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OPEN

PRINCIPLES FOR THE EARLY COUNT

All ballot boxes must be opened and checked to ensure all the ballot papers are included in the
correct electorate ballot box before counting begins. This includes the special vote boxes to ensure

that no parliamentary papers have been put there by voters by mistake.

Keep the ballot papers and other documents relating to each count separate at all times. Pay particular

attention to phased counts.

1. OPEN THE BALLOT BOXES

At 9am, once the area is fully secured, process each ballot box separately, following the M55-ECPLAN
Early Count - Ballot Box Check plan. Check all the ballot boxes from one advance voting place (AVP)
or team (AVT), before packing these up and moving onto the next AVP/AVT in the plan.

The instructions below are for the table coordinators.

Put the ballot box on the table. Check the seal number and fill in the

seal record.
e Sealed by Date Removed by Date Reason for removal
number
78545 - 2777, 76 3/12/15 @

When permitted by the Early Count Process Leader, ask a counter to open
the ballot box and provide piles of unsorted ballot papers to each counter

at the main counting table.

Read out and demonstrate the following instructions:

Process one ballot paper at a time.

Check each paper:
® s the correct paper for the electorate; the electorate number is found in the
top left hand corner and on the back of the ballot paper

® Has a black sticker over the number on the ballot paper
G

e Put a sticker on any papers as necessary

® Do not look at how the voter has marked the ballot paper.

Place the papers for this electorate in a pile in front of you, face up.

Place any ballot papers for other electorates, any enrolment forms

or any special vote envelopes to your right, face down.

Continue until all the ballot papers are unfolded.




Once all the ballot papers have been opened, instruct the counters to:

p

Check the ballot box is empty and no votes are caught behind the ‘flaps’.
Check that all parliamentary ballot papers have been unfolded.

-

Instruct the counters to place the ballot papers that
belong to the count back into the ballot box.

Put any ordinary votes for a different electorate or any other materials found
in the ballot box into the supplied envelope that has been labelled for this
count.

Put the envelope into the ballot box on top of the
ballot papers and Envelope P3.

Repeat steps 1-5 for each ballot box assigned to be opened by your
count team.

For any ballot boxes containing votes for more than one electorate, ask count

staff to sort these by electorate i.e. have separate piles face up in front of them.
Once all ballot papers are sorted, ask counters to gather them into electorate piles.
There should be empty ballot boxes prepared for the additional electorates.

. 1 Ao
If there are three or four electorates in the same box, the Early Count Process
Leader should have provided you with M55-ECMARKER electorate marker cards
to help with this task. Provide one marker card for each electorate to each
counter i.e. so each counter has three or four marker card in front of them to 1 %‘,\‘\&D

put ballot papers onto.

Once all ballot boxes for the AVP/AVT have been opened and checked, return the ballot

boxes to the staging area.

Tick on the Check plan that the AVP/AVT boxes have been completed and move onto the
next boxes allocated to your count team in the plan.




EARLY COUNT PROCESS LEADER TASK - RETURN MATERIALS TO THE CORRECT COUNT

As the ballot boxes are returned to the staging area, the Early Count Process Leader or Assistant
Process Leader will take the envelopes from the ballot boxes and return the wrongly placed papers to
their correct count:

e ordinary votes into the correct ballot box for that advance voting place or team

e special votes to the special votes box

e enrolment forms to one side for the scanning team.
For advance voting places that have phased counts for an electorate, the Early Count Process Leader
will use the issuing point stamp on the ballot paper and the stamp numbers written on the top of the

ballot box to return the ballot paper to the correct count. This is important to ensure that the count

balances against the number of ballot papers issued.

When all ballot boxes for all advance voting places and teams have been opened and checked, and
the Early Count Process Leader or Assistant has finished this task, they will direct you to move onto

the candidate and party counts.
This is likely to be for different ballot boxes than were opened by your counting team.

You will follow the Early Count - Count Plan to what counts are to be completed and in what order for

your count team.



SORT

2.

EARLY COUNT — CANDIDATE VOTE

Undertaking one count at a time as given in the Count Plan, the table coordinator will:

Get the ballot box and Envelope P3 that relate to this count.

Get a set of white marker cards for this electorate (if you do not have them already).

Candidate

Give a white marker card for each of the two preselected candidates to
A Candidatg
B

each counter. Divide the ballot papers evenly among the counters.

Read out and demonstrate the following instructions:

Process one ballot paper at a time.

If a candidate’s marker is in front of you, place a vote for that

candidate on the marker, face up. Look for candidate votes on
the right hand side of the ballot paper.

If a candidate’s maker is not in front of you, or you cannot

determine the voter’s intention, place the ballot paper to your

right, turned face down.

Repeat the process until all the papers are sorted.

If the piles of sorted votes begin to get unwieldy in front of any counter, you can move
them to the appropriate side table - one table for Candidate A votes and one table for

Candidate B votes.

After all the ballot papers are sorted for Candidates A and B,

instruct the counters to gather up the piles of votes:

Put votes for Candidate A on one side table
with one white paper marker card for D
Candidate A.

Put votes for Candidate B on a second side
table with one white paper marker card for
Candidate B.

All other papers (those face down) remain

on the main counting table.

Collect the other white paper marker cards for re-use. l I




From Envelope P3 remove the:
* Form A reconciliation form
® Coloured paper electorate candidate and party marker cards (EMS11-MARKER)
e Electorate candidate vote counting sheet (EMS11-C)
® Electorate party vote counting sheet (EMS11-P).

Assign two counters to the side tables The remaining counters stay at the main

counting table

Candidate

Note: With a team of six counters, the four quickest counters should remain on the main counting table

and the other two counters move to the side tables.

SIDE TABLES ONLY - move on to CHECK and COUNT (Steps 5 - 8)
MAIN TABLE ONLY - continue with sort

Place the coloured paper candidate markers in alphabetical order, including those for
Candidate A and Candidate B, anti-clockwise around the main counting table. Put the
candidate informal marker card in the centre. Divide the ballot papers remaining on the

main counting table evenly among the four counters seated there.
Read out the following instructions:

Process each ballot paper one at a time.

If a candidate’s marker is in front of you, place a vote for that candidate on the
marker, face up. Make sure you do not cover the candidate’s name on the marker card.

If a candidate’s marker is not in front of you, place a vote for that candidate to your
right, turned face down. Repeat the process until all the papers are sorted.

Do not place votes onto other counters’ markers.
Place votes on the informal vote marker if the voter’s intention is not clear.

Look to your left for more ballot papers.

Repeat the process until all ballot papers are sorted.

Once the ballot papers are sorted, move the coloured marker card and any votes for

Candidates A and B from the main counting table to the respective side table.



CHECK

COUNT

REPORT

Instruct the counters to check the votes

Note: Instruct the counters on the side tables start this process as soon as they move

there, while the main counting tables continues separating the other candidates.

Check that each pile has votes for that candidate only.

Check the informal candidate votes

(see section 5 for information about informal votes):

¢ |f the voter’s intention is clear, add the vote to the appropriate marker

¢ |f the voter’s intention is unclear, leave as informal.

| Place the marker card on top of each set of papers.

Read out the following instructions:

Count votes for each marker in 5 sets of 10, to make lots of 50.
Place the lots of 50 sideways to one another.

Record the number of votes in the first box on the coloured marker card.

If there are nil votes, record as '0’.

Illlllllllm! :'.i

Instruct a counter to count the informal candidate votes and record the number of votes

in the first box on the candidate marker.

If counters on the side tables are finished with their check and count before the main
table has finished (or vice versa), you can direct them to move and assist with the count
on the other table(s).

g2 = ddid

—

Complete EMS11-C: Candidate Vote Counting Sheet, say to staff:

I will call out each candidate one at a time.
Please tell me the number of votes they received.
I will record the number and repeat it back to you to check.

Note: If there are nil votes, record as ‘0’
Add the votes for each candidate and the informal votes to get the Total Candidate Votes.




REPORT continued

EMS11-C Candidate Vote Counting Shest
Voting Place Name and Number [\ o i Copomenn by Hevie 201
Electorate for these Ballot Papers| OHARIU 2
Electorate Candidate Votes | VP recount
IA/ ] C |
Z\) | - i}\‘
= ~—_
P s
: : (l__ — One digit in
! i each box
— Zf‘ .—, —
414
215 |15 s
: : For the early count
I———..__ = 2 | this number will come
Candidate Informal Votes | from Box I on
Total Candidate Votes RI219 _—1 \_ FormAorFormB
p————————— g T —
Less ballot papers issued to voters |l | o
{from FORM G) > | &S ‘
Difference (it dtaenca = nat f - rafer to o ®)
Court insiruchionrs) -

11 Calculate and balance the votes:

Calculate the votes for each candidate and the informal votes to get the total votes
counted

Subtract the total votes counted from the number of ballot papers issued from

Form A or Form B and record the result as ‘difference’ on EMS11-C

Check the count tolerance scale (see section 4)

If the difference is less than or equal to the count tolerance scale, move on to the
party vote count

If the difference is more than the tolerance scale allows, check that:

- The informal votes are included

- The numbers are added correctly

- The numbers are recorded correctly

- The piles of 50 ballot papers are counted correctly

If the checks do not make the difference equal to or less than what the tolerance
scale allows then advise the Early Count Process Leader. The count team should:

- Recount the lots of 50 ballot papers first, starting with the candidate that received
the most votes.

continued on next page ...




11 - If a counting error is found that brings the count within the tolerance allowed,

cont then the recount can finish.
e Record the new count in the second box on the candidate marker
e Record the numbers in the recount column on EMS11-C.
If the count still does not balance after recounting all the ballot papers, do not recount,
record the second results and move on to step 12 below.
i  |nstruct the counters to rearrange each
candidate’s pile from lots of 50 into a single pile, Candld
with the marker card on top. lﬂi
Collect the piles with each candidate’s votes %
criss-crossed against the next, in alphabetical I|||IL
[T lﬂ

order.

Note: It is possible that during the counting process you may still find ballot papers that belong to
other electorates. If so, you should give them to the Early Count Process Leader.

The Early Count Process Leader will either place them:
* inthe ballot box(es) for the correct count which is waiting to be counted

e with the correct count which has been counted and, as appropriate, adjust the figures
recorded on EMS11-C and EMS11-P.

3. EARLY COUNT - PARTY VOTE

Once the count of candidate votes is complete:

Task

For the main counting table, place all the coloured marker cards anticlockwise around
the table, evenly distributing them between counters. Then match the parties with their

respective candidate piles. Put the party informal marker in the centre of the table.

%
B

Any independent and informal candidate votes should go to the counters on the main

9
aleppUR)

ON TO PARTY COUNT

L

counting table with the least votes to process.

Note: Do not place the papers on top of the party marker cards.




SORT

Provide the counters on the side tables with white marker cards for the party A Party B
two preselected parties.

Ask the counters to remove the candidate and candidate informal markers from the pile(s)

in front of them and place to one side for you to collect.

The counters should combine the piles of ballot papers in Candidate | o o ] G Cangigas
A lnra-,,,a
front of them. /

Instruct the counters to:
e N\

Process each ballot paper one at a time.

If a party’s marker is in front of you, place a vote for that party on the marker, face up.
Look for party votes on the left hand side of the ballot paper.

Place the votes for other parties to your right, turned face down.

Place votes on the informal vote marker if the voter’s intention is not clear.

T On the main counting table, look to your left for more ballot papers.

S

Transfer any face down votes from the side tables to the main counting table for sorting

onto the correct party marker card.

When all votes have been sorted, transfer the coloured paper party marker cards and

votes for Party A and B, from the main table onto a side table.

Each side table should have votes for one of the preselected parties.

10



Instruct the counters to check the votes:

CHECK

Check that each pile has votes for that party only

Check the informal party votes
¢ |f the voter’s intention is clear, add the vote to the appropriate marker

e |f the voter’s intention is unclear, leave as informal

Instruct the counters to:

Count votes for each marker in 5 sets of 10, to make lots of 50

COUNT

* Place lots of 50 sideways to one another

® Record the number of votes in the first box on the marker. If there are nil votes,

record as "0’

* Place the marker on top of each set of papers.

If counters on the side tables are finished with their check and count before the main table
has finished (or vice versa), they can be directed to move and assist with the count on the
other table(s).

d2 — 2414

Complete EMS11-P: Party Vote Counting Sheet, say to staff:

I will call out each party one at a time.

REPORT

Please tell me the number of votes they received.

I will record the number and repeat it back to you to check.

Note: If there are nil votes, record as ‘0".

Add the votes for each party and the informal votes to get the Total Party Votes.

7
[l AT
Instruct a counter to count the informal party votes and record the number of votes in the
first box on the party marker. If there are nil votes, record as "0’.

11



REPORT continued

EMS11-P Party Vote Counting Sheet

Voting Place Name and Number

Electorate for these Ballot Papers

Wai oo Commun .-i} House 20|

OHARIU

Party

Votes

VP recount

Business Party

(4

Chatham Islands Party

Civic Party

~~——
‘ —  Onedigitin ]

each box

Frea Trade Party

Freedom Party

Hertage Party

Liberty Party

Neverland Party

Ninja Party

NZ Garden Party

Porataka Party

Reformist Party

Taharangi Party

‘Workers' League

Party Informal Votes

Total Party Votes

From candidate ]

| count (EMS11-C)

Less Total Candidate Votes (rom
EMS11-C)

Difference (If diflerence is not 'O - refer 1o
count Instructions)

il Calculate and balance the votes:

Calculate the votes for each party and the informal votes to get the total votes

counted

Subtract the number of ballot papers counted from EMS11-C and record the result as
“difference’ on EMS11-P.

Find the number of votes issued on the count tolerance scale (see section 4).

If the difference is less than or equal to the count tolerance move to step 13.

If the difference is more than the tolerance scale allows, check that:

- The informal votes are included

- The numbers are added correctly

- The numbers are recorded correctly

- The piles of 50 ballot papers are counted correctly

If the checks do not make the difference equal to or less to what the tolerance scale

allows then advise the Early Count Process Leader.

12




11

cont

The count team should:

¢ Recount the lots of 50 ballot papers first, starting with the party that received the

most votes.

¢ |f a counting error is found that brings the count within the tolerance allowed, then

the recount can finish.
¢ Record the new count in the second box on the party marker.
¢ Record the numbers in the recount column on EMS11-P.

If the count still does not balance after recounting all the ballot papers, do not recount

again, record the second results and move on to step 12 below.

Instruct the counters to rearrange each
party’s pile from lots of 50
into a single pile

13

14

15

16

17

[y
N

Instruct the counters to gather up piles of party votes.
¢ Keep the piles alphabetical by party with ‘A’ at the top
® Include each party marker on top of its papers
¢ Align all the papers the same way

¢ Include the informal marker and papers at the bottom

¢ Place the electorate candidate marker cards on top of the pile

Place the following into the Envelope P4 that relates to this count:

* FormA
e EMS11-C
e EMS11-P

Place the counted ballot papers and marker cards for this count .

For counts of more than 900 ballot papers, use additional envelopes.

Put Envelope P3 and Envelope P4 into the ballot box.

Tick off on the count plan that the count is completed and move onto your next count.

13




4. ORDINARY VOTE TOLERANCE SCALE

The following ordinary vote tolerance scale must be followed for each early count.

Note: this tolerance scale is specific to the early count of advance votes.

Number of votes issued Allowed difference

<6 votes Do not count
6—100 0
101 -200 1
201-400 2
401 - 600 3
601 - 800 4
801 - 1000 5
1001 - 1200 6
1201 - 1400 7
1401 - 1600 8
1601 - 1800 9
1801 - 2000 10
2001 - 2200 11
2201 - 2400 12
2401 - 2600 13
2601 - 2800 14
2801 - 3000 15
3001 - 3200 16
3201 - 3400 17
3401 - 3600 18
3601 - 3800 19
3801 or more 20

14



5. FORMAL AND INFORMAL VOTES

A vote is informal when the voter’s intention on the ballot paper is unclear. Counters should ask
the question this way: “The voter hasn’t followed the instructions on the ballot paper, but can |

determine the voter’s intention?”

See the examples drawn from previous elections below.

The voter’s intention is clear - i.e. not informal

Candidate marked'1' is the
voter's intended choice

15



The voter’s intention is unclear - i.e. informal

16



6. ‘OSCCAR’ QUICK CHECK

Once you have successfully completed one or two counts you may move on to using the OSCCAR
Quick Check to summarise the steps to your counters rather than give the full instructions each time.

However you must keep checking that your count team is completing the process correctly.

<) () (A) (&

CHECK
ballot papers

side table A

All other candidate piles

side table B
main table

SORT
candidates

All other candidates
kept at the main table
and separated

17



CHECK
ballot papers

side table A

18
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INSTRUCTIONS FOR ORDINARY VOTE OFFICIAL COUNTS

1 COLLECT THE MATERIALS FOR THE COUNT

Before starting each count the table coordinator will:

' Ask the Official Count Process Leader for:
¢ the Official Count Worksheet (EMS81-WKSHEET) for this count
¢ the Official Count Marker Cards (EMS81-MARKER) for the electorate for this count.

Get the following materials from the ballot box:
* Envelope P3 - Ordinary Votes and Marker Cards, and

* Envelope P4 containing:

- FormA
- Form G

- FormlJ.

There may be more than one Envelope P3 marked e.g. 1 of 2, 2 of 2. Make sure you have them all.

2 PREPARE THE EMS81-WKSHEET

To prepare the EMS81-WKSHEET the table coordinator will:

Remove the Form G from Envelope P4

Copy the details from the Form G onto the EMS81-WKSHEET

(Note: these instructions may differ from the reference on the worksheet)

e ‘Ballot Papers Used’

® Spoilt papers

Subtract the number of spoilt ballot papers

from the total ballot papers used to determine

the ‘Total Votes’ being counted.

This should match the 'Ballot Papers Issued' on
the Form G.

Staple the Form G and Form A to the back of the EMS81-WKSHEET along
with any completed Form J - Photocopied ballot papers.

_ 3 lh '{g
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check

vi

OPEN

CHECK

3 CONDUCT THE PARTY VOTE COUNT

The table coordinator will:

Break the_ on Envelope P3 |jmmm [ mm [ o [ | o | s
and_ then remove the

voting papers and preliminary count marker

cards.

Place the party marker cards, with their ballot papers,

around the table in alphabetical order, anticlockwise.

Party E
Note: party B
* Arrange the marker cards so that one counter does not

have two or more parties with large counts.

¢ Set the preliminary count candidate marker cards aside.

Read out and demonstrate the following instructions.

We are checking the party votes.

Look at the left side of the ballot paper and check that each pile of votes in front
of you contains only votes for the party on the marker card.

If you find a vote for a different party, pass it face down to your right.
If you think a party vote is informal, place it on the informal marker card.

You may begin.

When all the party votes have been checked, ask the Electorate Manager or the Official

Count Process Leader to check the party informal votes.

Read out the following instructions:

Count the votes for each party in front of you in 5 sets of 10, to make a pile of 50.
Place the piles of 50 sideways to each other.
Record the number of votes in the ‘Official Count Result’ space on the marker card.

If there are nil votes, record as ‘0"

Place the marker card on top of each set of papers.

You may begin.

Ask a counter to count the informal party votes and to record the number on the marker
card. If there are nil votes, record as ‘0’

If some piles of votes are large, ask counters who have finished to help others.



REPORT

[y

Record the party votes on the worksheet, say to staff:

| will call out each party one at a time.

Please tell me the number of votes you recorded.

I will record the number and repeat it back to you to check.

Advise me of any errors so | can correct these immediately.

Note: If there are nil votes, record as ‘0’.

Calculate and record the Party Votes Total, by adding the counts across the form.

EMS81-WKSHEET Headquarters Official Count Worksheet
I 22.E042 Raumati Beach School, 26-34 Raumati Road, [ cmmmotaramey l*-' "1

| Raumati Beach | Minus Postanrit Transters

Bwciorate far thase Ballat Papers Otaki

Totsl Babict Papers Used

N1 Dacknary Uotes DioMowad
{Incheding Dual Vates|

* For advance wotes, refer to eguivalent number on Form A or Form B

inus Spoit Balot Popars fsum of
colunn D rom Form G)°

Toted Votes

Bustnass | lslands | Civic | Trade | Freedom | Meritage | Liberty | Neverand
Party Parly | Party | Party | Party Party | Farty Party

lo/o € Y 0 200 102

arkar's

s

NZ
g | Gueden | Porotaka | Reformist | Taharangi
Party | Party Party Party Party

72%[3 s 3¢

Informal
5

Balance the party results:

Numbers

* Compare the Party Votes Total with the Total Votes on the worksheet. should

balance

¢ |[fthe totals are the same go to Step 12.

¢ |fthe total are not the same then check that:

|

the informal votes have been included

the numbers have been added correctly

the numbers have been recorded correctly

the right number of piles of 50 have been counted.

all votes are counted: check the P3 envelope(s), the preliminary count marker
cards, the ballot box and the floor.

10

If the Party Votes Total now balances, go to Step 12. If not, go to Step 11.

Recount the votes once - starting at Step 5.

If the discrepancy is greater than 10 votes and/or the count size is greater than 1000 votes,
advise the Process Leader that you are recounting the ballot papers.

Note: Instruct the counters to count each pile of votes from a different corner of the ballot

papers. You may wish to rotate seats so different counters count each pile.

If the second count ...

... is the same as the first ... ... go to Step 12
... does not match either the first count or ... continue counting until you get two
the reconciliation ... consistent counts.




11
If the number counted ...

cont
then check and repeat the reconciliation

using the fully used, part-used and fully
unused ballot paper pads for that count.

...does not match the reconciliation

If the number of votes counted still does not match the reconciliation and...

this should not happen - see section 4
below

...is higher than the number of votes
issued to voters

...is lower than the number of votes
issued to voters

it is assumed to be due to voters removing
voting papers from the voting place

then inform the Electorate Manager, who
will contact the Regional Manager.

.. any count is missing more than 1%
of the count and at least 2 votes

IV Gather up piles of party votes. Instruct the counters to:

Rearrange each party’s pile from piles of 50 into a single pile, with the marker card
on top. Collect the piles in alphabetical order placing ‘A’ at the top and the informal

marker and informal votes at the bottom.

Alternate each party’s votes sideways.

When you have the votes back in alphabetical order, criss-crossed, set them aside and

proceed to the candidate vote count.

4 POSSIBLE SOURCES OF OVERCOUNTS

The table below details what to do when the number of ballot papers counted is more than the

number of votes issued minus disallowed and spoilt ballot papers.

If photocopied ballot papers are

issued, but not correctly entered 1. Find and count any photocopied ballot papers
Photocopied | during the reconciliation, they will and compare with the number accounted for
ballot produce an overcount. on Form J.
papers not If you find any photocopied ballot
accounted papers without issuing point stamps | 2- If each photocopied ballot paper has
for you will need to investigate an issuing point stamp on it, adjust the

whether the ballot paper is Form J accordingly.

legitimate or not.

While quality control on pads

of ballot papers is very high, Check the numbers on the first and last ballot
Incorrectly occasionally a pad is made with paper in each pad issued to the voting place.
built pads 49 or 51 general electorate ballot If an error is found then amend the reconcilia-

papers or 19 or 21 Maori electorate | tion.

ballot papers.

if miscast ballot papers have been Complete the pa.rty vote count for all phases
Phased returned to the wrong ballot box in for that VP, keeping the phases separate.
counts the early count, they may create: If the overall number of ballot papers balances,
(advance . move the required number of papers between

. * anovercount in one phase(s)

voting) ) counts to balance each phase.

* :::Sr;?se)r'count in the other Adjust the worksheets, then continue with

separate candidate counts, one for each phase.




check

v

CONDUCT THE CANDIDATE VOTE COUNT

SORT

CHECK

Count the Candidate votes for one set of party votes at a time, in alphabetical order.

Distribute the Official Count Candidate marker cards in front of the counters, in

alphabetical order, anti-clockwise around the table. Note: Arrange the marker cards so

that one counter does not have two or more candidates with a large share of the vote.

Place the Candidate Informal marker card in the middle of the table.

Distribute the ballot papers for one party only.

¢ Take the first pile of votes from the top of the stack of party-sorted ballot papers

(i.e. this will be the first party listed on the worksheet)

Remove the party marker card and set aside with the preliminary count marker cards.

Distribute the votes to the counters:

this electorate...

... then give the ballot papers to the

If the party had a constituency candidate in

} counter with that candidate’s marker

card.
If the party did not have a constituency } ... then distribute the ballot papers
candidate... evenly amongst the counters.

Instruct the counters to sort the candidate votes:

Process the ballot papers in front of you, one at a time, looking at the right hand side
of the ballot paper.

If the candidate vote is for a candidate whose marker card is in W
—

—
front of you, place the ballot paper face up on the marker card. %—g/

If it is for another candidate, place it face down to your right.

If the voter’s intention is not clear, place it on the
Candidate Informal marker in the middle of the table, face up.

