 

 RO contact details 

 a map. 

 
4.2 Voters’ roll for candidates 

There is no provision under Northern Territory legislation for providing a copy of the voters’ roll to 
candidates. The roll is provided to the CEO, who will make it available to the RO after certain 
undertakings have been made concerning use of the roll for election purposes only and its 
destruction or return to the NTEC following the election. 
 

4.3 Lodgement of nominations 

Nominations can be received during office hours from the day on which the nominations are invited 
until 12:00 noon on nomination day. A checklist is provided in Appendix 1 to use when receiving 
nominations in order to ensure that all nominations are treated equally. 
 
A nomination form for a council election can be lodged before the roll closes. In that case DO NOT 
SIGN AND ACCEPT the nomination at that point. Check that the form is in order and advise the 
candidate of any deficiencies that need to be addressed. Also advise that final verification of the 
nomination and nominators must wait until after roll close and the election roll is available to check 
elector details. Make sure a contact number is available in case it is needed. 
 
You must confirm that a candidate is enrolled for the council area and that the nominators are 
enrolled for the Ward (where the Council is subdivided into Wards) or for the Council if not 
subdivided.  
 

It is essential that you ensure the date of enrolment is prior to the close 
of roll. 

 
4.3.1 Qualifications to nominate 

A person is qualified to be a candidate for the office of councillor if he or she: 

 is enrolled as an elector within the council area 

 does not hold a judicial position (Justice of the Peace excepted) 

 is not bankrupt or in an arrangement with creditors under the Commonwealth Bankruptcy 
Act 1966 

 is not sentenced to a term of imprisonment (which has not expired) of one year or more 

 is not an employee of the council named on the nomination form 



 13  

 
 

 

 is not owing council rates or surcharges and has failed to discharge the debt within six (6) 
months of the debt becoming due and payable  

 is not certified mentally unfit to carry out the functions of a member.   

 
The onus is on the prospective candidate to ensure she/he is eligible before 
making their declaration. It is an offence to provide false and misleading 
information to an authorised officer in connection with an election.  

 
You must not question a person’s qualification to nominate, nor reject a nomination form on the 
grounds of a person’s ineligibility to nominate. 
 
People with queries about qualification to nominate should be referred to the Candidate Handbook 
and to the Local Government Act. You must not interpret these provisions, but should advise 
enquirers to seek legal advice. 
 
A check must be conducted to ensure that a person nominating is on the certified list of voters 
for the council area. The nominators must be on the relevant ward /council roll as applicable.  
 
A person must not nominate as a candidate for more than one local government election held on 
the same day. If a person makes nominations in contravention of this, all their nominations are 
void. 
 
4.3.2 Candidate not on certified list of voters 

You must reject a nomination from a person who is not enrolled on the certified list of voters for the 
election. 
 
4.3.3 Receiving a nomination 

When receiving a nomination, you must: 

 immediately note the current date/time of lodgement on the bottom of the form. This is the 
date and time to be entered into the nomination’s application provided the nomination has 
passed all checks. The only time it would be different is if there was a problem with the 
nomination and the candidate had to resubmit their form or wait for the roll to close before full 
processing can take place  

 check the form thoroughly. If candidates do not have a separate contact person they should be 
asked what number they would prefer published as their contact number. It is not compulsory 
to have anything in the contact person section 

 check the candidate has signed the form 

 check that an email address is provided for general communication 

 check that the photograph is for public use such as website. 

 
If all details are in order, accept the nomination. 
 
4.3.4 Candidates who are silent electors 

Candidates who are silent electors must include their entitlement/enrolled address on the 
nomination form, but this address is not to be advertised or made public. 
 
Ensure that the address on any silent elector nomination form is blacked out on a copy with 
a marker, before making it available for inspection with the other (non-silent elector) nomination 
forms. The original silent elector nomination form should be kept separate and secure. 
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4.3.5 Rejecting a nomination 

A nomination form must be rejected if it does not contain: 

 the ward/council (as relevant) for which the candidate is nominating 

 the candidate’s name 

 the candidate’s signed nomination 

 the candidate’s signed declaration 

 it is received before the close of roll or after 12:00 noon on nomination day. If the former, hold 
until roll data can be verified and make sure contact details are noted 

 the person nominates for more than one local government election to be held on the same day. 
If a person makes nominations in contravention of this, all their nominations are void 

 the person is not on the electoral roll for the council area 

 the nominators are not on the certified list for the council area or ward, if relevant 

 the form in which the candidate’s name is to appear on the ballot paper. 

 
Provided the form is being processed prior to the close of nominations, the 
candidate may add the missing details in your presence or return it prior 
to the close of nominations. The lodgement time would then need to be amended 
to the time when the missing information was added. 

 
In rejecting a nomination form, you should: 

 advise the candidate or representative immediately that the nomination form was defective 
and will be rejected 

 give reasons for this decision 

 advise the candidate or representative of the action necessary to correct the defect 

 photocopy the nomination form, note on the copy the reasons for rejection and the date, 
and return the original nomination form to the candidate or representative 

 remind the candidate of the date and time for close of nominations. A new or corrected 
nomination form may be accepted until 12:00 noon on nomination day. 

 
4.3.6 Withdrawal of nomination  

A candidate may withdraw the nomination form at any time prior to the close of nominations 
by completing the Notice of Withdrawal and submitting it to you.  
 
A candidate may wish to withdraw a nomination form for a particular ward just prior to close of 
nominations at 12:00 noon in order to nominate for another ward. In this case, the candidate will 
need to provide a new nomination form signed by nominators from that ward. 
 
4.3.7 Form of name on ballot paper 

When names are printed on a ballot paper the SURNAME and INITIALS should be in capitals  
(e.g. SMITH, T. E.).  If the surname normally has any lower case letters or accents they must be 
clearly specified on the form (e.g. MacALISTER, van LEW or GLASÉ). The format of initial(s) 
includes a full stop and, if more than one initial, a space between each letter (e.g. T. E.). 
 
The surname may not be varied from what is on the roll. If a person attempts to nominate using a 
name other than their enrolled name, they must attach evidence of the change of name to the 
nomination form.  
 
The given name or names must be in title case (e.g. MacALISTER, John P. or De FRIES, Joan 
Anne). A commonly accepted variation or initial of the given name may be used, including an 
abbreviation or an alternative form of that name. A commonly used other given name, specific to 
the candidate by which the candidate is usually identified, may be used. The candidate is required 
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to produce evidence to your satisfaction that it is a name by which the candidate is usually 
identified. This includes a middle name used as the first name. Titles (e.g. Dr, Prof.) are not 
permitted. 
 
If you consider a name specified is not acceptable, the candidate should be advised and asked to 
provide a commonly accepted variation of their name. If the candidate refuses, you must advise 
that the candidate’s name will appear on the ballot paper in the form in which the candidate is 
enrolled.  
 

4.4 Determination of nominations and draw for position on ballot paper 

Once all nominations have been checked and accepted, you must officially declare all accepted 
nominations. You must then determine the order of the names of candidates on the ballot paper for 
each ward or council. The position on the ballot paper is determined by a manual draw. 
 
You must notify all candidates and the council details of the date, time and location of the draw. 
Candidates, members of the public and the media may be present at the draw. 
 
You conduct the draw, normally with the assistance of at least two other persons.  
 
It is strongly advised that you have a practice run with your staff to make sure everyone is fully 
conversant with their roles in the procedure. Thorough preparation will ensure that the draws are 
completed smoothly.  
 
4.4.1 Conducting a manual draw  
 
You should ensure the following equipment is ready: 

 the script (Attachment B) 

 a barrel 

 a set of balls equal to the number of candidates 

 a blindfold for an assistant. 

 
The procedure to follow is: 

 blindfold the assistant 

 using the script, explain to the gathering that a single draw will be conducted to determine the 
order of candidates on the ballot paper 

 place in each ball a slip containing a candidate’s name after showing the slip to the gathering 

 place the balls in the barrel and rotate it 

 open the barrel and invite the blindfolded assistant to withdraw a ball from the barrel and hand 
it to you 

 open the ball and read out the number of the candidate. Paste the slip on the first line in the 
column headed ballot paper order 

 repeat this process until all balls have been drawn from the barrel. 

 
On completion of the draw, make a final check that all candidates are accounted for. 
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Section 5: Ballot papers  

5.1 Printing of ballot papers to RO  

The printing of ballot papers will commence as soon as possible after the declaration of 
nominations and draw for position. 

 
It is vital that you check ballot paper proofs prior to the commencement of printing to ensure that 
the following details are correct: 

 there is a proof for declaration and postal ballot paper and ordinary ballot paper 

 the correct council/ward is shown 

 the instructions for completing the ballot paper are correct 

 the candidates appear in the correct order as per the draw 

 the candidates’ names are spelt correctly 

 the correct photo is shown for each candidate. 

 
5.2 Receipt and storage 

On receipt of your delivery you must count and check the ballot paper bundles to ensure that you 
have received the correct quantities. 

 
Although polling managers are responsible for counting their allocation prior to polling day, it is 
important that you count the ballot papers. 

 
You must ensure that your supply of ballot papers is stored securely at all times. 

 
Ballot Papers are to be allocated to polling places as per the inventory. Allocate the majority of your 
ballot papers to polling booths and keep a small supply for any emergencies on polling day. 

Section 6: Candidates, scrutineers and campaign workers 

Candidates, scrutineers and campaign workers have very different responsibilities and rights at 
polling places. 
 

6.1 Candidates  

Candidates are not allowed to take part in any way in the conduct of an election for which they 
have nominated. They cannot appoint themselves scrutineers for the election and they may not 
enter the polling place except to record their vote. Candidates are able to mix with campaign 
workers and voters outside the 10 metre boundary of the polling place. 
 

6.2 Scrutineers  

Scrutineers are appointed by candidates to observe the voting and counting of votes and are 
entitled to be inside polling places and at scrutinies. They play an important role in the election 
process as they represent the candidate's interests to ensure that voting and the counting of votes 
is conducted in accordance with the provisions of the relevant Act. Scrutineers must not wear any 
political advertising while in a polling place. 
 

6.3 Campaign workers 

Campaign workers usually hand out how to vote material at polling places. They are not permitted 
within 10 metres of a polling place unless they are voting. 
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Section 7: Early Vote Centres (EVCs) 

7.1 Setup 

If you are responsible for managing an EVC you must ensure the office is set up in advance with 
appropriate furniture and equipment including tables, chairs, voting screens and a sealed ballot box. 
 
EVCs commence operation as soon as ballot papers are available. Normal hours of business are 
from 8:30 am to 4:30 pm Monday to Friday with the exception of the day prior to polling day where 
the hours are from 8:30 am to 5:00 pm. 

It is a statutory requirement that the times, dates and locations of all planned 
early voting be publicised. 

 

7.2 Security and safety of election material 

Ensure the security and safety of ballot papers, ballot boxes, certified lists etc., at all times. Do not 
leave important materials unattended and keep reserve stocks of ballot papers away from public 
view. 
 
Make sure the overnight storage area is safe and secure and use a lockable fireproof cabinet for the 
smaller items if possible. 
 

7.3 Monitor voting procedures  

During polling you must monitor the team to ensure the correct procedures are followed. 
In particular, ensure: 

 the compulsory question is being asked (LGER r19) 

 ballot boxes, declaration vote envelopes and unused ballot papers are kept secure at all times 

 declaration vote envelopes are signed by both the elector and issuing officer. 

 
At the end of each day you must reconcile and balance ballot papers.  
 

7.4 Electors unable to vote  

If you are notified that an elector is unable to vote at the election, record the elector’s details.  

 
All information relating to electors unable to vote, either at a polling booth or at your early voting 
centre, must be returned to council to avoid non-voter action commencing against the elector. 

 
7.5 Providing voter assistance 

The most important task for early voting officials is to ensure every elector has the opportunity to 
cast a formal vote. The only test to be applied before assisting an elector is that the elector would 
otherwise be unable to vote. 
 

An early vote officer or a person nominated by the elector may provide the assistance. 
 

If an elector asks for assistance to vote, then such support as is necessary to enable the elector to 
vote must be provided. This assistance may come in the form of: 

 completing or assisting the elector to complete a declaration 

 explaining the process of marking the ballot paper 

 marking or assisting the elector to mark the ballot paper  

 folding the ballot paper and placing it in a declaration envelope. 
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Assistance by a polling official is to be given in the presence of any scrutineers, or if none are 
present, then in the presence of another officer. 
 
7.5.1 Assistance by an early voting official 

Where you give assistance to an elector, the following rules apply: 

 scrutineers are able to listen to any instructions and observe the assistance given to the 
elector, but they must not converse with the elector in any way 

 assist the elector to mark the ballot paper in accordance with a how-to-vote card or other form 
of written instructions provided by the elector 

 a witness must be present when the ballot paper is marked for the elector (if no scrutineers are 
available then another early voting officer must be present) 

 an interpreter is entitled to be present at all times if required by the elector 

 hand gestures should not give any indication of a method to mark the ballot paper, 
in particular, pointing up and down the boxes on the ballot paper must be totally avoided. 

 
7.5.2 Assistance by a person nominated by the elector 

Early voting officials or scrutineers may not observe a person assisting the elector to vote. 
The same rule applies to early voting officials where the elector nominates a scrutineer to provide 
assistance. 
 