Do not put ballot papers on other counters’ marker cards.

Look to your left for more ballot papers.

. Continue until all the ballot papers for this party have been sorted. You may begin.

. ,,\‘

Instruct counters to:

Check your pile of votes to ensure it contains only votes for the correct candidate.

Get the Electorate Manager or Official Count Process
Leader to check the candidate informal votes.




ASSIST

REPORT

11

Instruct the counters to count the candidate votes:

Keep each candidate separate.
Count the votes for each candidate in front of you in 5 sets of 10, to make a pile of 50.
Place the piles of 50 sideways to each other.

Record the number of votes on the marker card for the candidate next to the [name
of the party being counted]. If there are nil votes, record as "0’.

Do not put the marker card on top of the pile until instructed to do so.

You may begin.

Ask a counter to count the informal party votes and to record the number on the marker
card. If there are nil votes, record as ‘0.

If some piles of votes are large, ask counters who have finished to help others.

Record the candidate votes in the appropriate party column of the EMS81-WKSHEET.
Say:

| will call out each candidate one at a time.

When | call a candidate that you have counted, please call back the number of votes
that you recorded on the marker card.

| will record the number and repeat it back to you.

Advise me of any errors so | can correct these immediately.

Note: If there are nil votes, record as ‘0.

Calculate and record the candidate results for this party, by adding the candidate counts
down the worksheet.




iP A Balance the candidate vote by comparing the total En
candidate votes counted, with the total votes

i 22§

recorded for this party at the top of the party’s column. | ™™ Rau
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Proceed as per the table below: 4 -

If totals are the same ... ... go to Step 14
If totals are not the same ... ... go to Step 13

13 Check the following:

| Have the informal votes been included?

| Have the numbers been added correctly?

| Have the numbers been recorded correctly?

| Have the right number of piles of 50 been counted?

| Have any ballot papers fallen on the floor?

1. Recount the candidate votes for this party by

If, after completing these repeating from Step 8.

checks, the totals still do not
2. In case two ballots have become stuck together,

balance...
count each pile of votes from a different corner
1. Go back to Section 3 Conduct the Party Vote,
If the second count does not step 2 and recount the Party Votes.
eliminate the difference 2. Continue checking and recounting until the party

and candidate totals are the same




14 When the counts balance, tell the counters to place the counted votes under the marker

card, on top of any other votes already under the marker card

15 Repeat from Step 3 for the remaining sets of party votes.

16 When the candidate votes for every party and party informal votes have been counted
and balanced, proceed to balance the party and candidate counts

6 BALANCE THE PARTY AND CANDIDATE COUNTS

When the candidate results for each party have been counted and balanced, the table coordinator
will balance the party and candidate counts.

‘fask

Calculate and record the total votes for each candidate by adding each candidate’s votes
from each party across the worksheet.

Add the candidate totals down the form to calculate the Candidate Vote Totals

Compare the Candidates Votes Totals with the Party Votes Totals at the top of the form.

TTTmm T Manis Post-writ Transsers
Totak Bakot Papers Used t‘ 1 q
Electorats for thess Balot Papers Otaki Minus Ordinary Votes Dizallmed
{inchuding Dusl Votes)
| HADAS RO Ballot Papers fsum of ‘
! | * Foradvance votes, refer to equivalent number on Form A or Form B oM D trom Form G
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P - o z - T — 1 T 1 o ]
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Barty Party | Party Party Farly Party Party Farty o
Party tes 0 |20 o2 3 '8 %]
(=3 » .
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O 10 © must balance with the
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6 o0 0 y 250
o 3 o
O 0 0O ‘
Insarived Vtes o O 0 -3
Candidits ota o 20 o | ‘ 5 I
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Proceed as per table below
If totals are the same ... F\ ... continue to Section 7 - Pack up materials

... check that the numbers have been added
correctly, across and down.

' Note: If you have checked the counts correctly, any
error must be in the addition on the form.
There is no tolerance between the Party and
Candidate counts

If totals are not the same ... ’
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7 PACK UP MATERIALS

The table coordinator will pack up the materials.

Say to the counters:

Keep the votes in their sorted piles with the Candidate marker cards separating the
piles.

Stack the piles of votes in alphabetical order with ‘A’ at the top and Candidate —
Informal at the bottom.
L

Put the Party and preliminary count marker cards on top of the stack

Put the whole stack back into one or more Envelope P3(s) and put the envelope(s) into the
ballot box

Repeat the Official Count process for each voting place and electorate until all counts have
been completed.

n Give the Official Count Process Leader the completed EMS81-WKSHEET and the ballot box

10



8. FORMAL AND INFORMAL VOTES

A vote is informal when the voter’s intention on the ballot paper is unclear. Counters should ask

the question this way: “The voter hasn’t followed the instructions on the ballot paper, but can |

determine the voter’s intention?”

See the examples drawn from previous elections below.

The voter’s intention is clear - i.e. not informal

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the
OHARIU ELECTORATE.
Vote by putting a tick In the circle lmmcdlauly
before the candidate you choose.

V te for only one candidate

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

OHARIU ELECTORATE.

Vote by putting a tick In the circle immediately
before the candidate you choose.

V te for only one candidate

900000000

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

OHARIU ELECTORATE.

Vote by putting a tick in the circle immediately
before the candidate you choose.

Vote for only one candidate

Explanation

This vote decides the candidate who will be

elected Member of Parliament for the

OHARIU ELECTORATE.

Vots by putting a tick In the circle immedistely
fore the candidate you choo:

Vote for only one candidate

Q

000000000

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the
OHARIU ELECTORATE.
Vote by putting a tick In the circle immediately
before the candidate you choose.

Vote for only one candidate

Explanation

This vote decides the candidate who will be
elected Member of Parliament for the

OHARIU ELECTORATE.

Vote by putting a tick In the circle immediately
before the candidate you choose.

Vote for only one candidate

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

OHARIU ELECTORATE.

Vote by putting a tick in the circle immediately
before the candidate you choose.

V te for only one candidate

n
This vote decides the candidate who will be
elected Member of Parliament for the

OHARIU ELECTORATE.

Vote by putting a tick In the clecle Immadlakoly
before the candidate you choo:

Vote for only one candidate

Explanation

This vote decides the candidate who will be
elected Member of Parliament for the

OHARIU ELECTORATE.

Vote by putting a tick in the circle immediately
before the candidate you choose.

Vote for only one candidate

1is the
voter’s
intended
choice



E planation
This vote decides the candidate who will be
elected Member of Parliament for the
OHARIU ELECTORATE.
Vote by putting a tick In the circle immediately
before the candidate you choose.

V te for only one candidate

E planation
This vote decides the candidate who will be
elacted Member of Parliament for the

OHARIU ELECTORATE.

Vote by putting a tick in the circle immediately
belore the candidate you choose.

V te for only one candidate

Explanation
This vote decides the candidate who will be
elected Member of llament for the

OHARIU ELECTORATE.

Vote by putting a tick In the circle immediately
before the candidate you choose.

Vote for only one candidate

——_000000009°,0

The voter’s intention is unclear - i.e. informal

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the
OHARI ELECTORATE.
Vote by putting a tick In the circle immediately
before the candidate you choose.

Vote for only one candidate

lanation
This vote decides the candidate who will be
elected Member of Parliament for the
OHARN ELECTORATE.

Vote by putting a tick In the circle immediately

before the candidate you choo:

Vote for only one candidate

Q

- -I—!'

Explanation
This vote decides the candidate who will be
elected Member of Parlisment for the
OHARIU ELECTORATE.
Vote by putting a tick in the circle Immediately
before the candidate you choose.

Vote for only one candidate

Explanation

This vote decides the candidate who will be
elected Member of Parlisment for the

OHARIU ELECTORATE.

Vote by putting  tick In the circle Immediately
before the candidate you choose.

Vote for only one candidate

|

12




INSTRUCTIONS FOR SPECIAL VOTE PARLIAMENTARY OFFICIAL COUNTS

1 DIFFERENCES TO ORDINARY VOTE COUNTS

The official count of special votes is similar, but not identical, to the official count of ordinary votes.

Unlike ordinary votes, special votes have not been previously sorted and counted. Therefore special
votes must first be sorted into party order, and are then counted in the same way as the official
count of ordinary votes. The sort process for party votes is described below. The rest of the count

process is the same as for ordinary votes.

Party vote only qualified votes are counted in the same way, except that only the party votes are
counted. EMS will warn of balancing errors when the results are entered. You should ignore the

warnings in this case.

For each count you will need a blank set of party marker cards for the electorate as used in the
preliminary count, along with the EMS81-MARKER Official Count marker cards

The TOTAL VOTES box should have already been recorded on the EM81-WKSHEET as part of the

preparation for the count, by the special votes processing team.

COMPLETE THE PARTY VOTE COUNT

Put the preliminary count party marker cards around the table in front of the counters, in

alphabetical order, anticlockwise around the table.

Put the Party — Informal marker card in the middle of the table.

Distribute the votes evenly amongst the counters.

Read out the following instructions:

Ve

Process the ballot papers in front of you, one at a time, looking at the left hand side of
the ballot paper.

If the party vote is for a party whose marker card is in
front of you, place the ballot paper face up on the marker card.

If it is for another party, place it face down to your right.

If the voter’s intention is not clear, place it on the
Party Informal marker in the middle of the table, face up.

Do not put ballot papers on other counters’ marker cards.

Look to your left for more ballot papers.

. Continue until all the ballot papers have been sorted. You may begin.

Continue by following the instructions from Step 3 of Conduct the Party Vote Count on
page 3.

13
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My Voting Place

Voting Place name:

Address:

Contact:

Electorate headquarters (HQ) number:

Mobile Support phone number:

Voting place mobile phone number:

IT Helpdesk: | Enrolment Helpdesk: 0800 36 76 56

Results phone number: [

The voting place is

Accessible Accessible with assistance Not accessible

Electorates

The voting place will issue ordinary voting ballot papers for:

Electorate number and name

Home general electorate
Home Maori electorate(s)

Other (shared)
electorates



Manager responsibilities

As the Voting Place Manager you must balance a range of responsibilities,
depending on what is happening in the voting place.

The key areas of management of a voting place are:

Manage staff
Brief staff as they arrive.

Clearly direct staff in what they need to do more details can be found in
the other personal instruction manuals.

Give staff breaks as appropriate with voter flows. Have a plan for all
your staff, including break times for yourself.

Consider who will fill roles (if required) in the voting place during
breaks.

Accuracy

Check regularly and document on Form L - Process Check that staff are
completing their tasks correctly.

Ensure that:

Ordinary Vote Issuing Officers are asking voters to state their name and
are issuing the correct ballot paper

Special Vote Issuing Officers are checking that the declaration and
enrolment forms are complete and are issuing the correct ballot paper

Voter Assistants are giving voters with the correct information to vote
and are directing voters to the correct queue.

Security

Security is paramount. You must ensure that the voting place is a safe
environment for your staff and members of the general public, and that
voting materials are kept secure at all times.

Keep an eye on what is happening in and around the voting place.

Any suspicious behaviour or out of the ordinary situations should be
immediately reported to your Mobile Support or Electorate Manager via
the voting place mobile phone.

Ensure that staff do not leave ballot papers unsecured at any time.
All materials not in use must be stored away from public access behind
Issuing Officers or in a day storage box.

Keep an eye on the ballot boxes. Voters must place their ballot papers
in the ballot boxes; they are not permitted to take them from the voting
place.

If you have a security guard, ensure they have been briefed and are
undertaking their role appropriately.



Health & Safety

Stay at home if you are unwell. Call your electorate HQ to let them
know as soon as possible if you cannot work because you are sick.

Manage any hazards in the voting place, for example, find out if there
are mats to use if floors are wet.

Ensure masks and sanitiser are available to staff and voters.

Customer service

Provide a welcoming environment for voters and scrutineers. Never refuse
a voter the opportunity to vote.

Check that:

Issuing Officers are paying attention to the voter in front of them and
are providing additional assistance when needed

Voter Assistant(s) are welcoming voters and voters are flowing into the
voting place smoothly

priority voters such as those physically unable to wait, are brought
forward to the front of the queue with an Issuing Officer.

Managing queues

If a queue forms in your voting place the Voter Assistant should provide
information to voters on how long they are likely to wait.

Monitor the flow of voters and adjust the type of votes that your staff
are issuing. For example, do you need more Issuing Officers issuing
special votes if there is a long line of people enrolling and voting?

You should aim for three ordinary voters to one special voter in queues.

Ensure that ordinary voters are not disadvantaged; ordinary voters
move the quickest through the voting place.

If you are issuing many special votes for an electorate and not ordinary
votes, discuss with your Mobile Support about getting shared electorate

supplies.



Before voting begins

Check that you have:

Any keys, cards or security codes needed in the voting place.

Enough time to get to the voting place to set up before opening for
voting. Allow about 90 minutes to set up if this has not already been
completed. If set up has been completed then allow 60 minutes.

Charged, switched on and packed the voting place mobile phone and
all voting place materials, including this manual.

Chosen clothes and shoes that would not be considered inappropriate
or politically biased.

Packed food and drink for the day.

Park as close to the voting place as possible and wait for other staff to
arrive.

Voting materials cannot be left unattended. When at least one other
staff member has arrived, leave them with the materials.

Check outside and inside of the voting place for any signs of
unauthorised access or damage.

If anything seems amiss, phone your Electorate Manager using the
voting place mobile phone.

Check the M41-VPASSESS form that any hazards identified when
the premises were inspected by your Electorate Manager have been
removed or isolated.

If the hazard(s) still exists or if any new hazards are found, write
these on Form P - Hazard Notice.

If you cannot remove or isolate any hazards identified then
immediately call your Mobile Support or your Electorate Manager.

Check the emergency procedures information for the facility.
Often you will find this posted near the entrance/exit door.

If there are no details, you will have been provided M33-EVAC
notice(s) in your Voting Place folder to attach to the wall(s) near
emergency exit door(s).



Open all the windows and doors, or if available turn on air conditioning
systems, to ensure ventilation of the voting place.

Move the voting materials into the voting place, ensure that none are
left unattended at any time.

Then move your vehicle away from the entrance to the voting place
to a well lit and open area within easy access. Ask staff and any
scrutineers to do this as well.

Complete Form U - Voting Place Check

As staff arrive:
Check them off the roster

Ask them to read the health and safety information in the back
pages of their PIM and sign in on Form S In your Voting Place folder

Provide them with their ID and orange vest.

If you have a staff member arrive who you are not expecting, phone
electorate HQ to confirm that they should be working.

Contact any of your staff who have not arrived. If they cannot be
contacted, then call electorate HQ.

()
Text your Mobile Support to confirm you and your staff have ( )
arrived.

Scrutineers may arrive at the voting place at the same time as you and
your staff. You must:

Check their letter of appointment and secrecy declaration
Give them a copy of the M35-SCR briefing card to read

Ask them to sign in on Form T - Scrutineer sign in.

Remove or cover any election materials visible in the voting place that
promote a candidate or political party before the start of voting.

Manage set up of the voting place.



Give this briefing to any new staff joining your team after the first day
of voting

Introduce staff to each other and yourself.

Outline the layout of the facility including where the toilets and
any break rooms are located.

Explain what to do in an emergency situation and show any hazards
that have been identified.

Give this briefing to any new staff joining your team after the first day
of voting

Explain when staff are likely to have breaks, which will depend on
voter flow. This should include morning tea (10 minutes), lunch (30
minutes), afternoon tea (10 minutes), and dinner (30 minutes on

Election Day only).
The roster will show what should be provided for.

Wed, 14 Oct Voling Place Open Hours: 9:00am - 4:00pm

| Total

Rostered Hours : Hours Breaks

Staff Phone i Role
30 min 10 min

r
| OSI0 | 8:30am - 4:30pm :

30pm |

.8

5

:30pm | 8
- .

| ovio | 8:30am - 2:00pm | 55

| OVIO | 8:30am - 4:30pm 8

Mobile phones and other devices must be switched off while they
are working. Advise that there is a voting place mobile phone for
any calls to and from electorate HQ.

Orange vests and ID cards must be worn when the voting place is
open.



If staff wish to vote, this must be during voting hours. Another
Issuing Officer must issue their vote to them; they cannot issue a
vote to themselves.

Everyone must have completed their E20-S Dec Declaration of
Secrecy and had it witnessed before voting starts. If they have not
done this yet, to let you know.

Follow the processes in the PIM or on their instruction sheets.
Accuracy is more important than speed especially when there are
queues of voters. Mention that you will be checking processes
during the day.

That the voter in front of them is their primary focus.

The priorities during voting:
Provide a welcoming environment and look after the needs of
voters.

Keep materials and people secure: watch the ballot boxes, pack up
materials while on breaks, advise you of any suspicious behaviour
or items left in the voting place.

Keep voters’ details private. Only use their information for the
purpose of enrolment and issuing votes.

Maintain secrecy in the voting place. No posting on social media
about what is happening, no photos can be taken by staff or voters
in the voting place.

Note: You must be ready to issue votes at the advertised opening time



The size and shape of the voting place will to some extent dictate how it
is set up. Discuss your layout with your Electorate Manager or Logistics &
Supplies Manager before your first day of voting.

You will find the expected voting place layout in the M41-VPASSESS form.
The layout should allow voters an easy flow in the voting place, from
entering, waiting in a queue, receiving their voting papers, marking their
papers, voting and departing.

Use the following principles and mark out the voting place using your tape
measure and the low tack masking tape.

These are recommended distances to help with queuing, privacy and voter
management in the voting place. Depending on the size of your voting place,
you may be able to increase the spacing.

Space behind the issuing point desks, to allow staff to move behind a
seated Issuing Officer and to safely store materials

1T metre between voters in the queue - mark with tape

For the special vote queue, place a chair immediately behind each strip

For privacy, measure 1 metre between the voting screens: consider
the best orientation for these, you may need to face them sideways to
maintain some privacy

Where possible do not extend queues back where voters waiting can see
someone marking a ballot paper

1 metre from the scrutineer/special vote waiting seats along the wall the
voting queue.

Below are the principles applied to a voting place with two issuing desks.
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Larger voting places will need to add a desk for the Voting Place Manager.

Choose a location for the Manager’s desk that allows:
access for staff and scrutineers to sign in
issuing of takeaway votes

scrutineers to photograph Form V - Voter Record Sheet

If you have space, locate the Voter Assistant’s station a distance inside the
entrance door to allow some queueing inside the voting place.
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Setting up the voting place

TASKS AT SET UP
n Check access for people with mobility needs p. 13

n Arrange voting screens equipment p. 14
3 Arrange signage p. 15
4 Arrange ballot boxes p. 16

Spare voting materials p. 17

Manager’s supplies p. 17

7/ Issuing Officers’ supplies p. 17

Voter Assistant’s supplies p.18
n Arrange the cardboard table top stands p.18

You lead these processes and direct your staff to assist as required.

1. Check access for people with mobility needs

Your Electorate Manager will have checked access before choosing the site as a
voting place.

Make sure that there are no obstacles in car parks, pathways,
ramps and doorways that hinder good access to and within the
voting place.

If none are already provided, reserve a mobility parking space by
using the E154 parking sign. Make sure the sign is clearly visible to
a driver approaching that parking space.

Place E72 and E72A labels to direct voters with mobility needs to
access the voting place.




2. Arrange voting screens equipment

Set up E124 free-standing voting screens, preferably at least
one metre apart, orientated to give as much privacy as possible.
Assembly instructions are printed on the screen.

Set up one table-top screen (two for a large voting place) and
seating for elderly voters and voters with disabilities. Do not use a
cardboard table for this.

Put a E200 disposal box for strips in the screens and attach
an orange marker to each side of the screens for left and right
handed voters.

You will need to check voting screens during the day and keep
them clean and tidy.

E124 - Free standing voting screen

Top half of screen used for table top voting




3. Arrange signage

Place directional signs (E61, E131, E152, E153 and/or E155)
» to make the voting place location clear from a distance
» to direct voters from the street into the voting place.
Check the M41-VPASSESS form for suggested locations.

Display the following posters at the entrance to
the voting place:

No Dhotug,aph]
Kaua he Whakaa,,ua
I

» EB60-V Enrol and vote here poster

» EB0-AV advance voting enrol and vote here poster
» E62 No Photography or filming poster
» EGO0-RESPECT Respect staff poster (not pictured)

Display the E60-BYOD poster near where people
will queue for special votes.

Display the following posters immediately inside the
voting place on the wall or on an E210 signage stand:

» EG0-VI Voter Information poster == ="
» E74 Hearing poster
» Form P - Hazard Notice

» E15 Party lists showing all sides

If supplied, place an E210 signage stand behind the issuing points
displaying the appropriate issuing point posters (E60-OV and/or
E60-SV). Otherwise you may be able to blu-tack the posters to the
wall.

Put a No Photography or filming poster on one of the voting
screens, facing voters as they walk towards the screens.

E155 Teardrop flag TE rwm.

E210 signage stand with
display board and foot

n E152 large sandwich E153 small  E131 plastic
board (alternative sandwich sign with
designs) board prongs



4. Arrange ballot boxes

For the enrolment forms box:

Assemble the box if not already done.

Place the box, unsealed, between or behind the Special Vote
Issuing Officers’ desks.

(‘) Ask your Voter Assistant to complete the integrity check as outlined in
their PIM.

@ For the ballot boxes:

]

Assemble the ballot boxes and label with the appropriate E70
electorate label(s) if not already done (instructions are printed on
the ballot box).

Affix the longer cable ties through the side holes in each box to
form wide loops.

For each ballot box:
Have the Voter Assistant and an Issuing Officer confirm that all
ballot boxes are empty.

Seal the ballot box with a numbered seal and record the seal

number on the panel on the back of the box.
e

Seal number Sealed by Checked by Date Reason for removal
32640 VA 10 02/10/23

Arrange the ballot boxes with home general and home Maori
electorates first, followed by shared electorates in alphabetical
order. Then the special votes box.

For the tall ballot boxes:

» Stand them on the floor in the correct location in the voting
place

» Tether the boxes to each other with the longer cable ties.
For the small ballot boxes:

» Stand them on a chair or table if you have one

o Either tether them to each other or to the chairs.

) ) )




Store spare materials out of sight, near the Issuing
Officers and away from public access.

If your voting place has no secure area as outlined
in the M41-VPASSESS form to hold spare voting
materials, you may have been provided with a day
storage box.

If a padlock has been supplied, keep the key with

you at all times.

Day storage box

Put aside the pad of E2 special vote ballot papers marked 'Master' to
photocopy from if required. Do not issue these papers

Keep your Voting Place folder at hand

Ensure the Electorate Manager can contact you at any time through
the voting place mobile phone

Keep any keys or access card to the voting place on you at all times,
in case you need to lock the voting place in an emergency

Ensure the takeaway votes satchel contains the correct materials and
is securely stored until it is required

Check that Form K correctly records the pack(s) of takeaway vote
declarations in your supplies.

Use the roster in the voting place folder to check which staff should be
arriving and what role they each have.

This will indicate how many issuing desks you should have in your
voting place and what role will be at each desk

Wed, 14 Oct Voling Place Open Hours: 9:00am - 4:00pm

Breaks

30 min 10 min




Give drop files to Issuing Officers to set up and place between their
table and their neighbouring Issuing Officer, especially for shared
electorates, and to provide more issuing officers for voters on the
Maori roll

Allocate an IP stamp and satchel to each issuing desk. Satchels will
have different stationery supplies for each role.

E.g. Ordinary Votes Issuing Officer (OVIO), Special Votes Issuing Officer
(SVIO) or a Ordinary and Special Votes Issuing Officer (OSIO).

Allocate the materials to each issuing desk depending on the role:
Electoral rolls
Ordinary ballot paper pads
Special Vote declarations
Special vote ballot paper pads

Index to Places & Streets

During the advance voting period try to keep the same IP stamp with
the same roll and ballot paper they

1shared electorate 1 home Maiori

Index to electoral roll electoral roll
Places & 2 shared electorate 9 home Maori
Streets ballot paper pads ballot paper pads
P | | P | | P |
_ X e Ji ]
e e | -
SVIO '] OSIO '] ovio
| |
2 specia{ vote Both sets of 1 home general
declaration packs supplies electoral roll
2 E2 special vote 2 home general
ballot paper pads ballot paper pads

2 E2-G & E2-M (if
supplied) special
vote ballot paper
pads



8. Voter Assistant’s supplies

Provide the Voter Assistant with the mobile phone and lanyard
and ask them to log into the device and confirm that eRoll is
working.

If they have any problems they should call the IT helpdesk
Provide the drop file, cardboard clipboards, pad of ROET

enrolment forms, language guide sheets (M15 series) and the
Incident Management handbook

Consider how you will return clipboards from Issuing Officers back
to voters waiting in the queue to vote

9. Arrange a cardboard table top stand

Use the bottom part of a table-top screen to create a cardboard
table top stand with the E125 cardboard cap

The stand is the station at the entrance for the Voter Assistant.