7.5.3 Assistance to electors voting outside an early voting centre 

An elector may vote outside the EVC (but in close proximity) if you are satisfied that elector is 
unable to enter the early voting centre because of a physical disability, illness, advanced pregnancy 
or other condition. 
 
Scrutineers are able to observe the process. 
 
Should the elector require assistance to vote, that assistance will be provided under the same 
conditions as if the elector was inside the early voting centre. 
 

7.6 Issue ballot paper(s) 

Ballot papers must be initialled on the back prior to issue. Advise the voter to proceed alone to the 
voting screen and mark the ballot paper(s) in accordance with the instructions. If it is a declaration 
vote, ask the voter to return the ballot paper to you for insertion into the declaration envelope. 
Ordinary voters should be advised to place the ballot paper in the ballot box. 
 

7.7 Spoilt and discarded ballot papers 

7.7.1 Spoilt ballot papers 

An elector who claims to have spoilt a ballot paper must be given a fresh ballot paper, but only 
after returning the spoilt ballot paper to you. 
 
If the elector is unable to return the original ballot paper, do not give a fresh ballot paper to the 
elector. 
 
When the spoilt ballot paper is handed back: 

 cancel the ballot paper by writing ‘spoilt’ across the front 

 place the ballot paper in a spoilt or discarded ballot paper envelope and seal it 

 tick the spoilt box 

 sign the spoilt or discarded ballot paper envelope and add the name of the early voting centre 
and the date, before giving the elector a replacement ballot paper.  



 19  

 
 

 

7.7.2 Discarded ballot papers 

You may find ballot papers that have been dropped in the EVC, left in voting screens or discarded 
with how-to-vote cards. 
 

These are classified as discarded ballot papers and are not to be included in the count of ballot 
papers, therefore do not put them in the ballot box. 
 

When a discarded ballot paper is found: 

 cancel the ballot paper by writing ‘discarded’ across the front 

 place the ballot paper in a spoilt or discarded ballot paper envelope and seal it 

 tick the discarded box 

 sign the spoilt or discarded ballot paper envelope and add the name of the EVC and the date. 

 

7.7.3 General 

Use a separate spoilt or discarded ballot paper envelope for each ballot paper when processing 
spoilt or discarded ballot papers. 
 

In order to keep the completed spoilt or discarded ballot paper envelopes safe and secure, place 
them with the unused ballot papers for reconciliation at the end of polling. Do not place 
completed spoilt or discarded ballot paper envelopes in the ballot box. 
 

7.8 Calculation of ballot papers issued 

At the end of each day calculate and record the daily issue of ballot papers: 

 record the number of ballot papers on hand at start of the day  

 record the number of additional ballot papers received (if any) 

 record the number of spoilt ballot papers  

 record the number of unused ballot papers  

 record the number of discarded ballot papers. 

 

At the end of the last polling day reconcile all ballot papers by calculating the daily issue of ballot 
papers to determine total ballot papers issued. 
 

7.9 Completing returns  

At the conclusion of the early voting period you must reconcile the ballot papers allocated for early 
voting in your return; enter the number of ballot papers cancelled/spoilt, unused and issued to 
electors. 
  

7.10 Sorting and packaging early voting material  

The final sorting and packaging of early vote materials can commence at the close of business 
on the night prior to polling day. 
 

You must process the material as follows: 

 open your sealed declaration ballot box and extract all declaration vote envelopes issued 

 cross-check against the total numbers recorded in the return 

 pack envelopes into the plastic bag 

 pack certified lists 

 pack all other material. 

 

The ordinary vote ballot box is not to be opened until after 6:00 pm on polling 
night. It is to be stored securely until the scrutiny. 
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Section 8: Postal voting procedures 

8.1 Mandatory postal ballot 

Where a by-election is to be conducted as a mandatory postal ballot, refer to the Mandatory Postal 
Vote Manual 2015, which details the procedures to be followed. 
 

8.2 How and when to apply 

On request, the elector is posted or faxed a postal vote application which they are to complete and 
return by post or facsimile. Postal ballot papers and a postal vote certificate envelope are forwarded 
to the voter, who votes, places the ballot paper in the already addressed certificate envelope and 
mails it to the RO. 
 

Wherever possible, encourage voters to have an early vote rather than a postal 
vote as the margin for error is less and it is more convenient. 

 
An elector may apply for a postal vote after the invitation for nominations of candidates has been 
made. 
 

8.3 When will postal votes be issued? 

Postal votes are issued commencing as soon as possible after ballot papers are printed and ceases 
at 6:00 pm: 
 
 four days before polling day for forwarding addresses overseas 

 two days before polling day for forwarding addresses within Australia. 

 
8.4 Checking a postal vote application 

Check each application to ensure it: 
 
 contains the surname/family name, given names and place of residence of the applicant 

 indicates the address to which the postal vote is to be posted 

 is signed by the elector and a witness. 

 
An elector may sign using his/her mark. 

 
An application is NOT valid if one of the following applies: 
 
 the applicant’s name does not appear on the certified list 

 the application is not signed by the applicant 

 the applicant’s signature is not witnessed 

 the application is received after the deadline for the receipt of postal applications. 

 
8.5 Issuing a postal vote 

This procedure has four steps: 

 complete details on the application, allocating the next sequential number 

 complete the postal vote certificate envelope 

 select and initial the appropriate ballot paper(s) 

 insert in the window faced envelope, together with postal vote certificate, reply paid envelope 
and postal voting brochure, seal and forward to the elector. 
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8.6 Postal vote certificates returned within time 

Completed certificate envelopes received before 12:00 noon on the 6th day after polling day 
may be admitted to the count. Sort the returned certificate envelopes into numerical order and: 

 record the date of receipt 

 check for voter’s and witness’s signatures 

 check the date and time of signatures on the certificate 

 check the voter’s signature matches on the application 

 place in the ballot box. 

 
8.6.1 Record date of receipt 

Stamp the certificate envelope to record its time and date of receipt. 

 
8.6.2 Check signatures 

If there is no elector or witness signature on the certificate envelope, place a cross in the space 
provided for the signature(s) and write ‘REJECT’ on the side of the envelope. 
 
If there is an elector signature, find the relevant postal vote application and check that the 
signature on the application matches the signature on the certificate envelope. If the signatures 
match, tick the signature on the certificate envelope. If the signatures do not match, place a cross 
through the signature and write ‘REJECT’ on the side of the envelope. 
 
If there is a witness signature, tick the signature on the certificate envelope. 
 
8.6.3 Check date and time of signatures  

All postal voters must vote before 6:00 pm on polling day for their vote to be admitted to the count. 
 
Check the date and time recorded by the witness on the certificate envelope. If the date and time 
shown is before 6:00 pm on polling day, tick the date. If the date shown is after 6:00 pm on polling 
day, place a cross on the date and write ‘REJECT’ on the side of the envelope. 
 
Where no time and date are recorded on the certificate envelope, the postal vote may be admitted 
to the count if; 
 
 it was received before polling day or 

 it was posted before polling day (check postmark). 

 
If the above circumstances don’t apply the postal vote must be rejected. Place a cross on the space 
of the date and write ‘REJECT’ on the side of the envelope. 
 
Stamp all postal vote certificate envelopes received after 12:00 noon on the 6th day after polling day 
with the date of receipt and mark ‘REJECTED’. 
 
8.6.4 Place in ballot box 

Place all admitted and rejected certificate envelopes into separate sealed ballot box.  
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Section 9: Remote mobile polling 

9.1 Introduction 

Mobile polling is an established feature of elections in the Northern Territory and it allows electors in 
urban and remote areas to cast their votes in person if their personal circumstances do not allow 
access to early or postal voting, or a polling place on polling day. There is a separate manual for 
mobile teams which contains the procedures to follow before, during and after mobile polling in 
more detail. 
 

9.2 Polling officials 

9.2.1 Mobile Team Leader (MTL) 

The MTL has responsibility for and authority over, all aspects of the election processes during 
mobile polling. They are expected to exercise this authority and carry out their responsibilities in a 
professional and politically neutral manner at all times. 
 
Key responsibilities are: 

 receiving and checking all election and non-election material for the mobile team 

 setting up the polling place in each community or locality 

 managing the polling place 

 assisting electors with special needs 

 supervising polling staff during polling times 

 returning the polling place to its original condition 

 security of ballot boxes and polling equipment 

 maintaining the agreed mobile polling schedule including agreed contact with the RO 

 accounting for ballot papers 

 parcelling and returning the election material as arranged 

 maintaining a safe environment for your staff and electors. 

 
9.2.2 Deputy Team Leader (DTL) 

The deputy team leader assists the team leader in all aspects of planning and conducting mobile 
polling. 
 
Key duties are: 

 assist the MTL to maintain the polling schedule, set up at each locality and management of the 
polling place 

 recruit community electoral assistants and ensure all associated payment paperwork is 
completed 

 issue ballot papers to ordinary and declaration voters, with prime responsibility for declaration 
votes 

 assist with the scrutiny and packaging of election materials. 

 

9.2.3 Mobile Team Member (MTM) 

Key duties of MTMs are: 

 set-up the polling place at each locality 

 issue both ordinary and declaration votes 

 at the close of poll at each polling location, undertake a reconciliation of ballot papers for 
inclusion in the MTL’s return 

 after the close of polling at the last polling location, reconcile ballot papers and the certified list 

 after 6:00 pm on polling night, assist in the scrutiny and packaging of voting materials. 
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9.3  Mobile polling equipment 

Since facilities at some locations are very limited, teams are sometimes required to provide 
equipment for a polling place. Mobile teams should be provided with folding tables and chairs, and 
other equipment as appropriate. 
 
Team members will need to take adequate changes of clothing and other personal items. Luggage 
must not exceed the maximum size and weight allowed by each mode of transport, light aircraft in 
particular. 
 
Where necessary, MTLs should be given a satellite phone for communication with the RO. 
 
9.3.1 Security of material 

As the mobile polling team conducts voting over several days, you must emphasise to your MTL 
the importance of securing ballot boxes and unused election material at all times.  
 

Under no circumstances must a ballot box containing ordinary vote ballot papers 
be opened prior to 6:00 pm on polling day.  

 
Election material must not be left unattended and must always be in view of the staff while polling. 
Outside of polling hours the material must be locked away and hidden from public view. 
Election material must not be left in a vehicle overnight.  
 
Material returned by mobile teams must be kept secure in your office until the material is processed 
after 6:00 pm on polling night.  
 

9.4 Voter assistance 

Many Aboriginal electors may require assistance to complete a ballot paper. It is the MTL’s 
responsibility to ensure that this service is carried out in accordance with the instructions outlined in 
their manual. These reflect current legislative provisions for electoral services provided by mobile 
teams. 
 
A voter may nominate the MTL or another person e.g. a friend, relative or scrutineer to assist 
him/her to vote. 
 
If the nominated person is not the MTL, the voter and assistant may proceed to the voting screen 
to mark the ballot paper(s). 
 
If the MTL is asked to assist, it must be done in the presence of any scrutineers or, if none are 
present, then in the presence of another polling official. 
 
9.4.1 Procedure for providing assistance 

Some of the voters being assisted will be able to give clear instructions on how they wish to mark 
their ballot paper without the need for prompting. In that case the MTL: 
 
 marks the ballot paper 

 asks the voter to confirm, if necessary, that they have followed his or her instructions correctly 

 deposits the ballot papers in the ballot box or declaration envelope, as appropriate. 

 
Scrutineers observe only while witnessing this process, and not distract either the voter or MTL. 
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Where voters require more assistance, the MTL must: 

 read to the voter the names of the candidates in the order in which they appear on the ballot 
paper 

 ask the voter to indicate his or her preferences for the candidates individually – ask who the 
voter wishes to vote number '1' for, then '2' and so on 

 mark the ballot paper in accordance with the voter's instructions 

 ask the voter to confirm that they have marked the ballot paper according to his or her wishes 
by reading the markings back to the voter 

 fold the ballot paper and deposit it in the ballot box. 

 
MTLs must not: 

 make gestures (be careful of pointing to the names or photographs of individual candidates) or 
pass comments which might be construed as influencing the voter's intention 

 provide advice on how-to-vote cards. This type of information can be obtained by the voter 
from campaign workers outside the polling place 

 permit any discussion with or between scrutineers while the voter is being assisted. 

 
9.5 Itinerary 

You should make all the arrangements for mobile polling before teams set out from their base. 
Once schedules have been arranged, advise candidates, campaign workers, communities and 
transport charter companies of the mobile polling schedule. 
 
The schedule details the set periods for polling to take place at the different locations. The MTLs 
are responsible for maintaining their schedule. 
 

It is a statutory requirement that the times, dates and locations of all planned 
mobile polling be publicised.  

 
Communities to be visited by mobile polling teams will be advised about arrangements applicable to 
them. You should also endeavour to inform electors in nearby locations of those arrangements, so 
they may attend a polling place. 
 
Occasionally, it may be difficult for teams to keep to the scheduled times for polling or travelling 
between polling places. Sometimes more voters than anticipated will turn up at one location 
resulting in an extension of polling hours. Poor road or weather conditions or vehicle breakdown 
may also disrupt the polling program. 
 
In these circumstances, the regulations allow MTLs to extend or alter polling hours. If an MTL 
advises you that they need to alter the itinerary, you must give the maximum possible notice of 
changes to the itinerary to those affected, including voters, candidates and scrutineers. 
 