Add the brochures supplied (ROE47 and ROE47B) in the E166
brochure holder

E166 - Brochure stand
4 )

- J

Bottom half of screen
with E125 cardboard cap




Candidates and in some cases parties may appoint scrutineers to observe
the issuing of votes. Note: Candidates cannot be scrutineers.

Scrutineers may arrive at the voting place at the same time as you and
your staff or after voting begins.

You will have limited seating for scrutineers; political parties and candidates
have been made aware of this. Talk with your Mobile Support or Electorate
Manager if you have any questions about accommodating them in your
voting place.

Party lapel badges

Scrutineers and other persons (other than electoral officials) are
permitted under the Electoral Act 1993 to wear party lapel badges. This
is an example of what lapel badges can display.

Party lapel badges (a badge or rosette to be worn on the lapel) may be in
party colours and contain the party name, emblem, slogan or logo.

Refer anyone with further questions or complaints to the Electoral
Commission (04 495 0030).

Party Name

emblem, slogan or logo

P
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Refer to the E5

Scrutineer Handbook or
‘Troubleshooting’ section

of the E3-2 Issuing Votes
manual if you have concerns
about the conduct of a
scrutineer.



Ask the scrutineer to show their written appointment and a signed
Declaration of Secrecy to you. There is a declaration and appointment
form in the Scrutineer Handbook or the E20-S Dec form may be provided
separately from your Voting Place folder.

If a scrutineer has not completed a Declaration of Secrecy they must do so
in front of you. Scrutineers retain their forms and you are only required to
check that they are correct for your voting place.

Security: are there any issues that need to be resolved?

Provide and encourage every scrutineer to wear the E56-SCR scrutineer
name label that you will have in your supplies.

Scrutineers must read and acknowledge the M41-SCR briefing card and
complete Form T Scrutineer Sign-in, before starting their duties. These
can be found in the Voting Place folder.

Ensure scrutineers sign out on Form T when they leave the voting place

Scrutineers will not record the page and line number
of voters directly as they are issued with their ballot
papers. Issuing Officers will be recording this on e
Form V as part of the issuing process.

Scrutineers are permitted to photograph the lists of
page and line numbers during the opening hours of
the voting place.

SYIINILNYDS HO4 LIFHS AHODIH HILOA

When a scrutineer requests to do this, you will
collect the forms from the Issuing Officers and lay
them on your Manager’s table, if you have one.

S0 voowowseos e

Make sure the forms are stamped with the Issuing Officer’s issuing point
stamp, and the date and time has been completed. Note that the forms are
double sided.

A scrutineer can photograph sheets that were completed before they
arrived at the voting place. You will need to file each day’s forms in a
separate plastic bag

All scrutineers who enter the voting place only to photograph the forms
must check in with you by showing their letter of appointment and secrecy
declaration. They must sign in and out on Form T.



@

You must keep the key or access card to the voting place with you at all
times. You must be able to lock the voting place immediately upon an
emergency that requires it, for example if you are concerned for the safety of
you or your staff from activities happening outside of the voting place. If you
are in an open space voting place you must have a plan to get you and your
staff to safety if needed.

The voting place mobile phone must remain switched on at all times that you
are in the voting place and worn by either your self or a Voter Assistant using
the lanyard to keep it secure. It must not be left unattended.

The use of the mobile phone for security or other needs by the Voting Place
Manager comes before its use for eRoll by the Voter Assistant. All phone calls
or text (SMS) messages to the phone must be attended to immediately.

Your Mobile Support will be in close contact with you to discuss how things
are going at your voting place. If things are not going to plan or you encounter
any difficult situations, refer to your Incident Management handbook and
contact your Mobile Support or Electorate Manager right away using the
voting place mobile phone.

Topics you may want to discuss during the Mobile Support’s visits are:
How long are voters waiting to be issued an ordinary or a special vote?
Staff: are staff coping? Is everyone following the correct processes?
Scrutineers: are there any questions or concerns?

Voting supplies: do you need more ballot papers, declarations or
enrolment forms?

Security: are there any issues that need to be resolved?

Health & Safety: have any risks been identified that cannot be removed
or isolated?

Use Form Q in your Manager’s folder to document what is happening in the
voting place and note topics to discuss.



During voting

There are a number of tasks the Voting Place Manager needs to complete

during the day.
Through the day:

Be clear and direct in telling staff what to do - take
charge

Never refuse a voter the opportunity to vote at your
voting place

Advise your Electorate Manager of any unusual
circumstance or difficulty as soon as it happens

Make sure that your Electorate Manager is able to
contact you at any time (mobile phone)

Record any ballot papers added to or removed from
the voting place (by the Mobile Support) including
any photocopied or handwritten ballot papers on the
appropriate form as you issue these to Issuing Officers

Check that all Issuing Officers are issuing ballot papers
correctly

Give staff breaks after peak voting

Check voting screens for any graffiti and cover it up or
swap it out for a spare screen if you have one

e Check that the
result and count
sheets are in order
and ready for the
counts

e Check that the
candidate marker
cards are in
alphabetical order

Review the 'After voting
finishes' section of this
manual to prepare for the
closing of the voting place

Check the ||}l tclephone line for reporting
results after 7.00pm

Start giving staff breaks so that they all have had a
break by 6.30pm and are refreshed and ready for the
preliminary count

Close and lock the doors at the advertised closing time
(see page 27 for more information on locking the voting
place).



A 'takeaway vote' is issued when a voter is unable to attend a voting place
either before or on Election Day. No-one, not even a person with a power
of attorney, can cast another person's vote on behalf of that person.

A voter may apply for a takeaway vote:

In writing, generally by completing an E78 Unable to get to a Voting
Place application form or it could be a letter, e-mail or text (SMS)

By verbal instruction given to a friend, family member, or caregiver of

the voter.

You will usually be responsible for
issuing takeaway votes.

All takeaway votes must be issued as
special votes and details of each vote
recorded on Form K - Takeaway Votes.

Form K is kept in your takeaway votes
satchel.

Note:

E: (36) Ohariu

VP: (206) Sampleton
‘Sample School, 58 Sample Avenu

S,

RECORD OF TAKEAWAY SPECIAL VOTES ISSUED

Electoral rolls are not used during the takeaway vote issuing process

Never mark a takeaway voter's name off a printed roll

You do not need to check whether the voter is enrolled before issuing

a takeaway vote

Any issuing point stamp can be used to issue a takeaway vote.

To complete a takeaway vote, you require the following:

Takeaway special vote
declaration/envelope
(E83)

| S Dectaration by Special Veter

2sm00
i

Special vote ballot paper
for the voter’s electorate

w—cth

@nuw{n
SR

These items will be placed

into an E79 envelope.
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After voting finishes

Prepare for reconciliation

Record takeaway votes issued

Complete reconciliation

Complete Form Q - Daily report

Recharge and store the cell phone

Complete Form U - Voting Place check and secure materials

All staff complete timesheets and sign out

Ask Issuing Officers and Voter Assistant(s) to follow the
“After Voting Finishes” in their PIM.

Provide the Voter Assistant(s) with the following to lay out in
front of the ballot boxes from your supplies:

All P & S envelopes

All ballot paper pads or declarations packs and cover sheets
The takeaway votes satchel

Scissors

Plastic bags for

Form V voter record sheet and voting cards

]
SFLCLAL WOTES
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Issuing Officers will:

Check that the covers of their ballot paper pads or declaration
packs are stamped.

For special vote materials record the date and the number of

declarations remaining in their part-used packs on the cover
sheet.

Place all material in front of the appropriate ballot box in
separate piles of fully used, part used and unused.

NGA PEPA POT?
BALLOT PAFERS

5;"
f
j
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Ask an Issuing Officer to follow the instructions on the back
of Form B (placed in front of the special votes ballot box) to
stamp, count and record enrolment forms received.



Check the S7 envelopes for any spoilt materials and transfer these to
the appropriate envelope:

Envelope P1 for spoilt ordinary ballot papers, by electorate

Envelope S1 for spoilt special vote declarations, spoilt special
vote ballot papers and spoilt enrolment forms

Record the total number of takeaway votes that have been issued.
If none, record as ‘0’.

Note: Form K is kept in the takeaway vote satchel.

cks were supplied?
=)
inuse | pulyuseg

Jrrp—

V1

aaaaaaaaaa

Takeaway votes issued during advance voting

Sat Sun Mon Tue Wed

o 2 3

SILOA AVMVIN

(B il RECORD OF TAKEAWAY SPECIAL VOTES ISSUED
e

The reconciliation process ensures every used and unused ballot paper
and special vote declaration in the voting place is accounted for and gives
a running total of how many votes have been issued up to and including
that day.

The Manager must complete the following reconciliation forms:
Form A: for each electorate - ordinary votes issued (Envelope P4)

Form B: for special vote declarations issued in person (Envelope S6)
(not takeaway votes)

The reconciliation forms should be prepared by electorate HQ prior to the
start of voting. They will have a label like the one below and have recorded
the first number of each ballot paper pad or declaration pack supplied to

you.
Electorate number and name

for reconciliation

Phase number

w Electorate where the
| voting place is located

Voting Place number

J and name




3a. Ordinary vote reconciliation

Use a new column on the reconciliation form for each day.

(‘) Ask your Voter Assistant to help you with this task.

Complete one Form A for each electorate you are issuing ordinary
votes for.

Section 1:

o Check that any additional ballot paper pads received during the day
have been recorded.

« Record the total number of pads supplied in Box A.

4 )

Transfer the

total number
of pads List each ballot paper pad
to Box A supplied to you

. J

Section 2:

o Check that any ballot paper pads transferred out of your voting place
have been recorded.

» Record the total number of transferred ballot paper pads in Box B.

4 )




VP Reconciliation App

ELECTORAL
. COMMISSION
Open the reconciliation app on e

your voting place phone.

=

Tap
Past Reconciliations
Helpful Information
Use the drop down arrow to select the

electorate you are completing the
reconciliation for.

The date will be automatically populated
for today.

Tap [NERD]

Recon E: (33) Ghariu (AV1) > )
Home ET (33O

VP: (117) Totara Bay Community Centre,
552 Totara Bay Road, Totara Bay

Use the drop down arrows to select
your:

Home electorate

Voting place

Tap | MBS

(Recon E: Dhiriu (AV1) W
ome E: (33) Ohariu
VP: (117) Totara Bay Community Centre,
552 Totara Bay Road, Totara Bay




Reconciliation App continued...

4

From Form A:

o Enter the number of pads supplied
from Box A

o Enter the number of pads transferred
from Box B

Tap [N

Ask the Voter Assistant to count the materials
in front of the ballot box and record these
onto the respective marker card.

Enter the number of fully used,

part-used and unused pads.

Tap [

10QL)

Initials of

[[Page No. | e tio. ] ssuing Officer

Ask the Voter Assistant to check each part-used

pad. Enter the last two digits of the next
remaining ballot paper into the app and

tap

If you incorrectly enter a number tap m
to remove it.

Once you have entered the correct
number of part used pads you can
tap-to continue.

-

~
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Reconciliation App continued....

Enter the number of photocopied papers,
spoilt papers and questioned votes into
the app.
Tap NS
Check that the all the details you have
entered are correct.
Copy all the numbers from the app on Record details
to Form G below on Form G
- 171
of [T T T T T T T T T T T ] 350
t Date:| 2/10
g Ballot papers issued| 177 174
% Ballot papers supplied| 350 176
b E Ballot papers unused| 174
: g Ballot papers used| 176 5
q E spoilt papers| 5
g Questioned votes| O Y
9 §§L| Enrolment forms received| i i ; i iElewimhy;ouwi i i i ;
(G VOTING PLACE czkgmfﬂ:r
Confirm you have copied the numbers )
onto your form and tap
~

Success! You have completed your
reconciliation, click




3b. Special vote reconciliation

The special vote reconciliation is conducted using all of the special vote
declaration pack cover sheets and unused declarations.

Complete only one Form B for the voting place.

Use a new column of the reconciliation form for each day.

Section 1:

Record any additional packs of E81 declarations issued to
your voting place.

Record the total number of packs supplied in Box A.

List each declaration

Write total pack supplied to you
number of
packs into

Box A

Section 2:
Record any packs transferred out of your voting place.

Record the total number of transferred special declaration packs in
Box B.



Open the reconciliation app on
your voting place phone.

Tap

Use the drop down arrows to
select your:

Home electorate

Voting place

The date will automatically populate with
todays’ date

Tap [N

(Recon E: (33) Ohariu (AV1) W
ome E: (33) Ohariu
VP: (117) Totara Bay Community Centre,
552 Totara Bay Road, Totara Bay

From your reconciliation form:

Enter the number of packs supplied
from Box A.

Enter the number of packs transferred
from Box B.

Tap  [ANSE

VP Reconciliation App

ELECTORAL
COMMISSION

TE KAITIAK| TAKE KOWHIRI

Special Vote

Past Reconciliations

Helpful Information




Enter the number of unused, fully used
and part-used packs that are in front of
the ballot box record these onto the
respective marker card.

ep [N

Enter the number of declarations
remaining in each part-used pack
and tap

If you incorrectly enter a number, tap
to remove it.

rap NS

Enter the number of spoilt declarations.

Tap IS

Reconciliation App continued....

4 )
- J
4




Reconciliation App continued....

vi a )

Enter the daily number of enrolment forms
received into the app.

Enter the number of takeaway votes
issued from Form K into the app.

Check that the all the details you have e ™
entered are correct.

Copy all the numbers from the app on
to Form G

44

FIFICATE

For the home general electorate only:

special votes issued| 44

Takeaway votes issued| &

g | Enotment forms received 4

ecial vo

Takeaway votes issued|

|Copy from the
|ap: sp

Enrolment forms received|

VOTIN

Election Day ONLY

(Gl VOTING PLACE CERTIFICATE
o M14-VPCERT

Form £

setomn] ||

[eopy

Confirm you have copied the numbers
onto your form and tap| &l

Success! You have completed your
reconciliation, click ril




Past reconcmatlons

4 )
If you need to edit or view a reconciliation
you have already completed, you can use
on your home
screen
- J

Past Reconciliations Past Reconciliations

Select either

Ordinary Vote Special Vote
_ O\ Search Ordinary votes
08/04/2022
or 52 - Tauranga >

A201 - Bethlehem Primary School Hall

Special Vote

Please select Ordinary
or Special vote tab
Then select the \_ Y,

reconciliation you want to edit or view
from the list shown.

Note: you can only edit the last reconciliation
you completed for an electorate

ation Date
/ 04/2022
To edit the reconciliation tap - Home Electorate
This will allow you to move through Tauranga
the reconciliation and adjust any numbers, Voting Place
then you can resubmit. A201 - Bethlehem Primary Sch... More

Expected Ballot Papers
80

Reconciliation Electorate
Tauranga

- 7/




If you are unable to use the reconciliation app, call HQ to advise them that
you will be following the backup process.

During advance voting

Ordinary votes:

Count the number of entries on all Form V - scrutineer record sheets used
during the day for each electorate and write this in the ‘ballot papers issued’
box on Form G.

Report this number back to your HQ.

You will need to do this for each electorate that you issued ordinary votes for.

Special votes:

Use the information recorded on the M14-VMMARKER card and record on the
back of Form G for the home general electorate the number of:

- fully used and unused declaration packs

- total number of declarations remaining in part-used packs.

Also record the number of:

- spoilt declarations in Envelope S1

- daily issued enrolment forms

- total issued takeaway votes.

Report these numbers back to your HQ.

On Election Day

Ordinary votes:

Count the candidate votes twice and record both results.

If these numbers do not match, transfer the second result to the ‘Less
candidates votes’ section on the bottom of EMS11-P Party Vote counting
sheet for the electorate counted.

Report to HQ the total number of votes counted as the number of ballot
papers issued to voters.

Special votes:

Count the special votes twice and record on Form F.

Report this number to your HQ when asked for the number of special votes
that you issued.



Write down anything notable from the day and any issues E
or concerns.

Use this as a prompt for your next conversation with your
Mobile Support or Electorate Manager.

During advance voting:
It is also useful if you are not the Manager the following
day, for your replacement to understand what has been

happening in the voting place.

DAILY REPORT

e DAILYREPORT  wiccuice

While you are packing up the voting place for the night, plug the mobile
phone in to charge. It is supplied with a quick charger.

When the voting materials are packed away for the evening, switch off the
phone to store it securely overnight with the other key voting materials,
away from heat or liquids.

If you are storing materials away from your voting place during advance
voting, then leave the phone switched on until you have completed this
task.

Switch the phone on immediately when unpacking materials the next
morning and check for any messages.

It is important to complete the end of day checklist on Form U, to ensure
that all tasks have been completed before going home.

Start of day, end of day check

Date|

Check inside and outside of the voting place, looking for
any indication of unauthorised access, damage or
vandalism.

Check for risks and record on Form P

Ballot box seals match the record on the box and boxes
are secured by cable ties

All staff are wearing their orange vest and ID card

Voting place mobile phone switched on, checked for any]
messages and eRollis working

Initial

Mobile phone signed out and switched off

|All windows closed and secured

All doors properly shut, and locks are engaged

All keys or access cards to the voting place are
accounted for

Check: alarm is activated upon leaving
(where applicable)
[Advance voting period:

All voting materials are safely secured

AD3HD 3DV1d DNILOA

Initial

Report all security concerns as soon as possible to your Electorate Manager
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Voting Place Employee Timesheet M37-VPTIME

Wednesday Thursday Friday
e et Dat e lpate Date: Date:
Start
Finish
Lunch/
dinner
TOTAL

TOTAL HOURS for
week

Ask all staff to complete their
timesheet- M37-VPTIME and
sign out on Form S before
leaving for the day.

“%  Voting Place Employee Timesheet

STAFF SIGN-IN
MI4.STAFFSIGN

NI-NOSIS 44V1S
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Advance Voting ONLY
TASKS FOR SOME DAYS
n Phase change of materials

E Return of special vote envelopes before the end of voting

1. Phase change of materials

If your Voting Place is expected to issue more than 2,000 ordinary votes for a single
electorate during advance voting, then you are likely to complete a phase change
for those voting materials.

A phase change makes other processes like counting the ballot papers more
manageable as well as removing a large number of votes to secure storage at
electorate HQ.

The Electorate Manager or Logistics & Supplies Manager will advise if you will be
required to have a phase change and if so, at the end of which day. Your Mobile
Support will assist you with the process. There is a film clip you can watch in the
‘Additional Info’ section on the reconciliation app.

To complete a phase change for an electorate:

n At the end of the day of voting, complete ordinary vote reconciliation as usual

e Pack up the materials for that electorate into an E206 supplies box

e Mark the supplies box with ‘Voting Place [number], Phase 1’
P1 =

Spoilt votes

~Spoilt

P

SAMPLE
ELECTORATE

All pads of ballot papers
(used, unused and part-used) for
the electorate

P5 = S
. Completed - il
== Form N == Questioned
= Questions votes
= to voter it
. ]

e Record the sticker number and number of papers
contained on Envelopes P1 and P5
Note: if Envelope P1 or P5 are empty, mark ‘0’ on the front

e Pack Form A, the material marker cards, packing sheet and Form J into
Envelope P4 and leave unsealed.

P ey

P4 - ____!

T
-

g B

Form J Form A M14-VMMARKER

Y Continued



All Issuing point
stamps that have
been used in the
voting place All electoral rolls
(in a plastic bag) for the electorate
(not reference rolls)

Ordinary votes
ballot box with slot cover

All electoral rolls for the electorate being changed over, must be returned.

All issuing point stamps used up to this time in the voting place must be
returned with Phase 1 materials, whether or not they have issued votes for this
electorate.

e Fix the slot cover over the slot on the ballot box with the short cable ties

Write the number of the sticker on the top of the supplies box

e Update Form O - Return of Materials

Once Phase 1 materials have been packed, the ballot box for Phase 2 can be
opened and the contents checked against the consignment and tracking notes,
ready for issuing the next day

Note: next time you complete a reconciliation you will need to select a different
phase in the app for the electorate you have done a phase change for example
use AV2 instead of AV1

L o3 The materials should immediately be returned to electorate HQ for secure
@ storage using two staff members.

®\ 2. Return of special vote envelopes before the end of
W voting

If the voting place issues many special votes, the Mobile Support may collect these
for . This may happen on the same day as a phase
change for ordinary votes.

Update Form O - Return of Materials.

Secure the special votes ballot box by fixing the slot cover with thin cable ties

Ensure you have a new, empty special vote ballot box for the next day
of voting




PY TASKS AT THE END OF THE VOTING PERIOD
(W) n Final voters

E Pack materials and equipment

Final checklist

Return voting materials and supplies to electorate headquarters

1. Final voters

If there is a queue of voters at the close of voting on your last day or
Election day, you should bring people into the voting place before closing
the door. This may mean your staff are issuing votes beyond the advertised
closing time.

Move any voters waiting outside of the voting place so they are
inside before the closing time.

Lock the door(s) at the advertised closing time:

e Have a staff member stand next to the door to allow voters to
leave. If you have a security guard they can help with this task

Ask a staff member to bring in all of the outside signs

Issuing officers will issue ballot papers to voters who are in the
voting place before closing time.

3

Remind staff to keep their mobile phones off until they leave at the
end of the night

ELECTION DAY:

Keep the ballot boxes sealed until the last voter has left and the
doors are locked.

<M ADVANCE VOTING:

The ballot boxes must remained sealed at all times.

Complete regular end of day tasks including reconciliation




2. Pack materials and equipment

IMPORTANT: Packing up voting materials correctly and tidily is critical

for electorate HQ staff preparing for post-election processes. If you do not
pack up your voting place materials according to the following instructions
you will be asked to repack them at the electorate HQ.

Manager assigns these tasks to staff:

: Provide M14-PACKOV and M14-PACKSV A3 packing sheets 5 a
? from the P4 and S6 envelopes.

()
(@) 1. Pack special vote materials (Step 2.1)

2. Pack ordinary vote materials (Step 2.2)

3. Pack other supplies and equipment (Step 2.6)

4. Tidy and reset the facilities as required.

()
(T) Manager completes these tasks while staff pack other materials:

1. Check and seal envelopes (Step 2.3)
2. Pack boxes (Step 2.4)
3. Label and seal boxes (Step 2.5)

4. Check that the facility has been reset as
required.




(%) 2.1 Pack special vote materials, enrolment forms,
[ )

voting cards and Special Vote slips
ENVELOPE

Special Vote Spaiit Declarations
and Spain Voting Pagers
Spoilt special . .
Spoilt declarations vote envelopes ~ SPoilt enrolment . G
E81and E83 forms - ROE1

.. S2

Special vote ballot

paper pads
Pass and Decisrtion Packs
Used, Unused and Part Used
_>
Declarations E81 Declaration cover =
and E83 sheets
(unused and part-
used packs) - S
ELECTION DAY ONLY
—_—t
Special vote envelopes for your —_— peci vt Enveopes

Heme Genoral Electorate

home general electorate
(including any returned
takeaway votes for your home
general electorate)

il

Special vote envelopes o
bundled with rubber

bands by electorate Spasial Vots Emelopes
(including any returned —

s O

,_ .

takeaway votes for other

electorates) o
i [
:5\\\.\_:}\\\\:
NN S5 \
Completed : :
enrolment \ \
forms ROE 1 : Evsimert Foma :
— } :
N \
N \
\ \
\ — \
x“““‘\“\
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MATERIALS

S — Form 8 ELECTION DAY ONLY
« t, - Form F SPECIAL VOTE SUMMARY
| Fomk - |
FTE SSEsSSEs Luﬂuu}'i i
T I g

Completed
Form V Voting cards and Special
Vote slips

All issuing point stamps

Empty

ENVELOPE

== SG

Special Vote
and Summary

[
[
S
[e—

B

Sy [-3==H

NN
| Plastic |

/ |
\
/|
\ (.
\ |
| Plastic \3‘ \
bag / “
| |




(‘A) 2.2 Pack ordinary vote materials
% Ask staff to pack up the following by electorate:

o MATERIALS

= P1
Spoilt ordinary —_— —
parliamentary -
votes =
i
\ P2!
y ——t \
\ \
Pads of ballot NN
papers —> \
(used, unused and N= \
part-used) \ \
- o=

A S S S S S % % % N

‘=" P3\
\(W_ﬂ_ \
N N
N N
// ‘and Marker Cards.
7 Counted ballot papers ) p. \
and marker cards N \
T
::;--‘-‘3'_‘“
ELECTION DAY ONLY
>
Form A M14-VMMARKER Form J EMS11-C & EMSTI-P -
=" P5
Questioned/ C(::mplel’:\led L
apparent orm —_— -
dual votes Questions
to voter -
- o
Electoral

rolls
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2.3 Check and seal envelopes

e Check that the contents of each envelope are correct.

Issuing Officers and Voter Assistants can:

envelopes.
Note: if any envelopes are empty, mark 'O’ on the front.

e Then the Voting Place Manager can sign each |||l

e Record the sticker number and other details on the @

e Invite any scrutineers watching to witness (sign) the
documents and stickers.