Where schedules are varied, check that the MTLs subsequent polling arrangements meet the 
following guidelines: 
 

 polling does not close before the re-advertised time, even if it seems unlikely that any more 
electors will come 

 if the start is delayed, continue to operate for the full advertised period e.g. if they open the 
mobile polling place 15 minutes late, continue 15 minutes past the advertised closing time 

 open longer than the advertised time if necessary to allow electors to vote 

 operate after dark if necessary, providing sufficient light is available. 
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9.6 Counts 

Mobile teams are usually required to conduct a scrutiny of their ordinary ballot papers commencing 
at 6:00 pm on polling day. 
 

The MTL is authorised to break the seals and open the ballot box while allowing any scrutineers 
present to confirm that the seal numbers are the same as the record of seal numbers in their 
return. 
 

The count procedure is included in the MTL manual and in Section 11 of this manual. 
 
At the conclusion of the count(s), MTLs are to reconcile their ballot papers, complete their return 
and return the election material in the plastic bags provided. Each bag must have the label attached 
to show its contents. 

Section 10: Urban mobile polling 

10.1 Introduction 

Urban mobile polling is dedicated to those who are institutionalised and not able to attend a polling 
place. The polling usually takes place at nursing homes, hospitals and prisons. 
 

10.2 Polling officials 

An urban team consists of a MTL and a team member. Urban teams do not have a DTL.  
 

The team leader has the same responsibilities and authority as a remote team leader.  They are 
expected to exercise this authority and carry out their responsibilities in a professional and politically 
neutral manner at all times.  
 

10.3 Security of material 

As the mobile polling team may conduct voting over several days, you must emphasise to your 
MTLs the importance of securing ballot boxes and unused election material at all times.  
 

Under no circumstances must a ballot box containing ordinary vote ballot papers 
be opened prior to 6:00 pm on polling day. 

 

Election material must not be left unattended and must always be in view of the staff while polling. 
Outside polling hours, the material must be locked away and hidden from public view. 
Election material must not be left in a vehicle overnight.  
 

Material returned by mobile teams must be kept secure in your office until the material is processed 
after 6:00 pm on polling night.  
 

10.4 Voter assistance 

The procedures for providing voter assistance are identical for all types of polling. You must ensure 
that MTLs are conversant with these procedures. Refer 10.4.1. 
 

10.5 Itinerary 

You should liaise with the institutions and make all the arrangements for mobile polling. 
Once schedules have been arranged you must advise the candidates. 
 

The schedule details the set periods for polling to take place at the different locations. The MTLs 
are responsible for maintaining their schedule. 
 

It is a statutory requirement that the times, dates and locations of all planned 
mobile polling be publicised. 
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Occasionally, it may be difficult for teams to keep to the scheduled times for polling.  
 
In these circumstances, the MTLs are to contact you with a view to extend or alter polling hours. 
If you alter the itinerary, you must give the maximum possible notice of itinerary changes to those 
affected, including voters, candidates and scrutineers. 
 

10.6 Counts 

Urban mobile teams usually complete polling on the day before polling day and are required to 
return all material to you. You are to arrange for the conduct of the scrutiny of ordinary ballot 
papers commencing at 6:00 pm on polling day. 

Section 11: Polling day 

11.1 Overview 

Static polling places are open from 8:00 am to 6:00 pm precisely. You must be accessible on polling 
day from 7:00 am until late at night to enable contact with your polling place managers, candidates, 
council etc. This is most important as emergencies can occur. 
 
If the Returning Officer leaves their office, forward their office phone to their mobile and take it 
with them. 
 
Your key tasks and responsibilities on polling day include: 

 visiting polling booths to ensure the correct procedures are being followed 

 investigating and taking action on any complaints 

 preparing for the return of election materials after polling 

 conducting the scrutiny of early votes, postal votes and mobile polling votes after 6:00 pm 
(if applicable) 

 receipt of polling booth results after 6:00 pm 

 checking and sorting material returned from polling booths. 

 
11.2 Polling night 

You must be in your office by 5:30 pm to prepare to receive the results of the scrutiny of ballot 
papers from your polling booths. Remain in your office until you have received the final result for 
the evening, and the last of your polling booths has returned their material and it has been 
checked. 
 
Immediately after the close of polling (6:00 pm), there will be a count of 1st preference votes:  

 at each static polling place 

 by mobile polling teams (if still in the field) 

 in your office (early votes, postal votes and mobile votes that have been returned). 

 
You will be responsible for recording count figures. 
 

11.3 Results from polling booths 

The scrutiny and 1st preference count of ballot papers is conducted at polling booths and mobile 
teams as soon as the doors are closed at 6:00 pm. 
 
Each OIC and MTL must telephone your office with the result immediately after each count is 
completed. 
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When receiving polling booth figures, you must record the result. These figures must be checked 
and then entered into a system developed for this purpose. It is important that individual booth 
figures are entered immediately and not accumulated with other polling booth figures. It is 
important that you inform Council, candidates and media of the results of the 1st preference count. 
 

Accuracy of the data entered is of the utmost importance as these figures can be 
accessed via the internet by the general public, media and election analysts.  

 
Any discrepancies with figures that cannot be resolved must be referred back to the OIC/MTL. 
 

11.4 Early and postal vote counts 

On polling night, you will be required to conduct counts on early votes, postal votes and mobile 
team votes that have been returned to your office. The order of the counts will be determined by 
the number of each category’s votes to be counted. You may decide to have one count team 
conduct the counts of mobile and postal votes and another conduct the early vote counts.  

 
If any count has less than 10 votes, it should be held over and included in the final 
count at 12:00 noon on the 6th day after polling day. You should also hold back 
10 postal votes for the final count. This is to preserve vote secrecy if only a small 
number are received and accepted after polling day. 

 
11.5 Preparing for the scrutiny and count of ballot papers 

In preparation for the count of ballot papers, you should:  

 determine the layout of the counting area 

 determine the staff to undertake each task 

 brief scrutineers on the count process. 
 
If the above steps are carried out, the overall task of counting the votes should be an easy 
operation. 
 

11.5.1 Determine the layout of the counting area   

Consider the layout of the counting area to be used. The ‘counting chain’ for ordinary votes consists 
of three areas: 

 the unfolding area - ballot papers are removed from the ballot box, unfolded and stacked into 
bundles  

 the sorting area - ballot papers are checked for formality and allocated to candidates or 
informal  

 the counting area - the bundles of ballot papers for each candidate and informal are counted 
into 50s and banded. 

 
 
 
 
 
 
 
 
 

 

  

 Unfolding Formality and sorting Counting 

Parcelling of 
materials 

Supervisor 
table 

Declaration Vote 
sorting area 
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11.5.2 Scrutiny management plan 

The scrutiny management plan shown below will assist you in allocating tasks to staff members. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

11.5.3 Determine the staff to undertake each task 

Consider which staff member will undertake each task. Use the Scrutiny Management Plan to assist 
you. 
 