2.4 Pack boxes
Advance voting

Special vote materials (section 2.1): Instruct staff to pack all the special
vote materials and other items neatly into a E206 supplies box

Ordinary vote materials (section 2.2): Instruct staff to pack all the
ordinary vote materials neatly into a E206 supplies box for each
electorate.

P1 P2!P4 P5

i

w
=]

ettt el 2Ll ey
rm—
-

j

| Plastic H Plastic \}
bag / w bag /

Special vote materials (section 2.1): Instruct staff to pack all the special
vote materials and other items neatly into the special votes ballot box

Ordinary vote materials (section 2.2): Instruct staff to pack all the
ordinary vote materials neatly into each electorate’s ballot box.

P1 P2P3!

¥
E
H

w
-
(7]
N
(7]
w
wn
B
27
4
(=]

T TTF.

)

\ N

) Plastic ||| Plastic | i
]

bag / “ bag \‘
(1 (
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2.5 Label and seal boxes

o If not already completed, write on the top of each supplies box:
(ELECTORATE NAME)
(NAME OF VOTING PLACE)
If there is more than one supplies box for any one type of voting
materials, ensure that the boxes are numbered, for example 1 of 2

Advance voting

o Seal the supplies box containing the envelopes, ballot papers and

declarations, with a ||| G

o Write the number of the ||| | Bl on the top of the supplies
box(es).

e Fix the slot cover to the ballot box with the small cable ties. Leave the
ballot box sealed.

Seal the ballot boxes with a ||| and log the
details on the box

2.6 Pack other supplies

Instruct staff to pack all the remaining supplies into one or more supplies
box(es). This will include the voting place folder, satchels, all stationery,
Index to Places & Streets, posters, unused enrolment forms and envelopes,
checklists, brochures, signs and forms.

During advance voting: If your materials will be handed over for Election
Day, the other equipment can be left set up.

If not, pack up the election equipment that can be dismantled and stack
it together in the agreed position inside the voting place. You may have
cardboard issuing tables, screens and signage stands, folding chairs and
sandwich board signs.

Pack up the election equipment that can be dismantled
and stack it together in the agreed position. You may have cardboad
issuing tables, screens and signage stands, folding chairs and sandwich
boad signs.



3. Final checklist z

Leave the voting place tidy and in the state that you found it

(for example the tables and chairs are as they were when you arrived)

Move your car close to the entrance to the voting place.

Ask staff to assist you to monitor and move voting materials and
supplies to vehicle(s) for their return to electorate HQ.
Do not leave the materials unattended in a car at any time

Ask all staff to sign out and thank them for their help

Turn off the lights and heating and lock the premises.

Activate any security devices and return keys (if applicable).

4. Return voting materials and supplies to

electorate headquarters

At the end of advance voting you must have another staff member with you when
returning the materials to HQ. On Election Day the staff members may need to
help you return the voting materials and supplies to electorate HQ if you cannot
fit all of the materials in one car. You must ensure that the ballot boxes and other
supplies are kept within the custody and care of yourself and another electoral
official at all times.

When voting materials and supplies are returned, electorate HQ staff will check
that all materials are accounted for and check the contents of the supplies boxes.

If the supplies are not in order, you or the person delivering them will be required
to repack the boxes.

The Electorate Manager may direct Voting Place Managers in some electorates
to deliver ballot boxes and supplies to an agent rather than directly to electorate
HQ. The agent will check the materials, have you sign Form M - Agent’s Receipt
and keep the materials in secure custody before returning them to electorate HQ.

Congratulations!

Thank you for your participation and contribution
to our team effort.




ELECTION DAY ONLY
Preliminary count of ordinary votes

The preliminary count involves counting the ordinary votes only.

There are six parts to completing the count.

O OPEN ballot papers

SORT ballot papers

CHECK ballot papers

COUNT ballot papers

ASSIST other counters as directed

R REPORT results

Ordinary vote tolerance scale

If the votes counted do not balance with the total number of ordinary
votes issued, this tolerance scale tells you how many votes you can be out
by before you need to recount the votes:

e |If the difference is greater than the number given, you must recount the
votes. You only need to do one recount.

e |If the difference is less than or equal to the number given you do not
need to recount the votes.

Number of votes issued Allowed difference
0

1to 100
101 - 200 1
201 - 400 2
401 - 600 3
601 - 800 4

801 - or more 5



Information about informal votes

A vote is counted as an informal vote when the voter’s intention on the
ballot paper is unclear. Counters should ask the question this way: “the
voter hasn’t followed the instructions on the ballot paper, but can | deter-
mine the voter’s intention?”

See the examples drawn from previous elections below.

The voter’s intention is clear - i.e. not informal

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

L MARK GHARIU ELECTORATE.
Vote by putting a tick in the circle immediately
> before the candidate you choose.

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

L MARK OHARIU ELECTORATE.
Vote by putting a tick in the circle immediately
> before the candidate you choose.

L MARK

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the
OHARIU ELECTORATE.
Vote by putting a tick in the circle immediately
before the candidate you choose.

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

— ¥

O | [ —

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

L MARK GHARIU ELECTORATE. L MARK OHARIU ELECTORATE. OHARIU ELECTORATE.
Vote by putting a tick in the circle immediately Vote by putting a tick in the circle immediately Vote by putting a tick in the circle immediately
” before the candidate you choose. > before the candidate you choose. > before the candidate you choose.

D

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

L | |
. ver

DL L

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

Vote for only one candidate

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

L MARK OHARIU ELECTORATE. GHARIU ELECTORATE. L MARK GHARIU ELECTORATE.
Vote by putting a tick in the circle immediately Vote by putting a tick in the circle immediately Vote by putting a tick in the circle immediately
o before the candidate you choose. ) before the candidate you choose. ” before the candidate you choose.

06 00Dved

1is the
voter’s
intended
choice




The voter’s intention is unclear - i.e. informal

L MARK

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the
OHARIU ELECTORAT!
Vote by putting a tick in the circle immediately
before the candidate you choose.

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

L MARK GHARIU ELECTORATE.
Vote by putting a tick in the circle immediately
) before the candidate you choose.

L MARK

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

OHARIU ELECTORATE.

Vote by putting a tick in the circle immediately
before the candidate you choose.

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

OHARIU ELECTORATE. L MARK GHARIU ELECTORATE. GHARIU ELECTORATE.
Vote by putting a tick in the circle immediately Vote by putting a tick in the circle immediately Vote by putting a tick in the circle immediately
before the candidate you choose. ” before the candidate you choose. before the candidate you choose.
Vote for only one candidate ote for o one candidate Vote for only one candidate
I
Vi
-~ I vl

& —

o 1
D
L |

L MARK

Explanation
This vote decides the candidate who will be
elected Member of Parliament for the

OHARIU ELECTORATE.

Vote by putting a tick in the circle immediately
before the candidate you choose.




0(.) Counting the votes
@ & o) CJLAJIR
% Prepare the ballot papers

Instruct staff to move issuing tables together to form:

e One large counting area for the home general electorate

e One small counting area for the home Maori and any shared
electorates

OPEN

] ojofel o el -
\

Starting with the home general electorate, break the seal on the ballot
box, fill in the seal log and empty the contents onto the counting tables.

Read out and demonstrate the following instructions:

Unfold each ballot paper one at a time. Check that each
| paper:
S e isthe correct paper for that electorate; the electorate
number is found at the top left-hand corner

e has a black sticker over the number on the ballot
paper; put a sticker on any paper without one.

Do not look at how the voter has marked the ballot paper.

Place any ballot papers for other electorates, special vote
declarations or enrolment forms to your right, face down.

\Continue until all the ballot papers are unfolded.

¥ Check behind the flaps in the ballot box and on the floor for any
additional papers

Gather and return papers to the ballot box, ready for the count
53 Return any materials found in the wrong box, to the correct count

Ask a staff member to repeat the process for the other counts while you
complete the reconciliations

For any ballot boxes containing votes for more than one electorate, ask
staff to sort these by electorate and gather them into electorate piles
before returning them to the ballot box, separating each electorate with
their marker cards.

You may have been given M55-ECMARKER electorate marker cards
to help with this sort; if you have, provide one marker card for each
electorate to the staff sorting this ballot box.

Note: if there are any special vote declarations or enrolment forms found in
the ballot box you will need to add them to the appropriate envelope and
adjust the paperwork accordingly.

Add any ballot papers for the other electorates to the count for that
electorate.




Steps for the electorate candidate count

Note: if there are fewer than six ballot papers, to retain voter
confidentiality the votes are not counted. You must record ‘fewer than

six votes’ on Form G beside ‘Ballot papers issued’. Then pack the voting
papers and unused marker cards into Envelope P3, seal the envelope with a
signed security sticker and move on to the next count.

If you have six or more ballot papers, continue with the preliminary count
as instructed below:

Place the candidate marker cards in alphabetical order, anticlock-
wise around the table. Note: you may need to move markers to make
sure that markers for popular candidates (i.e. those with expected
large numbers of votes) are not in front of one counter

Place the candidate informal marker card(s) in the centre of the
table

Divide the ballot papers evenly among the counters

Say to staff:

Process each ballot paper one at a time.

L If a candidate’s marker is in front of you, place a vote for that
> candidate on the marker, face up.

Note:

1. Candidate votes are on the right-hand side of the ballot
paper

2. Make sure you do not cover the candidate’s name on the
marker.

If a candidate’s marker is not in front of you, place a vote for
that candidate to your right, turned face down.

Do not place votes onto other counter’s markers.

Place the vote on the informal vote marker if in doubt about
the voter’s intention.

Look to your left for more votes.

\Repeat the process until all votes are sorted.

Check the informal candidate votes to determine if the voter’s
intention is clear for their candidate vote (see information about
informal votes on pages 53-54):

If the voter’s intention is clear, add the vote to the appropriate
marker

If the voter’s intention is unclear, leave as informal




Once the counters have sorted all the votes, say to staff:

< Check each pile has votes for that candidate only. )

E Once all the ballot papers have been checked, say to staff:
4 . .
8 Count votes for each marker in groups of 10, then into lots
| of 50.
& .
Place the lots of 50 sideways to one another.
Record the number of votes for the candidate in the first
box on the marker.
If there are nil votes, record as ‘0’.
Place the marker on the top of each set of counted papers.
\Repeat the process until all votes are counted. )
(IT) Ask a counter to count the informal candidate votes and to record
7] the number of votes in the first box on the candidate marker.
(2 If some piles of votes are large, ask counters who have finished to
help others
E Complete the EMS11-C Candidate Vote Counting Sheet, say to staff:
o
& | will call out each candidate one at a time.
o Please tell me the number of votes they received.

| will record the number and repeat it back to you to check.

Note: If there are nil votes, record as ‘0’

e Add the votes for each candidate and the informal votes to get
the Total Candidate Votes

e Subtract the ‘Ballot papers issued’ on Form G from the ‘Total
Candidate Votes’ and record the result as ‘difference’ on EMS11-C

e If the difference is not ‘0’ find the number of votes issued on the
count tolerance scale (see page 52)

e |If the difference is less than or equal to the allowed tolerance,
move on to step 10

o If the difference is more than the tolerance scale allows, check
that:

e theinformal votes are included

e the numbers are added correctly

e the numbers are recorded correctly

e the number of piles of 50 votes are counted correctly

e all the votes are counted: check the ballot box and the floor




If the checks do not make the difference equal to or less than the
number the tolerance scale allows:

e Recount the ballot papers once

e Record the new count in the second box on the candidate
marker card

e Record the numbers on the recount column on EMS11-C

If the count still does not balance, do not recount again, move
onto step 11

REPORT

Gather up piles of candidate votes:

e If necessary rearrange each candidate’s pile from lots of 50 into
a single pile

e Put the piles of votes in alphabetical order by candidate with
‘A’ at the top and the informal marker and informal votes at
the bottom

e Alternate each candidate’s votes sideways

Transfer the ‘Total Candidate Votes’ on to the ‘Less candidates
votes’ section on the bottom of EMS11-P for this electorate.

EMS11-C CANDIDATE
VOTE
COUNTING SHEET
356
6 3
6
2 4 Write one digit in
2 Z each column
4 0 2
2 3
10
1
920 Transfer this
920 number to
0 EMSTI-P
W




Steps for the party vote count

When the count of ordinary votes for electorate candidates and the candidate
informal votes is complete:

Place the party marker cards in alphabetical order, anticlockwise
around the table. Note: you may need to move marker cards to make
sure that those markers for popular parties (i.e. those with expected
large numbers of votes) are not in front of one counter

Place the party informal marker card in the centre of the table

Place the piles of the counted candidate votes on the table in front
of the person with that party’s marker. For example, place the Labour
candidate votes in front of the Labour party marker card.

Distribute independent and informal candidate votes to the counters
with the least votes in front of them.

Note: Be careful to place these papers in front of, and not on top of,
the party markers

Collect the candidate and candidate informal marker cards and place
them away from the table. Ask the counters with more than one pile
of ballot papers in front of them to combine them into one stack

Read out the following instructions to counters and then begin the
coup* ~N
Process each ballot paper one at a time.

If a party’s marker is in front of you, place a vote for that
<_ party on the marker, face up

Note:

1. Party votes are on the left-hand side of the ballot
paper

2. Make sure you do not cover the party’s name on the
marker.

If a party’s marker is not in front of you, place a vote for
that party to your right, turned face down.

Do not place votes onto other counter’s markers.

Place vote on the informal vote marker if in doubt about
the voter’s intention.

Look to your left for more votes.
\Repeat the process until all votes are sorted

J

Once the counters have sorted all the votes, say to the staff:

:{ Check each pile has votes for that party only. )

Check the informal party votes to determine if the voter’s intention is
clear for their party vote.

If the voter’s intention is clear, add the vote to the appropriate
marker.

If the voter’s intention is unclear, leave as informal




Once all the ballot papers have been checked, say to staff:

/Count votes for each marker in groups of 10, then into )

lots of 50.
Place the lots of 50 sideways to one another.

Record the number of votes for the party in the first box
on the marker.

If there are nil votes, record as ‘0’.
Place the marker on the top of each set of counted papers.
\ Repeat the process until all votes are counted. )

COUNT

Ask a counter to count the informal party votes and to record the
number of votes in the first box on the party marker.

If some piles of votes are large, ask counters who have finished to
help others

Complete the EMS11-P Party Vote Counting Sheet, say to staff:

| will call out each party one at a time.
Please tell me the number of votes they received.
| will record the number and repeat it back to you to check.

REPORT ASSIST

Note: If there are nil votes, record as ‘0’.

Add the votes for each party and the informal votes to get the Total
Party Votes counted.

Subtract the ‘Total Candidate Votes’ from EMS11-C and record the
result as ‘difference’ on EMS11-P

If the difference is not ‘O’ find the number of votes issued on the
count tolerance scale (see page 52). If the difference is less than or
equal to the allowed tolerance move to step 11.

Note: If the candidate and party vote counts do not match, you do
not need to recount the votes unless the difference is greater than
the allowed tolerance.

If the difference is more than the tolerance scale allows, check that:
e theinformal votes are included

e the numbers are added correctly

e the numbers are recorded correctly

e the number of piles of 50 votes are counted correctly

e all the votes are counted (check the floor and the candidate
marker cards)

If the checks do not make the difference equal to or less than the
tolerance scale allows:

e Recount the lots of 50 ballot papers once

e Record the new count in the second box on the party marker
card

e Record the numbers on the recount column on EMST11-P

If the count still does not balance, do not recount again, move on to
step 12



Gather up the piles of party votes:

e If necessary rearrange each party’s pile from lots of 50 into a
single pile

e Put the piles in alphabetical order by party with ‘A’ at the top
and the informal marker and informal votes at the bottom

e Keep each party’s marker on top on its papers

e Place the electorate candidate markers on top of the pile

¥| Put the ballot papers and marker cards into Envelope P3 for the
appropriate electorate.

Note: Do not overfill Envelope P3. Each envelope should hold up to
900 votes. You should have another envelope if you are expected to
receive more than

this amount

1“8 Repeat the preliminary count for all other electorates for which the
voting place issued ordinary votes

Follow the instructions for ‘Report the Preliminary Count Results’.

EMS11-P PARTY VOTE COUNTING SHEET




Report the preliminary count results
e Results must be reported as early as possible and no later than
9.15pm

e Call electorate headquarters before 9.15pm if you have any difficulties
with paperwork or the counts

e While you are phoning through the results, staff can start closing
down the voting place by packing up voting screens and other

equipment.

Gather Form G, EMS11-C and EMS11-P for each electorate

phone [ - onter 99 and your

electorate number when prompted eg: 99XX
Holding the forms for each electorate:
e Do not provide answers or information without being requested

e Answer all questions that the telephone operator asks you

e When the telephone operator repeats your answers, tell them
immediately if there are errors

e End the call only when the telephone operator instructs you to

S Phone the Electorate Manager if there are any other issues

Pack forms into their correct envelope.

lofal sl e e -

Refer to page 40 to continue the end of day processes




Notes:

....... 6
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1 PREPARING FOR POST-ELECTION

1.1 INTRODUCTION

To be prepared for post-election it is critical that you:

1. Understand your role as the Electorate Manager (EM) and your responsibilities during the post-

election process
2. Understand the timeframe and order of tasks to be completed

Qv

3. Appoint and train your Post-Election Manager, who will be able to keep on top of tasks alh\

ensure deadlines are met.

Preparing for post-election will begin prior to Election Day with tasks due to begin o

The purpose of post-election processing is to carry out the following tasks.

O

nvahday E-12.

Scan enrolment forms returned to headquarters (HQ) from votin d

Chapter

determined in Election Manage
enrolment staff for proc&sé\

teams and send them via the Electronic Roll Scrutiny Application to 25 — Scanning
enrolment staff for processing. ko
N5
Account for voting materials returned from voting places@eams and deliver | 24 —Sort and
them to the headquarters teams to process. ' ‘/\ send
Scan electoral rolls used by voting places and te@o issue ordinary votes. 25 — Scanning
v \
N

Determine which special voters’ votes s ‘\ counted and prepare them for | 28 — Special
the official count. votes
Scan special vote declarations v@% voter’s eligibility to vote cannot be

System (EMS) and send them via ERSA to 25 — Scanning

Identify votes and @ that must be disallowed and removed from the official

26 — Dual votes

27 — Post-writ
count.
6 changes
P o N
Carry ou#able count of all allowed votes in the election and produce the 29 - Official
Offici Its. t
;:\(l’j@su S coun
30-
iy Completion

Q- @}pose of all materials appropriately and close down your headquarters.

The post-election period is the busiest three weeks of the election period. You must be well prepared
so that activities run smoothly. All preparations for post-election activities should be complete

before Election Day. This includes working out and preparing your post-election:

e staff requirements
e space and layout needs

Chapter 21 — Preparing for the post-election period



e supplies.

While these processes will be led by the post-election manager, all headquarters managers (HQ
Managers) need to understand the processes so that they can quickly identify if something is wrong.

Enrolment form scanning begins during the advance voting period. All other processes described in
this chapter happen from Sunday E+1.

In addition to these processes, the Election Day payroll needs to be processed and run during this
period. See Chapter 11 — Payroll for more information.

1.2 SECURITY OF VOTING MATERIALS

During the post-election period you are dealing with live voting materials. The security/of'these

materials is critical to the integrity of the election.

1.3 LABOUR DAY 2023

This year Labour Day will be observéd,ort Monday 23 October (E+9). It is expected that no staff will
be working this day. The post-election timelines have been adjusted to reflect this. Please consult
your Regional Manager (RM}if you need to have staff working this day.

N
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2 STAFFING FOR POST-ELECTION PROCESSING

2.1 MANAGEMENT

Although the Electorate Manager (EM) has overall responsibility for post-election processes, you
need to appoint a post-election manager to oversee post-election processing. The EM needs to

delegate their powers relating to the scrutiny of the rolls and official count to the post-election
manager using the M34-HQM form. This should be completed by Tuesday E-4 le/

Each post-election process has a process leader who leads a small team to complete that pro&
overseen by the Electorate Manager and the post-election manager. \

This diagram outlines the management and staff structure for post-election processi?\

Dual Vote Special Votes Official Count
Proc g‘ Process Process
eade Leader Leader

Scanning 0 Dual Votes Special Votes Official Count
Team Team Team Team

9
2.2 O%F STRUCTURE
\\\I‘

Q_g{ess in the post-election period depends on staff. You need the correct number of suitably skilled
staff who are confident using computers and understand the tasks assigned to them.

Every electorate is different. The number of staff you need depends on how many:

e voting places and issuing points you have

e ‘shared’ electorates your voting places issues ordinary votes for
e enrolment forms your voting places take

e ordinary votes are cast for your general and Maori electorate

Chapter 21 — Preparing for the post-election period 3



e special votes are cast at your voting places and for your electorate(s) altogether
e apparent dual votes you need to investigate
e ballot papers you need to extract from the official count.

Think about how many staff you need during the post-election period and how you can use them for

different processes. Consider the flow of post-election processing as shown in the timelines and

checklists in this chapter and the individual process chapters. Staff can move between processes and

tasks as the workload shifts, with some staff starting and finishing at different times and on different

days.

Process

Skills needed

Number

of staff

Drivers

Number of voting places

. . . . 2 per
Following written instructions P enrolment forms, a&1 ber of forms
scanner:
Confident with PC and scanner returned .
. Laptop \o
Scanning | Can manage minor issues Number of r be scanned (V14 per
operator
independently scanner
Scanner
Attention to detail Numbe special vote declarations sent
operator
k‘lonal Team Leader - Processing
\ \umber and size of voting places
See \ h
Sortand | Following written instructions Number of shared electorates
send Attention to detail @ Number of specia' votes
‘8\ send Logistics plan
Opening and validating SVDs (~100/hour)
Following written ins ns 3-7 SVD lookup (¥60/hour)
Special including
Attention to detail Not on roll data entry (~60/hour)
votes % process ) o
Fast and a @ ata entry leader May be responsible for a Maori
(6 electorate as well as a general electorate
0‘ Number of apparent dual votes
F@wing complex instructions .
. . Number of post-writ changes
@cellent attention to detail
Dual ..‘, Independent problem-solving 2.6 Number of ordinary votes taken for each
votes(b . count
\ Well-organized
@ Communicates professionally May be responsible for a Maori
Q.- electorate as well as a general electorate
Official Following instructions 16-30 Number of votes (~100 per person per
count Attention to detail hour)
Complet- Volume of supplies
. Following instructions 2-3
ion No. of voting places
4 Chapter 21 — Preparing for the post-election period




2.3

EXPECTED ELECTORATE SPECIAL VOTE VOLUMES

Below is the estimated number of special votes each electorate will process. These numbers are
based on 2020 volumes and adjusted for the growth.

General electorate

Est no. of

special votes

General electorate

Est no. of
special votes

1 Auckland Central X Panmure-Otahuhu ,
2 Banks Peninsula 7,500 38 Papakura 9,800 O
3 Bay of Plenty 7,700 39 Port Waikato 7,400 E 9\-
4 Botany 7,000 40 Rangitata 4,900
5 Christchurch Central | 8,100 41 Rangitikei 6,5}25\.
6 Christchurch East 7,600 42 Remutaka 400
7 Coromandel 7,100 43 Rongotai - ?560
8 Dunedin 7,200 44 Rotorua PR N 7,300
9 East Coast 8,100 45 Selwyn '\ 6,700
10 East Coast Bays 6,500 46 Southland /) X 5,900
11 Epsom 9,700 47 Taieri _,.(\V 5,900
12 Hamilton East 8,200 48 Takarini - 9,600
13 Hamilton West 8,400 49 gé@a‘ 8,000
8,000 { Taranaki-King 7,700
14 Hutt South 50\\» ountry
15 llam 7,800 LS | Taupd 7,700
16 Invercargill 4,800 . '$v Tauranga 7,600
17 Kaikdura 6,200 (1 \'53 Te Atati 8,000
18 Kaipara ki Mahurangi | 9,600 \* |54 Tukituki 7,000
19 Kelston 8,300 ~7 55 Upper Harbour 8,300
20 Mana 56 Waikato 7,600
21 Mangere .9,400 57 Waimakariri 6,400
22 Manurewa A\ §,700 58 Wairarapa 6,000
23 MaungakiekieA@ 8,700 59 Waitaki 5,900
24 Mt Albert A\) 9,000 60 Wellington Central 10,600
25 Mt Rosk{b\ 7,600 61 West Coast-Tasman 5,800
26 Napi}\ 6,300 62 Whanganui 5,900
27 Nefson’ 6,500 63 Whangaparioa 8,000
28 @,VLynn 8,200 64 Whangarei 6,400
29 _ ' ()New Plymouth 6,300 65 Wigram 7,200
3\‘0 North Shore 7,300 66 Hauraki-Waikato 9,700
Northcote 6,800 67 lkaroa-Rawhiti 7,900
Northland 7,800 68 Tamaki Makaurau 9,300
33 Ohariu 7,100 69 Te Tai Hauauru 9,000
34 Otaki 6,300 70 Te Tai Tokerau 9,200
35 Pakuranga 6,400 71 Te Tai Tonga 8,600
36 Palmerston North 6,300 72 Waiariki 9,100
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2.4  TRAINING OPPORTUNITIES

Readiness tests will focus on post-election processes. The aim of these tests is to check that systems
and processes are working as expected, and also provide an opportunity for managers to become
familiar with EMS and ERSA post-election functions.