The most difficult task during the count is determining formality and allocating the ballot paper to 
the candidate with the 1st preference. Staff will need to work quickly with a high level of accuracy 
and this task should be undertaken by your most experienced staff members.  
 
11.5.4 Brief scrutineers on the count process 

The briefing of scrutineers on the count process is important. By setting the ground rules before 
starting the process everyone will be aware of their rights and responsibilities.  
 
The number of tables used for counts will be determined by the number of counts and the number 
of ballot papers in each. Candidates are entitled to one scrutineer per table. 
 
While scrutineers are entitled to observe the counting process, polling staff should not work so 
slowly as to cause undue delays. Any questions or comments from scrutineers should be addressed 
to you. Your staff must not allow themselves to be distracted. 
 

11.6 Open the ballot box 

You are authorised to open the ballot box after 6:00 pm.  
 
Break the seals and allow any scrutineers present to confirm that the seal numbers are the same as 
the record of seal numbers in the corresponding return. 
 
Sign the return to indicate that the seal numbers are the same and the seals were intact prior to 
being broken. A scrutineer (preferably) or counting staff member should witness your signature. 

Supervisor Counting staff Declaration vote 
sorting staff 

Check seal 
numbers and open 

ballot box(es) 

Unfold ballot papers for sorting 
Sort envelopes into vote type 
i.e. unenrolled and already 

marked off 

Check for formality and allocate to 
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st
 preference or informal 

Check that envelopes are 
signed and witnessed 

Count the sorted piles for each candidate 
and informal ballots into bundles of 50 

Provide Supervisor with 
details of votes issued and 

assist as advised Assist with packaging material, final 
housekeeping and tidying duties 

Supervise 

Scrutiny 

 
Calculate number 

of ordinary votes in 
ballot box(es) 

 
Check informal 
ballot papers to 

determine 
formality 

 
Phone in results 

 

Return material 
to RO 
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11.7 Removing, sorting and counting ballot papers 

Tip the ballot papers out on the table in the unfolding area of the counting chain. All available staff 
should begin unfolding the ballot papers and placing them in bundles. When sufficient ballot papers 
have been unfolded, allocated staff should begin sorting, checking for formality and allocating to 
candidates according to the 1st preference marked on the ballot paper.  
 

When all ballot papers have been unfolded, relocate staff to the counting area to count the sorted 
ballot papers into bundles of 50 for each candidate, and informal. A second polling official must 
check-count the bundles. 
 

When counting and check-counting, ensure the 1st preference is for the candidate to whom the 
ballot paper has been sorted. This simple procedure should eliminate any missorts in the sorting 
area. 
 

11.8 Ballot paper formality 

A ballot paper is formal provided the order of preference for each candidate and the voter’s 
intention is clear. 
 

Changes to numbers, numbers written outside the squares, drawings and slogans do not make the 
ballot paper informal provided the ballot paper is otherwise marked correctly. 
 

A cross (X) or a tick () or the number 1 may be taken to be the first preference of a voter. 
 

A ballot paper is informal if: 

 it is totally blank 

 there is no number 1 or a cross (X) or a tick () 

 the number 1, a cross (X) or a tick () appear against two or more names 

 two or more squares have been left blank 

 a number has been repeated 

 there is a break in the number sequence e.g. 1, 3, 4 

 writing on the ballot paper identifies the voter. 

 

Examples of formal and informal ballot papers are in Appendix 2. 
 

Ballot papers considered informal by sorting staff should be placed in the informal pile and their 
formality will be determined by the supervisor.  
 

Any ballot paper challenged by a scrutineer is placed with the informal ballot papers.  
 

The supervisor is to check the informal ballot papers and where they consider a ballot paper to be 
formal, allocate it to the pile of the candidate with the first preference. 
 

If a scrutineer challenges the formality or informality of a ballot paper, the supervisor is to write 
‘admitted’ or ‘rejected’ on the BACK of the ballot paper according to their decision on formality, 
sign and allocate the ballot paper to the appropriate sorting card. 
 

All ballot papers will be rechecked following polling day. 
 

11.9 Results 

As each count is concluded and the number of votes counted appears correct when checked against 
the number shown as issued in the return, the results have to be recorded. It is essential that each 
count (early, postal, mobile) is recorded separately and accurately. Do not wait for all counts to be 
concluded to post results, rather post them as soon as each count is done. 
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11.10 Parcelling ordinary ballot papers 

Once the results for a count have been recorded, the ballot papers must be parcelled in the 
following manner: 
 

 the ballot papers for each candidate must be bundled separately 

 the bundle must have a packaging card placed around it identifying the candidate’s name and 
the number of ballot papers enclosed 

 informal ballot papers are to be bundled in the same manner as candidate ballot papers, clearly 
identifying that they are informal 

 once all ballot papers have been bundled, they are to be placed in a plastic bag and sealed 

 there should be a label on the bag identifying which count it contains, the total number of 
formal and informal ballot papers and be signed by the supervisor. 

 
Parcels of ballot papers must be stored securely, awaiting a full recheck following 
polling day. 

 

11.11 Processing declaration votes 

You must ensure that declaration votes are sorted, reconciled and packaged correctly. 
 

Under no circumstances can a declaration vote envelope be opened until a full 
check is done to establish if the elector is eligible to vote. 

 
The declaration vote material removed from the ballot box should be processed as follows: 
 

 sort the envelopes into ‘unenrolled’ and ‘already marked off’ 

 check that the number of each type agrees with the number issued in the return 

 if the numbers agree, place the envelopes into a bag and clearly label. 

 
The NTEC is available to assist in determining eligibility of declaration votes cast. 
 

11.12 Return of material from polling places 

Polling booth election materials (ballot papers, declaration vote material, certified lists, forms, 
stationery etc.) are to be returned to your office on polling night. For some regional ROs this may 
not be until Sunday.  
 
You should set up an area in advance, large enough to accommodate all the material returned from 
each booth taking into account the following: 
 
 the receipt area is kept tidy and clutter free 

 a checklist of parcels and material to be received from each polling booth 

 a number of trolleys are on standby to assist OICs to transport materials from their car to your 
office 

 a number of trestle tables are set up so that material can be checked. 
 
When checking-in the material you should use a separate checklist for each polling booth. 
Make sure the return and certified list cover sheets have been signed by the OIC and the 
attendance record sheet has been signed by each staff member. 
 
As each polling booth package is checked and confirmed, you should separate all identical packages 
and store together (i.e. all package 1s, all package 2s and so on). A number of large boxes may 
assist when grouping the smaller packages. If polling booth materials are not packaged correctly, 
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you should request the OIC to repackage the material before leaving the office.  Packaging 
instructions are included in the OIC manual. 
 
Depending on local procedures, cardboard polling equipment including screens, ballot boxes and 
queuing equipment will either be returned by the OIC or collected from all polling booths 
commencing on Monday immediately following the election. 