Regional training for post-election managers, process leaders and key post-election processing staff
will be held in August. It is important that the people actually leading these processes attend this
regional training.

The following resources will also be available:

e this manual
e elearning modules on Tupu
e EMS and ERSA practice systems.

The ERSA practice system will not be available for use after Thursday E-2 sotthat’staff don’t use the
wrong system to enter data. Enrolment forms-related functions of the ERSA'practice system will be
withdrawn on Friday E-15.

6 Chapter 21 — Preparing for the post-election period



2.5 ELECTORATE MANAGER POST-ELECTION PREPARATION CHECKLIST FOR E-12 TO E-1

Staff and stakeholders

Notify constituency candidates when scrutiny of the rolls will start using the
M70-NOTICE Notice of Commencement of Scrutiny at Parliamentary Election

Sign post-election delegations for managers.

Remember: The delegation must be in writing and signed by the EM using the
M34-HQM form

EMS and ERSA set up

Scanning area set up

Ensure all necessary staff have logins and their access level is correct

Training for Election Day and post-election headquarters staffiis’ecompleted and
EMS and ERSA training systems are disabled

Have staff log in to EMS and ERSA to confirm their account is active

Check that all rolls in ERSA to be used in voting places have an issuing point
assigned

Other post-election tasks

Prepare thank you letters to voting/placés (M42-THANKS)

Chapter 21 — Preparing for the post-election period 7



3 JUSTICES OF THE PEACE AND SCRUTINEERS

3.1 APPOINTING A JUSTICE OF THE PEACE

A Justice of the Peace (JP) is an independent observer and certifier of post-election processes. You
must appoint a JP who is not working on the election in another capacity to be present during the

post-election period. This is covered in detail in Chapter 12 — Voting Services Preparations, section (L
3.10.

JP may observe

Enrolment form O

scanning ?\

Roll scanning

Observe the process

Dual vote processing

Special vote processing

JP must observe and certify

Sign official count voting place daily certificates

Official count

Sign any changes to the ofﬂ@&:unt, eg, dual vote adjustments
—fA

Sign electorate resgl \(‘%'I and final certificates throughout the
week Monday (Eg-( hursday (E+19)

@)
2.
\4
Scrutineers appointed by constit@candidates may observe post-election processes. Before they

Finalising results

3.2 SCRUTINEERS

can observe, scrutineers mu@

ng by a constituency candidate
claration form in the Scrutineer Handbook (E5-SCRUTINEER) or from the

Elector ager (E20-S DEC or M25-DECLARE).

Constitue %ﬁdidates must be notified in writing before Election Day that scrutiny will begin on

. Use the M70-NOTICE Notice of Commencement of Scrutiny at Parliamentary Election
is purpose.
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4.1 PREPARING TO RECEIVE VOTING PLACE SUPPLIES AT HQ

You’ll receive voting place supplies and ballot boxes back at HQ several times during the voting
period.

e Voting places (VPs) that do not have secure storage at their location may return supplies at
the end of each day.

e VPs open during the advance voting period which have phased counts will return supplies
each time they have a phase change.

e Those VPs may return full special vote ballot boxes during the advance voting pefiod:

e Most VPs open during the advance voting period will return their supplies afterthe close of
advance voting on Friday E-1, though a number may also do this earlier, iftthey are not open
consistently through the advance voting period.

e Most VPs will return their supplies on Election Night.

e Inlarge rural electorates a few VPs may return their supplies on Sdunday E+1.

During the advance voting period the Electorate Manager or Logistics and Supplies Manager must:

|
| (see Chapter 24 — Sort and

send)

4.2 LAYOUT

Your layout for post-election activities depends largely on the size and shape of your headquarters.
Think about where‘your will complete your processes in relation to your secure zone.

Usually, the largest space is used for the official count. Special vote processing, scanning and dual
votes usesmaller spaces but have a high demand for computers and the printer. Parts of the sort and
send pracess will use all these spaces.

If you think you will not have enough space for post-election processing consult your RA or RM as
soon as possible.

Your computers and printer will be in high demand during the post-election period, so you need to
carefully plan where the printer will be located.

Vo]
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4.3 HOW THE LAPTOPS WILL BE USED FOR EACH PROCESS - FLOOR PLAN

Large space — official count

Table Co-ordinator

Team Leader q:;

When you set up the official count area consider: E

e the process leader and JP each need a table in the } area
e each counter will need enough space to mana; eral piles of ballot papers. Generally, allow

one cardboard table for each counter ang’&\ for the table coordinator. Count teams will
normally have between 4-6 counters

e the proximity to the secure zone anputers for data entry into EMS.

When you set up the special vote processing

area, consider:
ive / Check

e the number of workstations needed to
handle the estimated number of special
votes for your electorate

Open/ A e proximity to the printer.
Validate

e You may need multiples of some boxes,
so you might want to set up trestle
tables where boxes can be stored
underneath.
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Small space — scanning and dual vote/post-writ processes

)]

Dual Vote Investigation

)]

Cual Vole Fileg Bores

8 | [

M“.MI

Qo

Roll Scanning

Qo

Stoved for Completion
xl

When you set up the scanning area, consider:

e space to manage rolls
e rolls will not be bound, so avoid draughty
areas.

When you set up the dual vote/post-writ pro%Q)
area, remember this work requires: \

e concentration, so provide a small space

e proximity to the secure zone, V ote
er.

processing area and the print
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5 SUPPLIES FOR POST-ELECTION PROCESSES

5.1 PREPARING THE SUPPLIES

Bring your process leaders or other HQ support staff into the office before Election Day to prepare
the supplies for the post-election period.

e Supplies for the scanning team need to be prepared before voting begins. g(l/

e Supplies for the remaining post-election processes need to be prepared before Electio

O - cerly bl each bor. with the
e relevant post-election process name ?S)

e contents, if a process requires more than one box.

5.1.1 Supplies for scanning team ;&\O

You should be ready to start scanning enrolment forms as they comt@\g the advance voting
s

period. Most other scanning will start on Monday E+2. Instructions{ tting up the scanner are in

Chapter 25 — Scanning. You need the following supplies. O
N
Quantity | Item | Details I M
Basic scanning supplies .
o

1 per Copy of scannin

P . & Ph@py from Operations Manual |
scanner chapter

N4

As provided | Laptops and scannerQ, (|
1 per \ Gloves, pliers, cleaning cloth, and safet

P Scanning ki K P . . 8 . Y a
scanner x glasses provided in bulk supplies

"4
Q Sellotape, pen, highlighters, note paper, ruler,
1 per team o } . :
b Stationery items paper clips, rubber bands, stapler & staples, d
member
%b staple remover, bulldog clips
Enrol @)rms
(%4

M70-HQENROL

\ . One for each time you batch and scan
@ quired | Enrolment form . d
o enrolment forms (see Chapter 20 — Scanning)

reconciliation

Labelled:

1. To be scanned
3 E208 boxes |
2. Confirm upload

3. With Processing Team
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Note [
12 — Q
]

As required | S5 Envelopes One per enrolment form upload run d

Rolls

M70-LABEL Box labels fori Q Q;L

Number of

certified ’< é

rolls divided _ Quantity based on 20 rolls per box (10 each ,’@
I i

by 20 — see side) c

details I e box divider Assemble the boxes with the dividers insid

to assist roll scanning | them to save time for the roII-scannin@qm

For spine wires removed from r \or
1 Large rubbish bin P OX&

scanning
Special vote declarations &é\
No special requ@\ s |

>
5.1.2 Supplies for sort and send team C)\

Prepare the following supplies for sort an@ﬂ‘&

Quantity | Item | Details
Sort and send \
Copy of so @\,s nd
1 each Py Photocopy from Operations Manual |
task |ns&;\
P intvb‘\of the roll
1 tion screen from ERSA > Rolls > Roll Allocation — print the screen |
(s
®~ When completed as part of the early count of
< M10-SUMMARY forms a
\ advance votes (see Chapter 23 — Early Count)
S
Handheld barcode ) . )
~§ For scanning critical materials g
scanners
Multiple Ballot boxes from VPs When returned from voting M|
Multiple Supplies box from VPs When returned from voting and early count d
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supplies To put home general and Maori electorate rolls in
Mmuttiple | PP puthome g 0
boxes for scanning
Multiple
ol d
booklets
Multiple Ballot box seals To seal ballot boxes for repatriation (M|
Multiple Cable ties For fixing ballot box slot cover @
N\
Signature required o . . \
Up to 70 . For repatriating special votes long distance C) (M |
eShip bags V
AJ
2 Large Post-It note pads | One note per other electorate (72 el Qes) M|
x>
1 per (b'
team Stationery items Blue/black and red pens, @Jbber bands (|
member &\()
5.1.3 Supplies for special vote processing team \Q

Quantity

Special vote processing - items to be usedfrom E+2 — pack these together

-

N
Copy of special
1 each Py ) i Q g Photocopy from Operations Manual d
processing cthe
10 E208 fililéoxes See details below d
\‘§'\
1set 608-L See details below (|
Q;
\N"4
% To divide the filing boxes where declarations are
@% processed in different ways at different times,
\ Coloured paper/card particularly boxes 1, 2, 3, 8, 9, and 10.
@\e details a
- or Post-It notes Box 3 may need more than one divider, as up to three
different processes apply to the declarations in this
box.
Label each of the boxes and place them at the end of
3 Large Ballot boxes the special vote filing box system: [l |
E76-TALL
Election Day
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Advance

Party vote only - place by team leader table

16 labels to a page

1-2 boxes For Enrolment Processing Team decisions [l |
(E189-16)

1 per team . . Blue/black pens, red/pink & green highlighters, note
Stationery items (I

member paper, lots of rubber bands

Stage

Validation

Qualification
(Invalid declarations)

Qualification
(Valid declarations)

Ne

Preparing for the ofﬁcia&é

(Outcome boxes)

3

Chapter 21 — Preparing for the post-election period

15



5.1.4 Supplies for dual vote processing team
Prepare the following supplies for dual vote and post-writ processing.

Quantity | Item I Details I M

Post-writ processes

1 each Copy of post-writ chapter Photocopy from Operations Manual
20 M72-POST Post-writ voting information '\\D
r\
Dual vote investigations w
A J

1 each Copy of dual votes chapter Photocopy from Ope@ Manual d
F ECHO, for th

1 Hard copy of each supplementary roll rom & rence orthe |
process Ie{

Fro @)rate supply, for reference

\r@ process leader

1 Hard copy reference roll

20 M71-INVEST ‘\Q>Dual votes investigation report (|

5 M71-WITNESS O For contacting a witness |

5 M71-NONVOTE§\'Q®

For contacting an apparent non-voter | ]

5 M71-AP6@! For contacting an apparent dual voter | [
40 MQ folders for investigation files From bulk supplies d
) . .
6 % E208 filing boxes From bulk supplies |
\w Print labels and tape to front of E208
Q_ boxes
=
1. Apparent dual votes
1set M71-LABELS box labels 2. Under investigation Q
3. EM sign-off
4, EM returned
5. Clerk of the House
6. Dual votes for National Office
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1 per team
member

Pen, ruler, stapler, Sellotape, staple
remover

From bulk supplies

5.1.5 Supplies for count teams

Prepare the following supplies for the official count:

Quantity

Item

Parliamentary official count

Details

Copy of official count instructions

For the table coordinator

1 per table
M80-OCINSTRUCT Printed from ECHO
CS
1 per table | Calculator For the table qo@ator d
N
N
1 per table | Stapler For the ta erinator
p p b@o Q
1 each Blue/black pen One QQam member d
e ON
1 per count | EMS81-WKSHEET Official count worksheet "\ |
\‘yrinted from EMS
1 per count | EMS81-MARKER Official count marker \s |
’A

Chapter 21 — Preparing for the post-election period
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6 POST-ELECTION TIMELINES AND CHECKLISTS

Post-election Period

SAT SUN MON  TUES  WED  THUR I ~ MoN . TUES  WED  THUR PRI MON  TUES % WED  THUR  OFFICIAL
ED E+1 B2 | E3 E4  E¥5  E+6  E49 .~ E#10 | EH11 | E+12 | E+13  E+l6 17  E+#18  E+19  RESULT
; : Enrolment Processing [
I ' 5 - LABOUR g

0 Enrolment form scanning ) Rolliclosed DAY 5

c ] i :

£ ( Scan used rolls ) ' i E | 5 Q

s , , ; | | | e O

- ( Resolve roll notes ) x \\

(C NOPT - Scrutiny )

- a Sort Repatriate | ;

c | ‘ 3 \ !

= -g L ov/sv ov/sv | 3 ! | K

55 T O

wn ( Receive SV from other electorates ) :

( Validate Special Votes

m ' T T Y

£ : ( Qualify Special Votes ¢

" |

] : ' '

§ ( ‘Scannlng to RO

a 1

= ( Process of Registrar qua D)

7 | , |
i i @ Qualification > g
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Batch, scan and upload enrolment forms daily

Confirm roll allocation in ERSA before beginning to
scan rolls

Scan and upload rolls - Maori electorate(s) first

Check the ‘File Upload Status’ report for upload
failures

Check ‘Notes Action’ report and resolve roll notes

Confirm in the Roll Allocation screen that all used
rolls have a status of Clean and no unresolved roll
issues showing in the ‘Notes Action’ report

Refer to logistics plans for returning shared General
electorate materials to the home electorate. Note:
Voting materials must remain in the company of an

electoral official unless there is no alternative

Sort VP ballot boxes

Check the number of special votes returned (per
electorate and overall total) from each VP against
the relevant M10-SUMMARY (Form F)

Enter M10-SUMMARY (Form F) details for each VP

into the EMS ‘Initial Load’ screen

Pack and record all special vote shipments for other
electorates in EMS ‘Send Votes’ screen

Send special vote shipments to other'electorates

Dispatch shared Generalg€lectorate ballot boxes

Receive into EMS@li'special votes arriving in your
electorate headquarters. Complete corresponding
task confirmation in EMS

20
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Open and validate special votes for your own electorate a Q Q d (W
EM checks and processes declarations in Box 1 d a
Qualify special votes through ERSA — prioritising valid 0 0
declarations

Scan and upload batches to ERSA Q Q
Monitor progress via the ERSA ‘SV Summary’ and ‘SV Q .|
Progress’ Reports

Enter ‘Voter not on Roll’ information

Print qualification decisions and attach stickers to
declarations

Monitor apparent dual votes investigations

Review dual vote investigations in ‘EM Sign-off’ box

’&‘0

Monitor post-writ progress

Official count

Maori electorate(s) parliamentary official count — ordinary
votes

Complete Maorielectorate(s) parliamentary official count —
ordinary votes

General electorate(s) parliamentary official count —
ordinary votes

Complete General electorate(s) parliamentary official count
— ordinary votes

Payroll

Update payroll

EM Confirms payroll (including Election Day payroll)
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Labour

Week 2 -Tasks Day

Tue Wed Thu

E+10 E+11 E+12

Qualify special votes though ERSA — prioritising valid declarations

Scan and upload batches to ERSA

Monitor progress via the ERSA ‘SV Summary’ and ‘SV Progress’ reports

Enter ‘Voter not on Roll’ information

Print qualification decisions and attach stickers to declarations

Ensure all special votes are recorded in ERSA, including invalid

Prepare special votes for the official count

Dual vote investigations

Monitor apparent dual votes investigations and post-writ progress

Prepare the ballot paper extraction list for confirmed duals and post-writ changes

Provide the extraction list to official count team

Complete the EMS task confirmation

Official count

Extract ballot papers from ordinary counts due to'dual vote or post-writ processes

Make adjustments to official count dueitoextractions

Confirm in EMS that all ballot papers have been extracted from the counts

Parliamentary official count -'special votes

Payroll

Update payrofl
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After

Mon | Tue | Wed | Thu Fri Sat Mon | Mon | Thu

Week 3 -Tasks final
E+16 | E+17 | E+18 | E+19 | E+20 | E+23 | E+25 | E+32 | E+35

payroll

Official count

Complete general electorate(s) parliamentary official count -
special votes

After National Office instructs — certify results (Maori and

General)

Payroll

Update payroll
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10.5 Receiving and checking supplies from voting places
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1 PREPARING FOR ELECTION DAY AND NIGHT AT HQ

Election Day and Night is one of the busiest and almost certainly the longest day of the electoral
cycle. As Electorate Manager (EM), it is important that you are prepared for all the activities that
happen in HQ and the Election Day voting places. Your headquarters (HQ) Managers are critical in
helping you run a successful Election Day.

This includes preparing for: Q;L
L ]

the early count of advance votes (see Chapter 23 — Early count) @
completing the stamp, sort and count of special vote envelopes received in a*\er:ce f

Election Day C)

e results entry on Election Night ?
on

e the return of voting place supplies to headquarters, or in some rural$e ional

electorates, to overnight in supply hubs.

*

On Election Day and Night, you must be aware of what is happening both i and in voting places
and respond appropriately to any challenges that occur, including handling.issues, complaints, and
media enquiries. You may also need to provide a voting service ougk oting places such as at

police cells and to people unable to get to a voting place. s\o

At the end of Election Night, you must remain at your HQ@ National Office has completed their
checks and has advised that you may close your HQ %‘p for the night.

[ ROLES AND RESPONSIBILITIES Q\C)

N
The following table outlines the key staff for Election Day and Night:

Responsible for.

Electorate Manager ° over countability and oversight of Election Day and Night
(EM) e liaising with local Police for support during voting
o), ‘6verall reasonableness checks of results
Recruitment and ,Q\}ensuring appropriate staffing is in place for the various teams on
Rostering (RR) % Election Day and Night
Manager e manage the Election Night results team in electorate HQ
£
J e ensuring that all Election Day voting places have sufficient equipment
Logisti ? and supplies (task may be delegated to the VS Manager if this position
S (LS) is part of your electorate’s structure)
e managing the return of supplies from voting places to electorate HQ or
L Sgar supply hubs, and movement of materials to and from HQ to the early
S count if held offsite
e ensuring that all voting places are running smoothly and have sufficient
Voting Services (VS) supplies
Manager (or LS e managing the Mobile Support team
Manager if no VS e managing the mobile voting team
Manager) e liaising with hospitals, prisons and Police stations (if present in the
electorate) for on-demand voting services on Election Day
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Mobile Support
(MS) team

Mobile voting team

HQ Support Team
Leader and Senior
HQ support staff

HQ support

Scanning team

Special Votes
Process Leader

Early Count Process
Leader

Election Night
telephone
operators

Election Night
results sheets
checkers

Election Night data
entry operators

Drivers and’H@
agents

providing in-person support to voting places to ensure voting services
are operating as expected
delivery of additional supplies to voting places as required

issuing votes to people who are unable to get to a voting place, for
example new patients in hospitals, those held in police cells or prisons
or who require a takeaway vote to be delivered / picked up from their
home

providing support to the EM and other HQ managers on Election Day
preparing equipment and supplies for Election Night (hunt group
phones, laptops and results entry sheets)

leading Election Night telephony and data entry teams

working in various Election Day teams as required eg, special.vetes,
early count, return of supplies

scanning and uploading enrolment forms returned from voting places
open during the advance voting period

planning and coordinating the stamp, sort and,ceunt of special votes
returned from voting places open during the/advance voting period
preparing for special votes processing

assisting with the planning and preparation of materials and spaces for
the early count

training the table coordinators afid count staff

managing and delivering the eagly count in a timely and accurate
manner o \

recording preliminaty‘eount results phoned in from Election Day voting
places onto reeerd,sheets

check that'results phoned in by Voting Place Managers (VPMs) are
complete, that the numbers balance within a count, and follow a
similar pattern across voting places, ahead of data entry.

NotethexEM has the overall responsibility for ensuring reasonableness

chécks are completed on Election Night.

entering preliminary count results from voting places (advance voting
and Election Day) into EMS

collecting and returning materials from voting places to electorate HQ
(or to supply hubs, where distance or access makes it impractical for
VPMs to do this on Election Night)
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1.1.1 Staff structure

These roles and other relationships can be organised into the following structure. Discuss your
electorate’s staffing plan with your Regional Advisor (RA). Note that some electorates will need to

amend reporting lines and roles, to best meet their needs:

External relationships

eg candidates. parties, ngl/
scrutineers, media %

EM s | _ ?\C\;\'
HQ support ‘Q\

« O
Elettion Night
@ onists
o\
RR Manager HQ Support A \\ Election Night
B Team Leader \) data entry operators
\> Election Night
A @ results checkers
X\
-»
f Kecial Votes Stamp/sort/count
.JProcess Leader special votes team
AR,
XQ Scanning team
Q
@ [ Table Coordinators
(: } Early Count
LS
2 \ ] Process Leader

Counters

Team Leader

%Q) : HQ Spport Returns team

@\Q) Drivers and HQ agents

Mobile Support
team

VS Manager

Mobile voting
team

Indicates HQ
support staff role
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1.1.2

Number of staff and skills required

Guidance to the number of HQ support staff for each task, and the skills needed to be successful in

that task, are given in the following table. Discuss your electorate’s needs with your Regional Advisor:

Process

kills needed

Can problem solve

Number of staff [Drivers

Number and size of voting
places

Complexity of voting placesq g

count results:
isheet checking

skills
Excellent attention to
detail

Support to EM . 1-2 Number of mobile supp
e Good with IT staff
e Number of welfare chec
required :-s‘\.
e Follows written w
instructions
Preliminary % Clssnandslmphons e Numb Qsize of voting
count results: maan.'I:r i mabil 6-13 pla s\
telephony * Coniantwithmebils ° er of shared electorates
phone
e Legible writing .K
e Attention to detail ‘i 5'\
Preliminary e Very good numeracy

Number of voting places
Number of shared electorates

Preliminary
count results:
data entry

Excellent data entry
skills

Excellent atte to

Confident with EI\D

Number of voting places
Number of shared electorates

Stamp, sort and

detail
&

Follows'instructions

6including | e

Number and size of voting

Qtarly count of
dvance votes

Attention to detail

L]

count of special | o Alé@n to detail SV process places
L ]

votes ° O leader Number of special votes

&ollows written
Scanning of e> instructions e Number of voting places
lenrolment e Confident with 1-2 issuing votes
forms @ technology e Number of forms returned

‘(7} e Attention to detail
\@' 17-50+
. . il udig e Number of votes
Follows instructions table

coordinators|
and process

Number of counts to complete
(refer M55-ECPLAN)

leader
6-16 e Number of voting places
o Follows instructions depending e Number of shared electorates
kupplies in HQ Attention to detail on e When supplies likely returned
e Physically able electorate to HQ, refer to M40-LOGPLAN
need logistics plan
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Follows written

mobile voting

team) and access to
vehicle

instructions Varies Distance of voting places from
Return of Attention to detail depending electorate HQ or supply hubs
supplies via HQ Physically able on Ease of loading/unloading at
agent Holds clean driver’s electorate electorate HQ
licence for appropriate need M40-LOGPLAN logistics plan
vehicle type
Highly skilled in Number of voting places
problem-solving Complexity of voting places
Mobile support High level of Driying distance betweef
to voting places uno!erstandmg of 4-15 voting places and electorate
voting place processes HQ or supply hubs
Calm and supportive Also refer to Chapter 12,
Attention to detail Voting Services Preparations
Number of*hospitals /police
. . o stations/\prisons
Trained in vote issuing .
o Demographic of electorate
Election Day Driver’s license (a't (older voters more likely to
least one person in 2-4

néed service)

Current impact of COVID-19 or
other illnesses in the
community
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1.2

KEY CHECKLIST FOR ELECTORATE MANAGER — WEEK BEFORE ELECTION DAY

<

Time Checklist

Successfully complete readiness test(s) and Dress Rehearsal(s), preferably with
In the staff who will do the same tasks on Election Night D
weeks
prior If you do not have sufficient mobile phones for your Election Night results team,

request additional ‘simple’ mobile phones from National Office

N
Advise candidates and parties if any Election Night counts are to happen at a X, N
location that is not the voting place (‘&}
m

Confirm with the RR Manager that logins have been organised for data enhfy

operators (for EMS) and post-election staff (for EMS and ERSA) if the} not D
E-5 already have them R\\

Confirm with the LS Manager that the list of mobile phone used for the

Election Night results hunt group has been attached to@ Q“i’ask in EMS D

Have confirmed contacts and electorate specific s with relevant agencies

(Police, Fire & Emergency, Civil Defence) \ N D

—
Brief Mobile Support on specific electozittezghuirements for Election Day D
@IS
O

I </

Complete final drafts @ %@arly count (M55-ECPLAN) and special vote (M55-

SVPLAN) documents a iscuss with your Regional Advisor and Early Count and D

Special Vote Pro s Leaders.