Section 12: Post polling day 

12.1 Overview 

As there are many tasks to be conducted post polling day, you must ensure that your office is 
appropriately resourced. You will need adequate space and staff to successfully perform the 
required tasks. You are responsible for the following activities:  
 

 conduct the recheck and recount of ordinary votes for each polling booth, mobile team and 
counts conducted in your office on polling night 

 arrange the conduct of enrolment checks with the NTEC on declaration votes to determine 
eligibility to vote 

 unpack material to ensure that no ballot papers, certified lists or enrolment forms have been 
mispackaged 

 conduct counts of postal votes received and admitted after polling day 

 complete necessary paperwork for payment of polling staff 

 receive invoices and arrange payment for polling premises 

 check OIC returns for any issues, polling place assessments and staff assessments 

 collect cardboard material from polling places if not returned by OICs. 
 

12.2 Recheck 

A recheck of ballot papers must be conducted before the result of an election can be determined.  
The recheck of polling booth ballot papers involves:  
 
 a fresh scrutiny of each candidate’s ballot papers to determine formality  

 the determination of any unclear numbers  

 a count of ballot papers in each candidate’s bundle after adjustments have been made. 

 
This fresh scrutiny must be conducted slowly and carefully in order to eliminate discovery of 
informal or incorrectly assigned ballot papers during a later distribution of preferences. 
The incorrect allocation of ballot papers looks unprofessional and is difficult to correct.  
 
Ballot papers for each polling booth should be processed as follows: 
 
 allocate one polling booth to each count area 

 within each count area, allocate a candidate’s bundle to each staff member. If a large number 
of ballot papers are contained in a candidate’s bundle, these may be shared by more than one 
person at the table. It is extremely important that each candidate’s ballot papers are kept 
separate at the table to avoid any mix up with other ballot papers 

 each staff member must carefully check the candidate bundle in front of them to determine 
formality  

 if a discrepancy is detected (i.e. ballot papers for Candidate ‘A’ parcelled with those of 
Candidate ‘B’), then those ballot papers must be removed and placed in the correct bundle 

 if any number on a ballot paper is unclear, you must determine the number and make a 
decision on the validity of the ballot paper. Write the number on a coloured dot and place it 
adjacent the candidate’s name on the ballot paper. This is beneficial later in the preference 
distribution process as staff must interpret each number shown on the ballot paper the same  
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 at the conclusion of the formality check for a candidate, the ballot papers must be flicked 
through (focussing on the candidate’s square) to confirm each ballot paper has been placed in 
the correct bundle  

 the ballot papers are then counted into bundles of 50 and secured with a rubber band.  
Similarly, a rubber band is secured around 10 bundles of 50 to make 500. A total is written on 
the sorting/result card and attached to the top of the bundle. 

 
The scrutiny of the informal/undetermined ballot papers is a critical process and must be performed 
by you personally. As staff at the table check and count the ballot papers of individual candidates, 
you are responsible for checking the informal/undetermined ballot papers for each polling place, to 
ascertain whether: 
 
 any formal ballot paper has been accidently placed in the informal bundle on polling night  

 any undetermined ballot paper on polling night can now be accepted as formal. 
 
Examine each ballot paper carefully and remove any obvious formal ballot paper and place into the 
correct candidate bundle.  
 
Once the recheck is completed for a polling booth, the new figure must be recorded and, where the 
figure differs from polling night, the OIC return should be notated in red pen. This process is to 
continue until all polling booths, mobile teams, early votes and postal votes have been rechecked. 

 
12.3 Declaration vote enrolment checks 

Declaration votes that were issued due to the voter not being on the roll must be checked to 
determine eligibility to vote. Arrangements will need to be in place with the NTEC to undertake this 
task. 
 
An enrolment check is to be conducted for each unenrolled vote to determine: 
 
 the current enrolment of the voter 

 if the voter has been removed from the roll and, if so, why 

 the validity of the removal. 
 
12.3.1 Voter currently enrolled in the council/ward under election 

If the enrolment check identifies that the voter is currently enrolled for the council/ward under 
election, even if for a name or address different to that claimed, the certified list is to be marked 
and the envelope is to be admitted to the count if both of the below apply: 
 

 the envelope is signed by the voter 

 the enrolment date is prior to the close of roll. 

 
If either of these conditions is not met, the envelope is to be rejected. 
 

Rejected envelopes are to be kept separate from admitted envelopes and are not 
to be opened at any stage. 

 
A declaration vote may be admitted if the polling official has not signed the envelope as long as the 
RO certifies that it is a genuine declaration envelope. 
 
12.3.2 Voter currently enrolled for another council/ward 

If the enrolment check identifies that the voter is currently enrolled for a different council/ward the 
envelope is to be rejected. 
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12.3.3 Voter removed from the roll 

If the voter has been removed from the roll for an address in a different council/ward, the envelope 
is to be rejected. 
 
If they have been removed from the roll for an address in the council/ward under election, further 
investigation is needed to determine the reason and whether or not they should be reinstated and 
the envelope admitted to the count. The NTEC will require copies of these envelopes to allow 
reinstating to the roll. 
 
There are several reasons that electors are removed from the roll. The main ones are: 

 they have been enrolled for a new address 

 advice was received that they no longer resided at the address 

 advice was received that they were deceased. 

 
If they were removed as the result of a change of enrolment, the envelope is to be rejected. 
 
If they were removed by objection (i.e. advice was received that they no longer resided at the 
address) for the address that they claimed the vote for, they should be reinstated to the roll and the 
envelope admitted. 
 
If they were removed by objection for an address other than the address they claimed the vote for, 
the envelope is to be rejected. 

 
12.4 Declaration vote scrutinies - further scrutinies 

12.4.1 Overview 

Once the preliminary scrutiny is completed, a count of the number of admitted envelopes must be 
done. The ballot papers can now be extracted and subjected to ‘further scrutiny’. 
 

Rejected envelopes are to be kept separate from admitted envelopes and are not 
to be opened at any stage. 

 
12.4.2 Extract ballot papers from envelopes 

In the presence of scrutineers (if any) open the envelopes. To preserve the secrecy of the ballot, 
ensure that the envelopes are face down during the extraction phase. Have some pieces of paper 
approximately half the size of the ballot paper available. If an envelope is found to be empty, a 
piece of the paper is placed into the ballot box. This will be used for balancing the envelopes to 
ballot papers. 
 
Without unfolding or inspecting the ballot papers, they must be placed into a ballot box. 
12.4.3 Sort and count ballot papers 

Once all ballot papers have been extracted, place a sort card on the table(s) for each candidate and 
one for informal. 
 