N4

Download g:}ck-up results spreadsheet file onto the desktop of your laptop

and coqﬁwg?\at the file is available locally D
E-3 A

Coﬁﬁi}n with the RR Manager and LS Manager that:

@:,) the first test of the Election Night phone hunt group has been successfully

@;" completed

e results sheets and other supplies are ready for telephone operators to
receive voting place results on Election Night

e materials are ready for the stamp, sort and count of special votes received
during advance voting
the early count process leader has trained the table coordinators
that all materials have been prepared for the early count
that arrangements are in place if agents are being used to return materials
from voting places at the end of advance voting and/or Election Night (refer
to your Logistics Plan)

Chapter 22 — Election Day and Night



Checklist E

Confirm with the VS Manager that:

e arrangements are in place for a voting team to issue special votes on
Election Day in any hospitals, prisons and police cells within your electorate,

if required, and to voters who are unable to leave their home D

e M33-WELFARE has been completed for any voting places who are without
mobile phone coverage and have no landline, and for any Mobile Support {
who will be outside mobile phone coverage for any period of time on Qﬁl/
Election Day

Ask an HQ support to print copies of the contact details and mobile phone N~
numbers for your Election Day Mobile Support, voting place managers and E
Count Process Leader if the count is happening away from your HQ. Prov?« D
copy to the RR Manager, LS Manager, VS Manager and yourself 0

Confirm with the RR Manager that sufficient staff, including o Q&?aff, are ready
for Election Day voting places, mobile voting and electorat eams D

Na
Confirm with the LS Manager that: s\o\

E-1 e all laptops and results phones are charg@

e the restricted area for the early count'is ready D
the SV processing area is ready to , sort and count the special vote
envelopes received during a vaéoting

e EMS is accurate for the nw“gﬁ(\ phases used during advance voting
(After materials have been re@; from voting places and checked in)

Confirm with the VS Man that all final reconciliations from advance voting
have been completek ata from the reconciliation app has been: D

e entered into EMS
e updatec i@ M55-ECPLAN and M55-SVPLAN and provided to the relevant
i-l

proc aer.
O
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1.3 KEY CHECKLIST FOR ELECTORATE MANAGER — ELECTION DAY MORNING

Add any specific checks required for your electorate.

Time Checklist

Confirm with the VS and RR Managers that all voting place staff have reported for

work and that any gaps in voting places or electorate HQ have been filled. d"l/
If a voting place cannot be opened on time, or at all, this must be immediately %

reported to your Regional Manager (RM), who will contact National Office

Confirm with the LS Manager: \

8.00am e if any voting places have reported missing equipment or supplies, vgt’o,
what is being done to replace these

that all

e that all Envelopes S5 from advance voting have been a s$}ed for and

provided to the scanning team
e that the scanning team are scanning and upload;{ i aI enrolment forms
from advance voting

Brief the | 2nd anv scrutineers @mg the early count, while the

8.30am |
early count process leader briefs the counK
8.55am e Ensure the restricted area for;t o count is secure D
e Provide final briefing to alléi ertaking the early count
Instruct the early count’ rt of special votes to begin
9.00am e All voting places should'be‘open, if not, immediately notify your RM who D
will notify National Qﬁjce
Confirm with the VS ager that all voting places are running smoothly, and
9.30am |

that the first werlf} e checks (if required) have been completed

Check pro r@‘gfthe early count with the Early Count Process Leader:

Il ot boxes should have been opened and checked
oa any’miscast materials have been returned to the correct box or to the
- \.Special Votes Process Leader (see Chapter 23 — Early Count)

U

firm with the Special Votes Process Leader (see section 6.3):

d
@ e that all special vote ballot boxes have been opened

ﬂ@m e any ordinary vote papers have been returned to the early count D
@ e any enrolment forms have been given to the scanning team, including
- 2
those miscast and returned from the early count

e that the stamp, sort and count of all special vote envelopes received during
advance voting has begun

Confirm with the VS Manager if any voting is required in police cells within the D
electorate
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1.4 KEY CHECKLIST FOR ELECTORATE MANAGER — ELECTION DAY AFTERNOON

Add any specific checks required for your electorate.

Confirm with all process leaders that their staff have taken or will take a lunch

12.30pm
P break D
30 Confirm with the VS Manager that all voting places continue to run smoothly, ’\\D
.30pm
¥ and that the second welfare checks (if required) have been completed \'
-
Check the progress of the early count: all count teams should be worki?ﬂ'n D
their largest counts
: _Q
3.00pm Confirm with the LS Manager that Election Night transport Wn place by
the appropriate time if materials are being dropped to a %ut on return from D
voting places ,&
gpP ‘\
Approx.
42‘; All laptops will be logged out of EMS Q‘\O
.45pm
\\
Approx. Log the results entry laptops into EMS %q you receive a text notification
5.00pm from National Office
"\v‘
Check the progress of the e(véq nt: largest counts should be complete D
4
Confirm with the Speci tes Process Leader that the stamp, sort and count
of special vote enw@& is complete and that a copy of the completed M55- D
SVPLAN has been provided to the Early Count Process Leader for transcription
5.00pm

onto the r&t@ eets.
\JJ

Con@h the VS Manager that:
6 obile support staff have advised any likely issues for the preliminary
count and which voting place(s) they will support at 7pm

@0 third welfare checks (if required) have been completed

Confirm with the RR Manager that:

e all telephone operators have arrived
e their training is underway
e the results phone hunt group has been successfully retested

Continued on next page
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6.30pm

10

Check with the RR Manager that:

e the data entry operators have arrived and completed their training
exercise D

e that the count of special vote envelopes from the advance voting period
has been transferred onto the relevant EMS11-HQ results sheets

Check with the LS Manager that the supplies return area is ready D

e Provide a simple dinner to early count and HQ staff

e Early count staff and any scrutineers must remain in the restricted space, | D
under security supervision, until 7pm !
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1.5 KEY CHECKLIST FOR ELECTORATE MANAGER — ELECTION NIGHT

Add any specific checks required for your electorate.

Time

Checklist ‘ M

After receiving a text notification from National Office, advise the RR Manager
to start entering advance voting results, starting with your largest counts.

You must have 5000 votes entered for your home general electorate by

lnfor@%ﬁéori electorate EM(s) when all results are entered

ZA0g 7.15pm. '\
Begin reasonableness and results checking and receive electorate detail C}' D
reports every 10-15 minutes ?\

Confirm with the RR Manager that:
e data entry operators have completed entering result§¢;9 advance

Approx. voting (q

7.30pm e telephone operators are ready and/or have be ng voting place D

results
e results sheets checker(s) are ready to chk@e results sheets as they
are completed by the telephone operafors

9pm Confirm with the LS Manager that th m is checklng in supplies and ballot D

onwards boxes returned from voting pIaces \

Ny
Confirm with the RR Man@
9.15pm e all voting place resu ave been phoned through to HQ D
e if not compl telephone operators have contacted those voting
place manﬂ\ find out progress
Complete r@gtableness and result checking D
9.30pm A\

’énain at HQ until advised by NO

)

S
S0
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2 MANAGING ISSUES, COMPLAINTS AND ENQUIRIES

2.1 LOCAL ISSUES

Advise your RM about any local issues that may interrupt smooth operations on Election Day and
affect:

e the opening of a voting place, either on time (or if not able to open at all)

e access to voting services or logistics, eg, road closures or severe weather

e security of voting places eg, protests or gatherings outside the voting place

e the preliminary count, eg, problems with telephone access or a power cut

e reporting results to National Office, eg, problems with the internet or technology.

2.2 RESULTS ENQUIRIES

Never answer questions about turnout or results.

So that election results are presented to the media in a consistent way and, that the figures supplied
are the confirmed preliminary results, either:

e direct media queries regarding election results to voteshz'or www.electionresults.govt.nz
e direct other media enquiries to | I \2tional Office Media Advisor) on |

2.3 SCRUTINEERS’ CONDUCT AT VOTING PLACES

If a scrutineer at a voting place intervenes with.aweter or becomes involved in the preliminary count,
the voting place manager should first:

e ask the scrutineer to stop intervehing

e remind them that their role’is to oversee and observe procedures

e remind them that they‘are not allowed to become involved in the processes, including
not talking to voters orhandling EasyVote cards or ballot papers

e remind them thatthey can take notes but they are not permitted to film, photograph or
record happenings in the voting place. The only exception is to photograph the lists of
who has voted.

If a scrutineer continties to intervene, the voting place manager should contact the EM to take
action. You must-contact the person who appointed the scrutineer, either the candidate or party
secretaryand“explain the situation. Ask them to talk to the scrutineer about their behaviour and
role, stating that the scrutineer will be removed if the problem continues.

If the'scrutineer continues to be a problem, contact the National Support Team and then the Police
te ask them to remove the scrutineer from the voting place.
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3 MOBILE SUPPORT

On Election Day your Mobile Support team will visit voting places to ensure they are providing a
consistent level of service to voters. They will carry extra supplies to restock voting places, if
necessary, and record observations of each voting place.

= P | URBAN ELECTORATES, AND SMALLER REGIONAL AND RURAL ELECTORATES

P

(
In geographically smaller electorates, Mobile Support should visit voting places at least twice duri l/
voting hours. Their first visit should be as soon as possible after voting opens so any issues ca
fixed early in the day. After the second visit, Mobile Support should discuss with the VS Manayg>t
which voting places should have a third visit and which voting place they should supportc?ﬂn voting

finishes at 7.00pm. ?\

3.2 LARGER REGIONAL AND RURAL ELECTORATES . (\Q
N\~

In geographically large electorates, Mobile Support have several challen \'hey may only visit
voting places once if the driving time between each location is too lo @ rely on phoning the
Voting Place Manager for further check-ins. They may also need ﬁ age tiredness as they cover
large distances. In some electorates, Mobile Support may nee eck and return voting materials
for some or all the voting places on their route on Electio Con5|derat|on must be given to the
most appropriate type of vehicle used by Mobile Supptx ese circumstances and may require
hiring a vehicle for these staff.

You must ensure the route is manageable an%}crlbe this in your electorate’s M40-LOGPLAN

logistics plan. You may need to brief thes@
Microsoft Teams call, rather than face @fa e

33 SUPPLIES "\\S\

rl

e Support ahead of Election Day by phone or

Each Mobile Support staffimémber needs these items.

consignment form and tracking note(s) to check supplies

of supplies for restocking voting places, setting up additional issuing points
and for hygiene supplies as appropriate eg, hand sanitiser

\w Mobile Support folder containing:

Copy of all Personal Instruction Manuals, including that for Mobile Support
M41-VPASSESS assessment form for each voting place on their route
M31-MS Mobile Support sheet for each voting place

M40-MSPLAN with route map and their voting places marked

expense claim and mileage claim form.
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Commission mobile phone with phone numbers for:

their assigned voting places

other Mobile Support

headquarters landline and results phone numbers

EM, VS Manager and LS Manager mobile phone numbers

3.4 BRIEFING YOUR MOBILE SUPPORT

You need to brief your Mobile Support before Election Day. This is likely to happen when they attend
their Mobile Support training session. There is time in the training for you to explain how you,would
like your Mobile Support team to work within your electorate.

Points you should cover:

Communication:

Introduction to the key people in your electorate HQ.

Describe how information will flow between the EM, VS Manager, LS Manager, Mobile
Support and VPMs. For example: do VPMs contact their Mebile Support if they need
more materials, or directly to the LS Manager or VS Manager? If a Mobile Support has
concerns about a voting place or staff member, who'do they contact —is it the EM or the
RR Manager or VS Manager?

When you expect them to check in and with whem at electorate HQ (EM, VS Manager or
other HQ staff member) and whether this'only happens if there are issues, or if they
should call in at regular times, particularly during advance voting. It is encouraged to
have a daily stand-up during advance,veting and all Mobile Support will have access to
MS Teams on their issued mobile phone to allow for this.

Support required:

Which voting places arelikely to need more support, for example because they may be
very busy or if the VPM js inexperienced. Describe the type of support they might be
asked to provide_such as help with reconciliation, or to cover the VPM'’s lunchbreak.
What role they, Will have in restocking voting places or helping with phase changes during
advance voting, or whether there is a member of the HQ logistics and supplies team who
will be deing this

For€lection Day Mobile Support, discuss where they are likely to be after 7pm and if
they have a role in returning voting place materials back to HQ on Election Night.

Activities in"the electorate:

Whether you are expecting many scrutineers to be present at voting places.

Whether you are expecting any planned visits from media, and if so, what assistance will
be required from Mobile Support.

Check if any of the team has information or news that will affect any of them in their role
such as known road closures.

Administration:

14

What expenses they can claim for eg, mileage and how to provide the form back to
electorate HQ for reimbursement.

What process you would like them to follow for returning timesheets, particularly during
advance voting.
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Other information about your electorate:

e Add any other details specific to your electorate eg, challenges with geography.
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4 VOTING OUTSIDE VOTING PLACES ON ELECTION DAY AND POSTAL VOTES

4.1 VOTING IN HOSPITALS, PRISONS OR POLICE CELLS

If you have a voting team providing voting services on Election Day to hospitals, prisons or police
cells, these votes must be issued as special votes rather than ordinary votes. Coordinate with your
site contacts on to how best to provide this service on Election Day to any voter who is otherwise
unable to get to a voting place and there is time to issue the vote before 7pm.

Use supplies from one of your mobile teams. You must add the number of special votes recei@
Form F, Form G and EMS11-HQ form for that mobile team, for entry into EMS after 7pm.

4.2 VOTERS UNABLE TO LEAVE THEIR HOMES vg)

)
You may have requests from voters who are unable to leave their home on Ele Qjay and do not
have a family member, friend or neighbour available to collect a takeaway I r them. Your
mobile team may be able to provide them with a takeaway vote, or you % ave a list of party
agents you have trained, who can help them.

rs should do this task from a health

In regional or rural electorates, you may need to ask the Mobi @ort and a staff member from a
voting place to deliver the vote; where possible, two staff,

& safety perspective.

* \
As above, these votes must be added to the appropri Form F, Form G and EMS11-HQ form and
\d
included with the data entered into EMS afte{\

4.3 COURIERED/HAND DELIVERED @S

Any special votes received by 7p@e’ction Night at your electorate HQ should be added to a
mobile team’s special votes. U{da orm F, Form G and EMS11-HQ accordingly.
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5 WELFARE CHECKS OF STAFF ON ELECTION DAY

As in advance voting, if your voting place staff do not have mobile phone reception, WiFi calling or a
landline that they can use, you will need to organise regular welfare checks to make sure that
everything is going okay.

The VS Manager must complete M33-WELFARE which outlines the person or voting place, their
assigned mobile phone number and when the check will take place.

@ CoMMISSION WELFARE PLAN FOR VOTING PLACES AND MOBILE SUPPORT MIRNLELFAGE

Check 1 Check 2 Check 3 Check 4
Name/voting place Maobile phone number Date Expected time  Complete | Expected time  Complete | Expected time Complete] Expgftéd timesp Complete

For voting places, ensure that the closest mobile coverage area, is recorded in the M41-VPASSESS and
is part of their briefing before voting starts.

At least every 4 hours, someone from the voting place.will go within the reception area and check in
with the VS Manager.

On Election Day the suggested timing is:

e before the voting place opens,ie prior to 9am
e after lunch breaks around/pm

e before dinner breaks around 5pm

e when they phone in results around 9pm.

If the VS Manager does nat héar from the voting place after 30 minutes of the expected time, they
will need to send someene.such as Mobile Support to check in on them.

The same process should hold for Mobile Support if they outside mobile phone coverage for any
period of time. Mobile Support should keep their mobile phone charged and the location switched
on, in case-of@@an emergency situation where you cannot contact them.

You will @lso have their schedule of visits in the M40-MSPLAN to check where they were last, to
contact that VPM (if they have mobile phone access) as a first attempt to locate the MS staff
member.
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6.1 PREPARE THE PLANNING DOCUMENTS

Planning for the stamp, sort and count of special vote envelopes happens alongside the planning for
the early count, using the M55-ECPLAN and M55-SVPLAN. Discuss these documents with your
Regional Advisor.

Sufficient space for tables will be needed to spread out and sort the envelopes. || N

If the early count of advance votes takes place at a location outside electorate™HQ, it is

recommended to keep the special vote boxes at HQ and process themtheke, as to minimise the
movements of materials. You must plan using the M55-ECPLAN how ‘miscast papers will move
between the early count and special votes processing areas.

Finalise the M55-SVPLAN once the final advance voting reconciliations have been received on Friday
E-1.

e Use EMS or the PowerBlI report to recerd\how many special votes were issued at each
advance voting place or team.

e Use materials tracking in EMS/tordetermine how many special vote ballot boxes were
used during advance voting atieach voting place

e Enter this data into the M55-SVPLAN.

@ ey SPECIAL VOTE STAMP, SORT & COUNT PLAN M55-SVPLAN
During advance voting period: Number of voting places and teams 12
Total special votes issued 3,878
Total SV ballot boxes used 35
VP # \\roﬁng place Number of special votes |Number of 5V ballot boxes| Ballot box check Mlc;;s‘::l:_?qm Difference
A or team issued used complete el to issued
4 Tipy Cefitre (Simply Gifts) 506 4
& Senior Citizen's Hall, Mt Maunganui 147 1
7 Mount Maunganui College 55 1
g2 Tauranga RSA 322 3
13 Otumoetai Baptist Church 74 : |
14 Matua Schoal 104 1
19 Tauranga Girls College 55 1
20 Fraser Cove Shopping Centre 581 5
24 Tauranga Crossing 477 4
25 | Bayfair Shopping Mall 660 6
26 Bethlehem Town Centre 822 7
301 |Hospitals & Care Homes team 75 L |
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6.2

PREPARE MATERIALS

The special votes process, including preparation of materials, should be led by the Special Votes
Process Leader as the start of their post-election tasks. Materials should be made ready by E-3.

Prepare the following materials for each voting place or voting team that is open during the advance

voting period, using the number of expected special votes in EMS as a guide to how many S3 and S4

envelopes you will need.

Clip each set of materials together.

Note that there is only one phase for special votes during the advance voting period, but there may

be multiple special vote ballot boxes for each voting place or team.

Form/Envelope

Form F
(M10-SUMMARY)

Supply item description

Summary of special vote
envelopes received

No. required

1 for each voting.g{éi&ebr team

VA
- -~

Plain envelopes

A4 size envelope for mlscast

ordinary votes %
N N
"\

W\ 2 for each voting place or team

Mark one envelope with “Miscast votes”
Mark one envelope with “Enrolment
forms”

Pre-printed label

Labels with thevotlng place or
team detai's \,

1 sheet for each voting place or team, to
label each form and envelope

Ensure that the vfo"é‘v('/i.ng supplies are ready:

E79 envelbﬁé" ;

Takeaway votes envelope

20 (2 packs)

'~AVANCE' stamp

Stamp for marking the back of
every special vote envelope

3 stamps as provided in bulk supplies

Calculator

To complete calculations on
Form F (M10-SUMMARY)

1 (could be a calculator on a mobile
phone)

Rubber bands

To bundle together special votes
by each electorate

Good sized bundle

Chapter 22 - Election Day and Night
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6.3 COMPLETING THE STAMP, SORT AND COUNT

The Election Day special vote processing tasks should run alongside the early count; starting at
9.00am and with aim to complete by 5.00pm. The following instructions are for the Special Votes
Process Leader who is leading the processing team on Election Day:

Step | Instructions

Before 9.00am on Election Day, set up tables so there is enough room to spread out and sort("l/
the special vote envelopes. You will need room each electorate, with a larger space for :%
home general electorate. @
Display a copy of the final M55-SVPLAN as a checklist of how many special votes ballort\oxes

you are expecting to open and check, and to monitor your team’s progress. C)
Once all the materials have been returned from advance voting places and t?&, confirm
that you have the correct number of special vote ballot boxes (as per th n). If any boxes
are missing, immediately advise the LS Manager or the EM. - O
-
Collect the following materials for each voting place or team tha{@'ed special votes in
advance voting:
e Special vote ballot box(es) 'K
e Envelope S6 (will be packed in a supplies box @Qe voting place), containing
2 Form B - Special vote reconciliation
e The set of materials prepared for that vohng place:
o Form F - Summary of spec @aration votes envelopes received
o
o
o two plain A4 siz pe, labelled, marked with “Miscast votes” or
“Enrolment form
One voting place or team at a@e:
e break the seal on t&cial votes box(es)
e fill in the seal | n the back of the box soal umber | soatoavy | chockeaby [ pato | Roason for omoval
° emptv\%@ontents onto the tables
° the back of each special vote envelope with the
3 (.OQDVANCE' stamp in the ‘Official mark’ box A DV A N CE

OFFICIAL MARC

If any special votes or declarations are loose in the box, pack each set into an E79 envelope
and write the electorate number and name on the outside. Put them in their electorate pile.

If any ordinary votes or enrolment forms are found in the box, put them into the appropriate
plain envelope labelled with the voting place or team details.
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Sort the special vote envelopes:

e Make one pile for each electorate.
Keep electorates in numerical order.
If the electorate number and name are missing, difficult to read, or recorded
incorrectly, eg, the number and name don’t match, put the envelope with the home
general electorate special vote envelopes.

Do not open the envelopes. They will be opened after Election Day.

Count each pile twice and record the totals on Form F.

Transfer the number counted onto the M55-SVPLAN and calculate the difference to what Was
issued.

If it is 10 or fewer than the number of special votes issued, check whether there;is'another
special vote ballot box for this voting place. If additional votes cannot be located, you must
advise the EM as soon as possible, so they can investigate if special votes.have been
misplaced. :

It is possible that some special votes might have been miscast intolordinary vote ballot boxes.
The early count team will provide these back to you (see step\10; below).

Do not overfil.

Put a rubber band around the envelepes for each other electorate and pack into anjij

Repack the special votes box(es) for that voting place or team with th<jj i} GG

Put Forms B and R.into Envelope S6. Put aside the A4 envelope with miscast votes for the
Early Count Process Leader.

Put the’A4 envelope with enrolment forms aside for the scanning team.

Tick on the M55-SVPLAN that the count from that voting place has been completed.

The EM or another HQ manager will collect the envelopes and forms on a regular basis and
return these to the early count and scanning area respectively.

You will receive A4 envelopes from the early count team, with any miscast special vote
envelopes. Ensure these are stamped and added to the correct advance vote count.

Adjust the paperwork accordingy.
-
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7 SCANNING OF ENROLMENT FORMS

7.1 FORMS RETURNED FROM ADVANCE VOTING

All remaining enrolment forms issued during advance voting and returned on E-1 must be scanned
and uploaded to ERSA on Election Day morning, so that they can be processed as soon as possible.

Use the instructions in Chapter 25 — Scanning, to complete this task.

team at the start of Election Day. Some enrolment forms may be found in the special vote or
ordinary vote ballot boxes and will be returned from those teams to the scanning area, as deschi
in the M55-ECPLAN.

Most of the enrolment forms will have been returned in Envelope S5 and be available to the scanr%]/
ed

Be sure to check that all forms have been provided to the scanning team before theyv&’their

processing. Q
O
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8 RESULTS ENTRY ON ELECTION NIGHT

8.1 PREPARING FOR RESULTS ENTRY

All preliminary results must be entered into EMS from 7.00pm on Election Night. These consist of
results from the ordinary vote counts completed at:

e the early count of advance votes

e Election Day voting places. qu/

There are a number of tasks to be completed to enable this to take place. It is suggested that t
are the responsibility of the RR Manager who may delegate some or all tasks to their HQ Supg}(

Team Leader or other senior HQ support staff. ()

Provide the list of phones in the hunt group to National Off;cp

see details below on how many phones should be alloc e
E5 ( yp Aaig

[ {
Check that data entry operators have a log in to tht@(gand access to EMS
¢

-
Complete the first test of the hunt group s\o
P

-
Complete collation of count results sw d other supplies for telephone

operators
E-3 P .

-

Check that the ‘Backup Res \t' has been downloaded to the desktop
on the EM and RR Mana op and is available locally, in case that EMS
becomes unavailable.

E-1 Ensure all resu@aptops and results phones are fully charged

Complete ond test of the hunt group by 5.30pm; telephone operators

should arrive by this time as well
faN

Election Day

-
E@ all data entry operators have arrived and completed training before

> .30pm

S

Enter advance voting results into EMS from 7.00pm, when instructed by

Y
5\@%@ " National Office
e ig

Election Day voting place results are expected to be phoned in from 7.30pm
until 9.15pm and entered into EMS
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8.2 USE OF POWER BI REPORTING

Voting Place Managers will use the reconciliation application on the voting place mobile phone to
complete their reconciliations on Election Night.