Unfold the ballot papers and, check formality, and place them to the appropriate sort card. 
Place any pieces of paper in a pile together. When all ballot papers have been unfolded and sorted, 
conduct a count of the ballot papers for each candidate and informal, check-count the results and 
complete the result slip. Ensure that pieces of paper, if any, are also counted and included in the 
line marked ‘missing’. 
 
Total the result and check the number of envelopes included in the count. If the number is the 
same, parcel and label the envelopes and parcel and label the ballot papers. Where the number is 
different, check-count the envelopes to ensure the number is correct. If so, conduct another check-



 34  

 
 

 

count of ballot papers. If either of these checks results in a balance, parcel the envelopes and ballot 
papers. 
 
If the number of envelopes is correct, but the number of ballot papers does not balance, the 
envelopes will need to be checked to ensure that no ballot papers were left inside. 
 
If after conducting all of these checks the numbers still do not match, it must be assumed that 
pieces of paper were not placed into the ballot box for all empty envelopes. In this case, amend the 
number of ‘missing’ to balance and pack the envelopes and ballot papers. 
 
A recheck of all declaration counts must be conducted in the same manner as polling night counts, 
prior to the distribution of preferences. 
 

12.5 Polling officials and casual pays and payment of invoices 

12.5.1 Polling officials and casuals pays 

Casual staff employed for the election period should be paid progressively. 
 
Polling official pays must be processed as soon as possible after polling day. 
 
12.5.2 Payment of invoices 

Invoices received for printing and other procurement should be paid by the due date. Invoices for 
premises used as polling places will be received and should also be paid promptly. 
 

12.6 Unpack materials 

Prior to the cut off for the receipt of postal votes and distribution of preferences, all material 
returned from polling places, early voting centres and mobile teams should be unpacked. 
 
This must be done methodically as there may be postal votes returned to the polling place and/or 
completed enrolment forms included with the material. It is vital that any ‘live’ material is identified 
prior to the declaration of the poll. 
 
Reusable material should be checked and stored for subsequent events. 
 

12.7 Check Officer in Charge (OIC) returns 

OIC returns should be checked at the completion of the recheck of polling night counts. The items 
of particular interest are: 
 
 the number of corrections to polling night figures 

 the OIC assessment of polling staff 

 the OIC assessment of the premises used 

 any incidents that occurred 

 travel times for mobile teams. 
 
If a return has many corrections or is incomplete, it may identify that the person employed did not 
have the necessary skills to perform the duties. You will need to decide if they would be capable 
with some additional training in the future, or should be placed in a lower position. 
 
The OIC assessment of both the polling staff and premises should be analysed to identify any 
shortcomings in either. Again, polling staff may need extra training, be placed into a lower position 
in the future or not be re-employed. Any potential hazards or inadequacies identified in the 
premises must be addressed before those premises are used again. 
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It is expected that if any serious incidents occurred during polling, the OIC would have contacted 
you at the time for advice. However, this is not always the case and, quite often, the first you 
become aware of incidents is when you read the return. How you deal with this will depend on the 
incident and whether or not you were aware of it. 
 
Mobile Team Leaders should record in their return, the length of time it took to travel from one 
polling destination to the next, especially where the time allocated was excessive or insufficient. 
This information is used to formulate the schedules for the next event. 

Section 13: Final count and distribution of preferences 

13.1 Final count 

At 12:00 noon on the 6th day after polling day, you are to conduct the final count of any votes not 
previously counted and the votes put aside on polling night. 
 

To maintain voter secrecy, if there are a small number of any type of vote, e.g. declaration votes, 
mobile votes, they should be included in the final postal vote count. The results should identify the 
number of each type of vote included. 
 

The final count is conducted in exactly the same manner as previous declaration scrutinies. 
See 12.4. 
 

13.2 Distribution of preferences – single vacancy 

13.2.1 Overview 

The distribution of preferences is to commence as soon as the final count and recheck has been 
concluded. 
 
If possible, use the same staff that conducted the fresh scrutiny and declaration counts. Staff must 
be fully briefed on the conduct of the distribution prior to the commencement. 
 
Scrutineers are entitled to be present at the distribution and have the same rights as at any other 
scrutiny. You must fully brief scrutineers on their rights and responsibilities. 
 
13.2.2 Amalgamation of ballot papers 

Clause 8 (3) of Schedule 1 of the Local Government Electoral Regulations allows for the 
amalgamation of ballot papers that are being transferred at a value of one, as in the case of a 
single vacancy. Therefore, rather than conduct the distribution of preferences count by count, you 
may amalgamate all of the ballot papers for each candidate and conduct a single distribution. 
 
 
The amalgamation process is: 
 

 remove the ballot papers, packed by candidate, from the first polling place parcel 

 leave the informal ballot paper package in the parcel as they play no part in the distribution 

 ensure that the number of ballot papers recorded on the pack matches the results 

 place the ballot paper pack for each candidate, in ballot paper order, on a table  

 continue this process for each polling place and count 

 total the numbers on the packs for each candidate and ensure that the total matches the total 
votes received. 
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Appendix 1 

Divisional Returning Officer (DRO)  
 

NOMINATION PROCEDURES CHECKLIST – (Local Government) 
 

Issue a copy of the candidate’s pack to the candidate if s/he does not have one 
 
Candidate’s name _____________________________  How received _________________________ 

Council ______________________________________ Ward________________________________ 

Close of Roll Date: _______________________ 

1. DRO receiving nomination form – checks 
 
 Signed by at least three nominators and candidate: all details completed. 

CANDIDATE MUST BE ENROLLED IN COUNCIL AREA AS AT CLOSE OF ROLL DATE ABOVE. 

 Three nominators must be enrolled to vote at the election for which the candidate is standing. 

NOMINATORS MUST BE ENROLLED IN THE WARD AS AT CLOSE OF ROLL DATE ABOVE. 

 Nominee has noted: 

 Council/Ward and 

 Position of Principal Member and/or Ordinary Member 

 Family name, given name(s), address and name to appear on ballot paper have been completed 

 Declaration completed and signed by candidate 

 Check contact details are completed and asterisk the best contact number 

 Nominator and nominee details are confirmed on RMANS or roll for election when printed 
MUST BE ENROLLED AS AT CLOSE OF ROLL DATE ABOVE. 

 Photograph in prescribed form: 

 black and white vertical portrait head and shoulders, taken within last six months 

 certified on back (or as applicable) by candidate with signature and confirmed taken within 

previous six months. 
 
 

2. Acceptance of nomination form 
 
 After being advised to accept the nomination by the NTEC, endorse date and time of receipt on nomination form. 

 Enter candidate information and scan photo into EMS. 

 Print completed candidate details report from EMS and rigorously check against nomination form. EMS must be 
locked each time this checking process takes place. 

 Entered in EMS by: ____________________________________ Date: _________________________________ 

 Checked by:          ____________________________________ Date: _________________________________ 

 Safely secure all documents 
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