You may wish to use the Power Bl reporting to see the progress of reconciliations at your voting
places and how large the counts are for the staff to complete. There are more details about Power Bl
in Chapter 20 — Delivering Voting Services.

The screenshot below shows example reconciliations for the Ohariu electorate as reported in Power
BI, with the number of ordinary votes for each electorate issued at each voting place.

For example, Rimu Road School has completed their ordinary vote reconciliation for the Ohariu‘and
Te Tai Tonga electorates, while Totara Bay Community Centre, who also issued votes for the,Mana
electorate, shows three reconciliations.

If voting places have not finished,entering their reconciliations by 7.30pm, the VS Manager may want
to send Mobile Support to thatrvotinig place to assist them, or to call the VPM directly to offer help.

If necessary, Mobile Suppertican use their assigned mobile phone to complete reconciliations for a
VPM, either in person ¢or over a phone call.

A back up Excelspreadsheet will also be provided, that an electorate HQ staff member can also use
to complete reconeiliations if a Voting Place Manager needs this.

If all else fails to complete reconciliations electronically, or for those locations where there is no
cellular @r/'WiFi connectivity, Voting Place Managers have back up procedures in their Personal
Instruction Manuals (PIM), to provide confidence to the accuracy of preliminary count results.
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8.3 RESULTS PHONES

8.3.1 Overview

On Election Night, your telephone operators in electorate HQ will receive voting results from your
VPMs using some of your allocated mobile phones. These are set up in a hunt group which means
that as one phone is answered, the next phone rings.

VPMs have instructions in their PIM that when they have finished counting all their votes to: Cél/

o Call
« I
o

e Expect the call to be answered by electorate HQ staff.

8.3:2 Allocation of mobile phones for election night Q‘

*

You will need to have between 6-13 mobile phones available based on thex r of voting places
open in your electorate on Election Day. Use the following guide to dete% how many phones you

will need.
Number of Election Day Recommended number
voting places of mobile phones Q
15-20 6 \\
N 72\
21-25 7 0
O

26-30 8 g{\\

31-40
41-50 Ao
R
51-60 ' 11
71-90 e;() 12
N
91+ \:’)E\ 13

If you will no enough mobile phones available for your Election Night hunt group, email
by E-42 and National Office will supply a basic mobile phone that can be
ernative. Note that there is a limited supply of these phones.
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8.3.3 Election night readiness

You must test your Election Night hunt group ahead of time to ensure it is working as expected, using
the following instructions:

Step | Instructions
By Monday E-5, complete master form M45-ENHUNT with the list of mobile phone
1 numbers you will use on Election Night and attach it to the appropriate task in EMS. ('1/

These mobile phone numbers will be added to your hunt group.

On Wednesday E-3, your will need to conduct a test of the hunt group. Refer to the o
instructions below. To complete this test, you will need 3 additional phones that no

7) part of the hunt group; these can be any phone eg, the LS Manager’s phone or ()
personal phone. §~

Once complete, confirm the appropriate task in EMS.

&

\J
On Election Day, you will need to repeat the test as detailed belo
3 Again, you will need 3 additional phones that are not in the ‘l&

Once complete, confirm the appropriate task in EMS

8.3.4 Election Night hunt group test \Q

Use these instructions to test your Election Night h&@oup

*

Step | Instructions

From one phone (not part @hunt group) cal NG
and check it rings through to one of the phones in the

hunt group.

Do not answer t @' let it forward to the next mobile phone in the hunt group.
Keep ignorin gs until the ring has forwarded to each phone in your hunt group.
Make sure phone in the hunt group rings in turn.

Ehones (not part of the hunt group) call |l and check that three

s in the hunt group ring simultaneously. Do not answer the calls; let them forward

e next mobile phone in the hunt group. Keep ignoring the rings until the three calls
ave forwarded to at least one phone in your hunt group. Check that 3 hunt group phones
ring simultaneously.

If any issues arise, contact National Office.
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8.3.5 Telephone area set-up

You will need the same number of telephone operators as number of phones in the hunt group.
The operators do not need to log into the phone to take calls.

The results area where staff receive calls must be set up in a space with good mobile phone
reception and be as quiet as possible, so operators can hear the results clearly. If you are completing
your early count in your electorate HQ, you may wish to use part of this area after 7.00pm.

A suggested layout is shown below.

Side tables for
taking calls

AV G )

Pool of phones and
results entry forms

7 N

It is recommended to put the pool of phdnes on a middle table rather than allocating a phone to an
individual. This enables an equitabledistribution of the calls between telephone operators.
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8.4 TELEPHONE OPERATOR & RESULTS SHEET CHECKING TRAINING

The RR Manager normally leads the telephone operator training.

Ask telephone operators and results sheet checker(s) to arrive by 5.30pm on Election Day.

If they are new to the HQ, provide them with a verbal H&S and security induction at the site.

Then take them through the following tasks:

Show the Voting Place Summary report with the list of voting places and nu of
results expected from each one, and how you would like the results ticked o

come in.
In the example below, there are 3 ordinary vote results expected on?gtion Night from
the first two voting places, but there are 8 results expected from \@ 3

Voting Places in Auckland Central

SV
ND

they

A

VP# Suburb Name Access AV @ ED I
01.-001 Auckland Ciy 158 Nelson Street, Corner Nelson & Union Streets Partia 01 Auckland Central 0TAuckiand Central
Auckland City
11 Epsom & 11 Epsom
68 Tamaki ul 68 Tamaki Makaurau
& sm
01-002 Auckland Alexander District Center, 104 Auckland Main Street, None | Of NN ntral 01 Auckland Central
Auckland
Mzm 11 Epsom
* (&mm Makaurau 68 Tamak! Makaurau
01-003 Ponsonby All Saints Anglican Church, 284 Ponsonby Road, Y am\' 01 Auckiand Central 01 Auckland Central
Ponsonby %
11 Epsom 11 Epsom
s\ N 23 Maungakiekie 23 Maungakiekie
O 24 Mt Albert 24 Mt Abert
30 North Shere 30 North Shore
@ 31 Northcote 31 Northcote
\Q 49 Tamaki 49 Tamakl
\ 68 Tamaki Makaurau 68 Tamaki Makaurau
4,‘\
e Showth rs for each voting place and how the results sheets match each electorate
that the voting place issued ordinary votes for.
e C(al results phone line to demonstrate how the hunt group works.

ain how calls will be answered.
alk through the process for recording the information on the EMS11-HQ results sheets
and how they will be checked over by a results sheet checker before the telephone

operator finishes the call with the VPM.
Explain how the information on special votes and enrolment forms will be recorded
against the results for the home general electorate.
Have the telephonists and results sheet checker(s) practice a phone call using the script
in section 8.7.

28
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8.5

PREPARATION OF MATERIALS

By E-3 you need to have prepared the following items:

1

Print a copy of the ‘Voting Place Summary’ report from EMS onto A3 paper, so each
result, for each voting place, can be ticked off as the results are phoned in.

2

Use the top of the Voting Place Summary report to determine how many EMS11-H
results sheets to print for each electorate, for Election Day results. QQ
In the example given below, print 23 results sheets for East Coast Bays, 1 for K 9
ki Mahurangi, 6 for North Shore, 1 for Northcote, 2 for Upper Harbour, 5 for\
Whangaparaoa and 23 for Te Tai Tokerau. ?\

AV

20

10 East Coast Bays 20

As given 18 Kaipara ki Mahurangl 1
in the
report

30 North Shore 5
31 Northcote 1
55 Upper Harbour 3
63 Whangaparaoa

70 Te Tai Tokerau

paper to make t{

S

Print the home Ma&éa d shared electorate results sheets on different coloured
asy to tell apart.

required

top.

w [ e | e

Prepare a ocket for each voting place:

o | @he pocket with the voting place number and name
\bthe voting place summary report to determine which result sheets are

label the appropriate EMS11-HQ Headquarters Election Night results sheets
O_) with the voting place number and name

W e place the sheets into the pocket, with the home general electorate sheet on

In the example below for the Albany Community Hall, results sheets would be packed
for 3 electorates; East Coast Bays (placed on top), Whangaparaoa and Te Tai Tokerau.

e A N

Ubrary Lane, Abany

10 - 001 Abany Albany Community Mall, Comner Albany Highway & Full 10 East Coast Bays

63 Whangaparaoca

70 Te Tai Tokerou

guide to when results are expected

Print a copy of the ‘Count staff required in voting places on Election Night’ report as a
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Each telephone operator will need the following supplies.

i Script to follow when receiving telephone calls from voting places (see section 8.7)
1 Pen
1 Ruler
1 Headset, set up (see section 8.6
P ) AQ)
8.6 SET UP OF THE MOBILE PHONE WITH THE HEADSET \

Each phone operator should have their own headset for hygiene reasons; these are ied with the
laptops to electorate HQ. If you have many phone operators, you may need to request more
headsets from National Office, or staff may have a personal headset that the

@happy to use.

Step | Instructions
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8.7 TELEPHONE OPERATORS’ SCRIPT

Step |

‘Kia ora, [Name of electorate]
headquarters, [Name] speaking.

| Operator action

e Find the voting place pocket for this voting place
e Repeat the name and number of the voting place

‘What is your name?’

@
Repeat the voting place manager’s name and enter : (b 4

onto the results sheet for the home general elec‘K

‘What is your telephone number
in case the Electorate Manager
needs to contact you?’

Result received by (print name)

Voting Place manager name and phone no,

Repeat the number and enter it onto the fo:&'
If the voting place manager does not kn hone

number, it is written on an orange card inehe pocket of

the phone case.

EMS11-HQ Headquarters Election Night Results

5‘|Oom ~

Time resuft received at HQ

\oting Place name and number

Sample SN 25

Electorate for these ballot papers

‘Do you have the following forms

for each electorate you counted

votes for:

Form G: Voting Place ce@@

EMS11-C: Candidate u{tes

EMS11-P: Party \6@
N

Confirm that the Voting Place Manager has the forms.

‘I will now &u a set of
questicﬁfmn will repeat your
ans ck to you. Please

@c me straightaway if | say
e wrong number’.

Continued on next page
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Operator says...

We'll start with Form G, for the
[home general electorate].

What was the number of special
votes issued?

If you are told ‘nil’ or ‘zero’ ask:
‘Are you sure that your voting place
did not issue any special votes?’

Then ask:

‘What was the number of takeaway
votes issued?’

‘ What was the number of
enrolment forms received?”’

‘What was the number of special
votes received?’

Operator action

Repeat the numbers and enter them on the results
sheet for the home general electorate, writing one
digit in each box.

Special Votes and Enrolment Forms (from Form G) b /

2

2

>

Special Votes Issued {

Takeaway Votes Issued

Enrolment Forms Received

Special Votes Received

w O

A8
O

‘Now we will look at the same
Form G for ordinary votes.
How many ballot papers were
issued?

Repeat the number a@;er it on the results sheet,
writing one digit Q‘Q box

If fewer than ary votes were issued, write this
number an to step 12.

If mo
st

OX.

6 ordinary votes were issued, move onto

N\
Total ordinary ballots issom Form G)

Total ordinary ballots is@

P . N

‘Now | will as@ur candidate,
informal c% te and total
candida‘e vote results.’

Say the surname only of each candidate, one at

a time. If there is more than one candidate with
the same or similar name say the first name as
well.

e Repeat the candidate surname and number of

votes and record the number on the results

sheet beside the correct name.

If there are no votes for a candidate enter ‘0’.

‘Is the difference within tolerance?’

Beside ‘Total candidate votes’ write:

v

X if they are outside tolerance.

if they are within tolerance

32
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Electoral Candidate Votes (from EMS11-C)

— O[R[N R A

Candidate Informal Votes

Total Candidate Votes

|
N

Step | Operator says... Operator action

Call each party name
Repeat the party n

record the num
informal party and total party the correct p

results.’

at a time.
nd number of votes and
the results sheet beside

‘Now look at the EMS11-P for this
electorate. | will ask for your party,

If there are no for a party enter ‘0.
N
-
Beside @ar‘ty votes’ write:

“Is the difference within tolerance?” {'O\@y are within tolerance

@‘%f they are outside tolerance.

N —— " — e Take the blank EMS11-HQ form for the

I@ appropriate electorate and start the process
electorate?’ 5@ again at step 8, checking that the VP Manager
looks at the forms for the new electorate.

XQK e Ifno, go to step 13

Let the VPM l@‘&at someone will be checking what you have recorded.

Pass the cm@s eets to a results sheet checker who will tick on the voting place summary
report you have received results from all the electorates the voting place was issuing
ordi@l votes for. Each voting place must provide results for at least one general and one
M3aori electorate. They may also have results for one or more other Maori electorates or one
more other shared general electorates.

The results sheet checker will also check that the maths on the EMS11-C and EMS11-P add
correctly and that the results look accurate to what would be expected. Ensure this is
completed and there are no questions before going to step 14.

‘Thank you. If you have any issues

e Return the mobile phone to the centre table.

e You or the results sheet checker give the
completed forms to the data entry operator.

closing down the voting place,
please contact us immediately.
Good night.’
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8.8 EXAMPLE OF FORM G AND EMS11-HQ RESULTS SHEETS

Form G - VOtlng Place Certificate Voting Place Certificate for:

Ballot papers issued

llot pap¢ olie
9

w
= 4
<
8} ot ‘ i '
[ U 4ol
— lot pr o
[ %
w
&)
w
Q
<
-
a AN
o For tt . ral Peclsats
- £ N
6 Special votes issugd
o : N

£ o

nogt

EMS11-HQ Headquarters Election Night Results Sheet
EMS11-HQ results sheet

(home general electorate) L, : I

W | Party Voses (rom EMS11.P
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EMS11-HQ results sheet EMS11-HQ Headquarters Election Night Results Sheet

(Maori electorate) Resuk received by (print name)

\oting Place manager name and phone no.

No special vote or enrolment

Time result received at HQ

form information required. Voting Place name and number

Electorate for these ballot papers Te Tai Hauauru

Total ordinary ballots issued (from Form G) [ Party Votes (from EMS11-P)

Total ordinary ballots issued ‘ I ] ’

If loss than & do not anter the results bekow.

EMS11-HQ results sheet EMS11-HQ Headquarters Election Night Results Sheet

(shared general electorate)

Result recetved by {print name)

Voting Place manager name snd phore no
No special vote or enrolment - @ N
form information required. Voting Place name and nurmber
Blectorata for these ballot papers. Mana
Total ordinary ballots Issued (from Form G} \ Party Votes (from EMS11-P)
Total ordinary ballots issued ‘ l ’ ’

If less than B do not enter the results beiow,
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8.9 CHECKING OF RESULT SHEETS

If there is something wrong with the results provided by the Voting Place Manager to the telephone
operator, it can be difficult to contact them after the phone call is completed.

Assign 1-2 staff members to do a quick check of the results sheets before the telephone operator
finishes the results phone call with each voting place manager.

These staff will check that:

e results are as reasonably expected, ie, the distribution of candidate and party votesdare
similar across voting places: occasionally results can be recorded against the wrong
candidate or party, especially if there are similar names on the ballot paper.

Note: refer to the ‘pre-selected candidates and pre-selected parties’ advisedBy, National
Office for the Early Count for guidance on the likely highest polling candidatesand
parties.

e the total party results, total candidate results, and total issued ballot papers are
approximately the same number

e if results are not within tolerance as shown in the table below}then try to troubleshoot
any obvious errors like addition errors.

If there is potentially an error, the telephone operator should reconfirm with the Voting Place
Manager that the information is correct. If this is not immedijatelyfesolved, the EM or another HQ
Manager may need to talk with the Voting Place Manager.

Tolerance allowed in voting place counts jfolerance allowed in early count
Ordinary vote tolerance scale 3 ORDINARY VOTE TOLERANCE SCALE
If the votes counted do not balance with the total number of ordinary vétes
issued, this tolerance scale tells you how many votes you can bgseut by before The following ordinary vote tolerance scale must be followed for each early count.
you need to recount the votes: Note: this tolerance scale is specific to the early count of advance votes
» |f the difference is greater than the number given, yolmustrecount the
votes. You only need to do one recount.
» If the difference is less than or equal to the numgber givén you do not need <6 votes Do not count
to recount the votes.
y ) 6-100 0
Number of votes issued Allowed difference
101 -200 1
1t0 100 0
201 - 400 2
101 - 300 1
401 - 600 3
301 - 600, 2
601 - 800 4
601- 900 3
1 801 - 1000 5
903,- af more 4
1001 - 1200 6
1201 - 1400 7
1401 - 1600 8
1601 - 1800 9
1801 - 2000 10
2001 - 2200 11
2201 - 2400 12
2401 - 2600 13
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8.10 DATA ENTRY OPERATOR TRAINING

Ask data entry operators to arrive by 5.30pm on Election Day for training. Ideally, data entry officers
will have participated in one of the EMS dress rehearsals. You will need 2-3 data entry operators.

The operators should practise entering results in the EMS training system using the sample results
entry forms provided for dress rehearsals.

8.11 ENTERING RESULTS INTO EMS %1/

The data entry operators must wait until they are advised by the EM to start entering results 'ato
EMS using the completed Headquarter Election Night Result Sheets (EMS11-HQ). This notﬁ(a'tion
should be expected at 7.00pm and data entry must start immediately. If your early ¢ nGs}\ot
completed by 7.00pm, you must enter those results that have been completed and ;&r\essively
enter other counts as they are received. Q

You must get at least 5000 votes from your home general electorate entezﬁ'\n o EMS before

7.15pm. &
o)

8.11.1 Returning results sheets.

Refer to the M55-ECPLAN for how the results sheets will %rned from the early count restricted
area to the data entry operators. Depending on the distance, these may be phoned into electorate
HQ, in the same way as the Election Night results. El\ e largest counts first, starting with the

L ]

home general electorate. ‘\\
MS

Use these instructions for entering result

Step | Instructions

Open EMS. Select Resﬁs Parliament Vote entry:

@ m ELEC“@@ Alison McPhersan @ | Elecionaie | 60 welingion Central - Logout

@ PROPERTIES ] ER! SUPPLIES TRACKING FINANCE TASKS OVERSEAS ADMIN
0 Parilament Vote Entry

I Parlament

| @Ry FLECTION NGHT
" &'results entry screen will show: MBI ORGSR | POME | ARGS | TCOG  AWCE S ORREH

RESULTS ENTRY
e the name of your electorate

allington Central 0 of 250 ( 0.0 % complate)
e the number of results entered,

and the number of results

60001 Brookiyn Communty Gerre, 18 Marmeon Steet, Brockyn

2 expected to be entered ey ———
0, B0-000 51 Twesa's Parkih Hat, 301 Karorl Rogd, Kavor
* the percentage (%) of expected R
results completed. 50214 kpors iuch 203 P o1 Hegpes S 1t Coc
80-010 S1 Pau's Lubern Churce, 12 King Steel. Mt Cook
Below this is a list of voting places for 55019 7 o ey B e o, 64150 Bvichom Bres W mm

your electorate.
Continued on next page
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Click on the voting place you wish to enter results for. There are separate tabs for each
electorate that votes were taken for in that voting place.

Make sure you enter the correct results into the correct count with the correct phase.

s | Pasamant 5 Paerest e Ery + ROSUItS Entry

202 Farst) Gormurtly GErre, Touth Gonts Roum, T Beauchann Sirect, Keod

Centrat (A1) ‘
T Tal Torga (AV1) 3 q;
INGAGER: Gasteit Ju0y Evoment Foms Recaned
Te Tai Tonga (ED) Epecal Voes Receliad \
Loss han 6 votes ertered Erry of st s 0o regueed.
| Bectoni Candidats Votes (yom EMS11.C) Q

If you make a mistake and enter results into the wrong count, you& orrect it
immediately by: @

e putting zeros into the results of the count incorredl@d and Save
e entering the results into the correct count. O
R

‘&.\ : .
For each home general electorate count from an B‘ ion Day voting place, using the
information on the EMS11-HQ results shee‘t, ?b the:

special votes issued to voters C)
takeaway votes issued ‘\\
enrolment forms received

special votes received

total ordinary ballot pa;@ issued to voters
electorate candid otes for each candidate
party votes for each party.

For any field that&@a data, you must enter ‘zero’.
Click Save.

\v

If you Iﬁ not entered zeros
into@ ank fields a warning A ENTRY WARNING
ge will appear.

One or more entry fields are blank
You must specify a value for all entry fieids before you can SAVE

ick Close to return to the
data entry screen.

Enter zeros into the blank
fields.

38
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Click B ui to get a hard copy of the form and check that the information matches the
original hand-printed form.

Total Party Votes HdEIE

0
=

( D\
Put the EMS11-HQ forms in a tray for the Electorate Manager. \

As each electorate count is entered into EMS and saved, the colour on the tab \A@enge
to green. Results can be entered in any order.

Results > Pafiament > Pariamen Q

| 002 Karor Community Centre
Wellington Central (AV1) @
Te Tai Tonga (AV1) @

Ohariu (AV1) \Q

Note: Shared electorates and Maori electora \do not require entry of special votes and

*

enrolment forms numbers from the votin

L J
For these electorates enter: S§\

e total ordinary ballot paper@ to voters
e electorate candidate votes ach candidate

e party votes for each %1@
Q

The AV1 phase will @‘{ire entry of special votes received, along with the count results.

When all elector: ounts have been entered, the main screen shows that voting place or
voting tea

m
If only }}the electorate counts have been entered, the main screen shows that voting

plac am as yellow.

@g places or teams with no results entered show as white.

RESULTS ENTRY

’ Wellington Central 3 of 250 ( 1.2 % complete)

60-001 Brooklyn Community Gentre, 18 Harrison Street, Brooklyn

‘ 60-003 Karori Baptist Church, 161-163 Karori Road, Karcri

' 60-009 St Teresa's Parish Hall, 301 Karori Road, Karori

| 60-013 Makara Community Hall, 366 Makara Road, Makara

Continued on next page
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Troubleshooting:

If the candidate and party vote counts do not balance, a warning message will appear
stating what the error is and what needs to be done to correct it.

If you do not want to submit the results with the error, click Cancel and correct the results.
Then click

If the results that you have entered match what has been written on the EMS11-HQ results
sheet, click OK. {

TALLY WARNING! \g(t
N

Candidates votes + informals total is: 495 C_ )
Party votes + informals total is: 497 v
These should be equal, Please make sure you have checked your entries. Q

Click on "OK' if you want to submit anyway, otherwise seiect the ‘Cancel' button to re-check everything. ’\O

- )

A warning message will appear if the number of v@unted do not match the number of
votes issued. If what you have entered match t is written on the EMS11-HQ results
sheet, click OK.

" r\

TOLERANCE WARNING!

The number of ballot papers issued 100 does not tal yQ candidate total 99. The difference is 1. The acceptable tolerance Is 0.

Click on 'OK’ if you want to submit any\&& select the 'Cancel’ button to re-check everything.
K Cancel OK >
B 4 CJ

If you CE"Q record after saving, then you will be warned that you will be overwriting

resulté

RNING!

k OK to save the corrected results.

This will over-write existing results values at Election Night Centre.

Click on "OK' if you want to submit anyway, otherwise select the 'Cancel' button to re-check everything.

== @)

40
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8.12 FEWER THAN SIX VOTES ISSUED AT A VOTING PLACE

If fewer than six votes are issued at a voting place for an electorate, the data entry operator enters
the number of ballot papers issued (0-5) into the ‘Total ordinary ballot papers issued to voters’ field.
The candidate and party fields will become grey and votes cannot be entered.

8.13 UNUSED PHASES

There may have been additional phases set up at a voting place for the advanee voting period that
were not required. In these circumstances you must enter zero votes_teceived and save the result.

Once all other counts have been received and entered, this will alflow result entry to go to 100%
complete.

Chapter 22 - Election Day and Night 41



9 INFORMATION FOR ELECTORATE MANAGERS

9.1 BACK-UP RESULTS ENTRY PROCEDURES

In the unlikely event there is a problem entering results into EMS on Election Night, National Office
has back-up procedures in place. Problems with EMS may include:

¢ losing access to EMS ('1/
e slow data entry or EMS transmission. %

e contact the National Support Team immedi :I\.'
e EMS transmission is slow National Office has staff on standby to e sults if
e data entry is slow an electorate is experiencing difficulti

e you lose access to EMS e you will be asked to scan and emai otograph and
email the handwritten results QK’

e both your electorate and e you will be asked to ent ts into the Excel
National Office lose access spreadsheet on your Ia& and email the file to
to EMS National Office.

Q\

9.2 RESULTS MONITORING AND REASONABLEV%CHECKING

Both general and Maori electorate EMs must %‘ monitoring and reasonableness checks of
their results.

General electorate EMs... Ma3ori electorate EMs...

e undertake reasonablenes \%(s of their results
shortly after they have‘been entered into EMS

e check that their results have been

e have their datae m enter advance . 2 x
. ] entered into EMS in a timely
ordinary and vo ace votes on behalf of
Maori elector. manner
3 b o e undertake reasonableness checks
s are coming in as expected

e checkt
5 on the results.
from vo places using the electorate target

cou es report.

P\
¢

@%uld allocate a staff member, eg, the VS Manager or an experienced HQ Team Leader to
2 ake the reasonableness checks on behalf of the Maori EM.

9.3 CHECKING THE ELECTORATE DETAIL REPORT

Every 10-15 minutes ask one of the data entry operators to print off the Electorate Detail report from
EMS. This shows the number of votes received by each party and candidate at each voting place that
issued ordinary votes for your electorate.
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This table provides instructions to complete reasonableness checking.

Step | Instructions
In EMS, select Results > Reports > Electorate Detail.

@m ELECTION NIGHT

RESULTS PROPERTIES PEOPLE SUPPLIES TRACKING

| Pariament Parllament Vote Entry ‘
Reports "L
o

Overall Status

Overall Status Advance Votes
Official Count Progress \
1 Rt Pasnet - Eloctorate Detail Q

60 WELLINGTON CENTRAL
167 OF 168 (99.4 % COMPLETE) *

vzgm | 9 0 v 2 !
' 0 ] o 0
v | e W o | # | f
t tsom |9 ‘] ¢ 4 4 J % 5 7 2
R YRIOADODDDNDDDNDNE
o - = = - —— L e
P 0 . " | t

[ 62 | o |15 o5z | =2 [[ o2 [[aoms | 250 [wom ] vomo |

4

Check that: O

e results are not entered @he wrong line
expected, ie, the distribution of candidate and party votes

2 e results are as reas
are similar acro mrent voting places
e thetotalc results, total party results, and total issued ballot papers (TIBP) are
approxima%; e same number.
[a\

-

\Y
If you find bbtential error:
3 ° a,&y describe the error in writing and staple it to the result in question
% investigate the issue. If needed, ask a telephone operator to call the voting place
manager to check forms EMS11-C and/or EMS11-P.

If you identify an actual error:

g e give the result and description of the error to a data entry operator

e ask them to make any changes.
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9.4 ELECTION NIGHT REPORTS IN EMS

There are several other reports in EMS that summarise the results for your electorate. Some of the
reports will open a new window and link you directly to the live election results website.

Reports

Electorate Detail

Leading Candidates Q)(l/
,\O)

Overall Status

Overall Status Advance Votes \
Official Count Progress ?S)
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10.3 STAFP REQUIREMENTS

This table'outlines the staff you need to receive voting place supplies at HQ.

N
.
LS Manager 1
Check off the supplies as they are returned
HQ support 2-6
HQ support Help carry supplies into headquarters
Q supp _— p carry supp q [
— I
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10.4 MATERIALS

Prepare the following items for the return of voting place supplies:

e Folders to contain the Material Returns reports in groups, eg, voting places 1-10 in one
folder and 11-20 in another folder.

* I o1 scanning on Sundéy)
E+1. \
.

on Sunday E+ \

e Print the Materials Returns report in EMS for each voting place (Trackin erials
Tracking > Material Returns). This acts both as a checklist and a receipt fo{ the supplies.
Once materials are successfully checked in, the VPM and HQ staff m r both sign the

bottom of the report. '\O
You need to set up at least two table areas for receiving the supplies frorﬁéswng places.
Also set up at least one table area as a space for VPMs who have no ed their materials correctly

and will be asked to repack them. O

You may also want some chairs for any VPMs who are waiti &\ HQ staff to check in their supplies.

10.5 RECEIVING AND CHECKING SUPPLIES FRO@ING PLACES

This table gives instructions for HQ staff che

Step I Instructions

e Askthe Voting PI{&\ager to put their ballot boxes on the returns tables.
e Get the Materia?QV rns report for that voting place.
4

1

»\
Start with the Q&I Votes ballot box.

e Chec he seal number on the ballot box matches to what is recorded on the seal

)
reak the seal, record this on the log
» @ Seal number | Sealed by Checked by Date Reason for removal

Using the Special Votes checklist, check for and tick the following items:

Special Votes

Items Check v

Ballot Box
S1
S2
S3
S4
S5
S6
S7
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o Remove Envelope S5 and place this in the |||} I for enroiment
forms. All other envelopes remain in the box, in numeric order.

o Issuing point stamps: tick this at the top of the report, the stamps should
remain in the box.

Items Check v

Issuing point stamps

Move onto the ordinary votes ballot box for the home general electorate:

e Check and complete the seal log as with the special votes box

e Check for the: q
o rolls for this electorate. Tick these on the returns report, then remo

and place into the
o correct envelopes. Tick these on the returns report and leave th%n in the
ballot box, in numeric order.

42 Remutaka E
Itams Check v/
Ballot Box Q
Electoral Rolls . O

P1
Ei >

P4 @

If the supplies are not packed correctly, ask the VP 6épack them on the tables that have
been assigned for this purpose.

Repeat for the home Maori and shared ele ‘bs ballot boxes.

Note: Remove the home Maori rolls fro aIIot box, but keep the shared electorate
rolls in their ballot box, as these a ed with the other associated voting materials to
their respective electorates.

V

From the supplies box:

Check for the m %ne(s) for the voting place.
Tick this on th{ rns report, then remove and place into the i for mobile
phones.
e Check tb% g place folder. Ensure that timesheets have been completed for all
staff M will need to complete their timesheet to include transport time to HQ,
taken to return supplies at electorate HQ and to the likely time for when
)be ill arrive home.

(o) \f?e ballot boxes and supplies are checked and are in order, ask the VPM to sign the
tom of the Material Returns Report.

Countersign the form and thank the VPM. They are free to go.

Once an:

take it to the scanning area.

Chapter 22 - Election Day and Night 47



CHAPTER 23 — EARLY COUNT

CONTENTS

A T LY olo 1¥ | SR URRPRRR oo S 1
1.1 What is the @arly COUNT? ..cooeeiiiiic e e e st eeeree e eans 1
1.2 Roles and responsibilities.......ccuiiieciiieiiiiiie e S e 1
1.3 DL =Y <o d o o LU A NSRS 2
1.4 SCIULINEEIS ..ttt rree e s sereeeessreeeeseee ol Bhee e s s ne e e e sbeee e e saneeeeennes 2
1.5 Key tasks preparing for the early CoUNt ........ccuveiieciiie e e 2

2 Preparing for the early count ......oocoveeiiiieiiniiiieeee e 4
2.1 Using the MB55-ECPLAN ......cooiiiiiiiiciiieeeiieee s e B e eieee e et e e e st e e e s sataeeessasaeeesnnsseeeennnneeenn 4
2.2 Preparing an early count plan ... la e 8
2.3 Estimating staff NUMDErS ... i e e ree s 9
2.4 Staff forthe early CoUNt ... e 9
25 SEAff DrEaKS ... e 9

I I -1 011 - 2SOy ST PPPPRROPPTPP 10
3.1 Process LEAdERELAINING ...veeiiiiiee et cciee ettt e e e e e etre e e e sbee e e e sabe e e e ssabeeeeennbaeeeenareeas 10
3.2 Table,coordiNators’ traiNiNg ......cciicciee e rrre e e s ebee e e e abeeas 10
3.2 EXPECLE COUNT FESUILS ..evveee e e e e e e e sabae e e e eareeas 11
33 Briefing NOtes fOr the ECPL........oii ittt e see e e e e e e sabae e e e areeas 12

4> "Planning your €arly COUNT SPACE ...ccivcuiiiiiiiiieeceiteee ettt e et e e e eite e e e sbte e e e sbeeeeesbeeeeesbeaeessseeeeesnnes 16

I 1, 16
I 1

5 Resources for the @arly COUNT ......cccuiii i e e eaee e s e sab e e e 19
5.1 RESOUICES aNd SEATIONEIY .oeiiiiieee et e e e bee e e e ebe e e e e sabae e e enreeas 19
5.2 Preparing the early count Packs........oooiiiiiiiciie e 21

Chapter 23 — Early count



6

Return of voting materials at the end of advance Voting .......ccccceeeeciiieeee e, 23
6.1 Receiving materials from voting Places.......coccuuiiiiiiiiiiicie e 23
6.2 (0 0 1=Yol Q=T 01V o] o TSRS 23

Conducting the early count on EIECtioN DAy .....c.ceeiiiciiiiiiiiiiee ittt e e 24
7.1 EQrly COUNt KEY taSKS .oviieiiiee ittt e e e e e e e 24
7.2 EM’s first Briefing to security guard(s) and SCrutin@ers........ccccceevvevevveeeceeesieesceeeenen ey 24
7.3 Final check before start tiMe........c.coo i p e 25
7.4 Briefing the early count staff........cccvviiiiiiiii e e T, 25
7.5 EM’s briefing to early count staff, guards and scrutineers .......ccccoeeeeeee e deeiiieeee e, 26
7.6 Conducting the arly COUNt ....coicciiii i B s e e e srre e e e eaaee e 27
7.7 Phased COUNTS .....coocuiiiiiiiiiiieiececeeiecsiee e sre e b Pttt et e s e e saree s 27
7.8 Checking and transferring data to the EMS11-HQ... Lo lechveeeiiiiiiieee e 28
7.9 Completing the early CoOUNt....coociiii i B e e e 28
7.10 Closing down the early count of advance MOtES..........cccveeiiiiiiieiiiiiee e 29

Chapter 23 — Early count



1 EARLY COUNT

1.1  WHAT IS THE EARLY COUNT?

The count of ordinary votes issued in your electorate before Election Day is known as the early count.
The early count takes place on Election Day and starts at 9am. Plan to finish counting by 6.30pm to
allow paperwork to be checked and prepared for entry into Election Management System (EMS) at

7pm. Depending on the layout and space at your headquarters (HQ), you may be able to conduct

your early count on site. Otherwise, you will need to organise for a separate space for Election Day.

1.2 ROLES AND RESPONSIBILITIES

Role Responsnble for:

Electorate Manager
(EM)

overall accountability and oversight of the early count

completing the early count plan (M55-ECPLAN)and special vote plan
(M55-SVPLAN)

briefing staff and scrutineers on Electioh\Day.

Logistics and
Supplies Manager
(LS Manager)

assisting the EM to draft the early ecount and special vote plans

ensuring that materials are ready and correct for the early count.

Recruitment and
Rostering Manager
(RR Manager)

recruiting and eonfirming staff for the early count.

Early Count Process
Leader(s) (ECPL)

preparing.the materials for the early count

training the table coordinators

managing early count staff and the overall early count process on
Election Day to meet timelines.

Assistant Early
Count Process
Leader(s)*

supporting the ECPL(s); one will attend the early count training
assisting with the preparation of materials for the early count
assisting with the training of table coordinators

assisting the ECPL to manage the early count and leading the early
count during their breaks.

Table coordinators

managing counters, providing clear instructions and keeping control
of their count team
managing work quality of the count team.

counting votes under the instructions of their table coordinator

Counters e taking direction of their table coordinator and Process Leader under
limited time conditions.
I -

* a minimum of one assistant is needed, with a recommended one assistant per 4 count teams.

If the early count area is in multiple spaces, there should be at minimum one assistant per space.

Chapter 23 — Early count




1.3 DELEGATIONS

The EM must use the M34-HQM Delegation of Statutory Functions by Returning Officer form to
delegate their powers, functions and duties to the ECPL(s) so they can conduct the early count of
advance votes. This needs to be done before the start of the count on Election Day, be attached to
the task in EMS and filed in the Personnel folder for the electorate.

1.4 SCRUTINEERS

Electorate candidates may appoint scrutineers to watch the early count at HQ. The appointment
must be in writing and signed by the candidate or the party secretary. Appointments can be scanned
and emailed to electorate HQ. Candidates cannot be scrutineers. The ECPL will provide serutineers
with an E56-SCR identification label to distinguish them from HQ staff. The EM will provide a briefing
and a M55-ECSCR Scrutineer briefing card.

A scrutineer must:

e show their written appointment to the EM or ECPL, and
e sign a E20-S Dec Declaration of Secrecy stating that they will et do anything forbidden by
Section 203 of the Electoral Act (1993). This is given to the‘EMMto file in the Personnel folder.

This table outlines what scrutineers can and cannot do duringthe€arly count:

Scrutineers may: Scrutineers may not:

e beinthe restricted area from 30 ¢ M Jeave the restricted area before 7.00pm
minutes before the designated start e,~ have any communication device in the
time restricted area before 7.00pm

e watch the count e communicate any information about the

e raise any questions or concerns with count to anyone outside the restricted
the ECPL area before 7.00pm

e record by pen and paper, réstilts of the e help with the count
counts e take photos or video during the count

e leave the restricted grea.at 7.00pm. e talk to count staff.

1.5 KEY TASKS PREPARING FOR THE EARLY COUNT

The following/table identifies the key milestones in preparing for the early count. The EM will be
supported inthese tasks by the LS Manager and the ECPL.

2 Chapter 23 — Early count



Date

6 weeks before

Milestone

e Early count plan (M55-ECPLAN) drafted with
the assistance of your LS Manager and
discussed with your Regional Advisor (RA).

Responsibility

Election Day EM D
e Space to conduct the early count approved by
(by 8 September) your RA.
e ECPL, back-up and assistant ECPL(s) appointed.
3-4 weeks before ) )
Election Day ECPL(s) and assistant ECPL(s) have completed their RR Manager D
eLearning and attended regional training.
(by 22 September)
I EM d
By the start ?f Candidates advised of location of early count and EM D
advance voting asked if any scrutineers are likely to attend.
(by 29 September)
Remainder of early count staff appointedspasticularl
. y PP > y RR Manager D
table coordinators.
o all staff are confirmed forthe €arly count
¢ n . RR Manager D
e all table coordinatofs have been briefed and
trained.
E-3
Appropriate areasihave been prepared for:
(Wednesday 11 pprop _ prep ‘ LS Manager
October) e the refturn of supplles.from voting plaf:es that with
havelissued votes during advance voting .
assistance D
e the early count.
from the
Markerycards, envelopes and other supplies have ECPL
been*prepared for the early count.
Final preparations completed as || NN
I
e key voting materials are received in materials LS Manager D
tracking.
&1 * I
(Friday 13 October) I
M34-HQM Delegation of statutory functions by
Returning Officer form is completed by the ECPL and EM D

EM and attached to the task in EMS.
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2 PREPARING FOR THE EARLY COUNT

The EM should start drafting the early count plan using the M55-ECPLAN once voting places have
been confirmed. Your RA is responsible for approving the early count space and should consult with
your Regional Manager (RM) if the count is planned to be held away from electorate HQ.

The early count plan is the key tool for understanding the number of staff, materials and space
required in HQ to successfully complete the early count on Election Day. For example, your predicted
vote counts from EMS will show how many staff you will need to complete the counts as efficiently
and effectively as possible.

As voting progresses ahead of Election Day, the EM will adjust the plan to ensure that it rémains in
balance for each counting team and the overall early count.

On Election Day, the ECPL uses the count and ballot box checks within the M55-EERLAN to track the
progress of the early count.

2.1 USING THE M55-ECPLAN

The M55-ECPLAN is an Excel spreadsheet where you record:

e your planning for the early count, including howthe‘early count space will be set up

e the number of votes you expect to receive, and\number of counts you need to undertake

e Based on your predicted vote counts in EMS,\the estimated number of staff needed to
conduct the early count and which cougts each team will undertake.

The spreadsheet also has tabs showing completedsexamples of this information.

2.1.1 Early count planning

There are several considerations for planning the early

count, which should be documented in the first tab of

— g & the M55-ECPLAN and discussed with your RA.

= Ry You will need to consider:

[ ity ko the it spa s ane st secune? a
| covmier ine o il areess P

¢ what space you have available for the early count
N and how you will effectively use it

e how staff will be looked after for the day, as they are
unable to leave the restricted area until 7pm
e how you will keep materials secure, particularly if
you are counting outside of electorate HQ
i - e what equipment and supplies you will need, such as
S S chairs, tables, kitchen and bathroom supplies or
additional lighting, heating or cooling.

e correct ety

e eartycourn?
PN e

s oetots compiewa
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2.1.2 Example: Early count — counts to complete

& e, EARLY COUNT - COUNTS TO COMPLETE MS5-ECPLAN
Total number of counts 59
Total number of ordinary votes 32,780
. 85 hours
Number of counters required 39 | ounting time
Number of votes per
A 8,900 10,600 6,330 2,400 1,480 930 740 670 170 560
voting place or team
Voting place
101 102 103 104 105 108 109 110 201 202
or team > | §
Hutt South Phase 1 2100 2150 2050 850 700 550 600 400 150 350
Hutt South (2) 1750 2000 1650
®  |HuttSouth (3) 1750
b
.E Ikaroa-Rawhiti (1) 200 250 80 30 a0 20 30
'E‘ Remutaka (1) 2000 1250 1300 450 350 250 100 100 50
S |Remutaka [2) 1100
i Mana (1) 450 S00 600 400 250 50 30
.
ﬁ Ohariu (1) 400 1100 350 50 50 oo 30
E Rongotai (1) 250 400 650 100
_g wellington Central (1) 650 800 200 100 50 40
_|u Te Tai Tonga (1) 50 30 20 30
[
£
t
a
[}

In this example there are eight voting places (100 series). and two teams (VP 201 and 202) in the Hutt
South electorate. They are issuing for their home General (Hutt South) and home Maori (lkaroa-
Rawhiti) electorates and up to six shared electorates, including a shared Maori electorate.

Three of the voting places are expected te"bé\busy and will have additional phased counts for the
home General electorate. In total, this electerate has 59 counts and an expected 32,780 votes to
count.

Using this example, you will need an estimated 39 counters. As count teams consist of 6 counters, if
you need a number that is not'a'multiple of 6, you should round up.

Note: the table coordihators who supervise each count table are additional to the counting staff.

In this example,there are: 7 count teams requiring 7 table coordinators and 42 counters.
Plus the ECPL,two assistant Process Leaders (one for every four count teams) andiii  EEEENEE

2, NS Example: Early count — count plan

The count plan takes the expected counts and allocates them across the count teams. You should
start teams on a medium sized count (400-600 votes) before moving on to the largest counts. This
enables the count team to get familiar with the process and, if they make a mistake in counting, it is
easier to recount a smaller number of votes.

Use the time to count (hours:minutes) to ensure that each count team can achieve the counts you
have allocated to them in 8.5 hours. This is effectively 9am to 6.30pm, excluding morning tea (10-15
minutes), lunch (30 minutes) and afternoon tea (10-15 minutes).
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EARLY COUNT - COUNT PLAN M55-ECFLAN

Expected votes to count 32,780 Number of counters required 39 Number of hours to complete a5
earlv count
Count Team A CountTeam B Count Team C
Table Co-ordinator: - Table Co-ordinator: - Table Co-ordinator: -
Number of counters/team 6 Number of counters/team 6 Number of counters/team 1
VP Electorate Votes VP Electarate Votes ve Electorate Votes
Count 1 108 Hutt South (1) 550 Count 1 109 Hutt South (1) 600 Count 1 110 Hutt South (1) 400
2 101 Hutt South [1) 2100 2 102 Hutt South [1) 2150 2 103 HuttSouth(l) 2050
3 102 Ohariu(l) 1100 3 104  HuttSouth (1) 850 3 102 Mana(1) 200
a 105  Remutaka [1) 350 1 105 Hutt South (1) 700 a 103 Mana(1) £00
5 108  Remutaka (1) 250 5 201 Hutt South [1) 150 5 104  Mana[1) 400
& 109 Remutaka [1) 100 & 105 Wgtn Central {1} 100 6 105 Mana 1) 250
7 110 Remutaka (1) 100 r 202 Te Tai Tonga (1) 30 7 108 Mana 1) 50
3 202 Remutaka (1) 50 8 105 Te Tai Tongz (1) 30 ] 202 Mana 1) =1}
: ] g g9
10 10 10
Number of votes: 4600 Number of votes: _ 45610 Number of yates, 4680
Time to count {h/min): _ 7:40 Time to count {hfmin}: 7:41 Time to count (hymiri): _ 7:48
Count Team D CountTeam E Count Team F
Table Co-ordinator: - Table Co-ordinator: - Table Co-ordinator;, -
Number of counters/team & Number of counters/team & Number of countérs/team g
VP Electarate Votes VP Electorate Votes ue Electorate Votes
Count 1 202 Hutt South (1) 350 Count 1 101 Mana (1) 450 Count 1 104 Remutaka (1) 450
2 102 Hutt South [2) 2000 2 101  Remutaka (1) 2000 # 101  HuttSouth(2) 1750
3 102 Remutaka (1) 1250 3 101 Remutaka (2} 1100 3 103 Remutaka (1) 1300
4 102 Wztn Central (1) 300 a4 101 Wetn Central (1) 650 & 103 Rengotai (1) B50
5 102 lkaroa-Rawhiti(1] 250 5 104 Wgtn Central [1) 200 5 102 Rongotai (1) 400
& 109 lkaroa-Rawhiti[1) 40 1 101 lkaroa-Rawhiti(1) 200 6 110 WgtnCentral (1) 50
7 201 Ikaroa-REwhiti[1) 20 7 103 Ikaroa-REwhiti[1) 20 F 202 WegtnCentral (1) 40
] 104  TeTaiTenga (1) 50 8 108 Ikaroa-Rawhiti[1) 38 3
3 110 Te Tai Tonga (1) 20 9 202 lkaroa-REwhiti[ 1) (1) 9
10 10 10
Number of votes: 4780 Number of votesy_ 4740 Number of votes: 4640
Time to count {h/min}:  7:58 Time to caunt {hfmin}: 7:54 Time to count (h/min}: _7:44
Count Team G
Table Co-ordinator: -
Number of counters/team 6
VP Electorate Votes
Count1 101  Ohariu(1) 400
2 102 Hutt South [3) 1750
3 102 Hutt South (2} 1650
a4 101 Rongotai (1) 250
5 104 Rongotai (1) 100
& 104 Ohariu(1) 350
7 110 Ohariu (1) 108
] 105  Ohariu (1) )
] 108 Ohariu(1) g
10 202 Ohariu(1) 0
Number ofwotes:) 4730
Time to count(h/min}: 7:53

In the example above; you can see that:

e (Count Team A is expected to take 7 hours and 40 minutes to complete the counts they
have been assigned.

o » Count Team D is expected to take 7 hours and 58 minutes.

e Counts are grouped where it makes sense with the number of votes eg Count Team C has
been given almost all the Mana electorate counts to complete.

e Some teams have Phase 2 and Phase 3 counts eg Count Team G has Hutt South Phase 3
from Voting Place (VP) 102, and Hutt South Phase 2 from VP 103.

If you think that the total count time is too long, you should first try to rebalance the counts between
the teams, then, if this does not work, consider adding another count team.
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2.1.4 Example: Early count — ballot box checking plan

The first part of the early count involves opening and checking that the papers are in the correct
ballot box before you begin counting. Without this step the counts are unlikely to balance against
what is expected and will take much longer to complete. The ballot box check tab allows you to
assign a count team to a particular voting place or voting team. All the boxes are checked, one voting
place or team at a time. There are more instructions about this step in the counting instructions of
M55-ECINSTRUCT.

@ Ssio EARLY COUNT - BALLOT BOX CHECK s £cPLaN

Voting place or team 101 102 103 104 105 108 109 110 201 202

Number of ballot boxes
to open and check

Number of ordinary votes

8,900 10,600 6,330 2,400 1,480 930 740 670 170 560
per voting place/team ' : ‘ ’

Count Team A v

Count Team B v

Count Team C

Count Team D

Count Team E v

Count Team F v v
Count Team G v v v v v

Team to complete
open and check task

In the example above, VP 101 issued 8,900.0rdinary votes and has 9 ballot boxes to open and check.
Count Team A and Team B have been(assigned to opening these boxes and checking that they
contain the right papers. These teams are not necessarily going to count these votes; that detail is
recorded in the count plan. Allécate your count teams roughly equally across the votes issued.

On Election Day, teams can hélp each other once they have finished their allocated ballot boxes.

Count Team E will cheek all the ballot boxes from a single voting place, VP 103, while Count Team G
will check ballot,boxes from multiple voting places, as fewer votes were taken at these locations.

Important: teams only check the ballot boxes from one voting place or team at a time before moving
onto the.néxt set. Otherwise materials could get confused between voting places and the counts will
likelynot-balance.

Some of the reports in EMS will assist eg, VP Summary Report if you are unsure how many ballot
boxes there are for each voting place.

Note: The special vote boxes must be checked for any ordinary vote ballot papers, and these papers
returned to the correct early count. Similarly, any special votes found in the ordinary vote ballot
boxes must be returned to the special vote count. This task can be completed outside of the
restricted early count area, which gives more flexibility for staff to move onto other Election Day
tasks. See Chapter 22 — Election Day & Night for more details on the special vote ballot box checking
process.
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2.2 PREPARING AN EARLY COUNT PLAN

Use these instructions to draft your early count plan.

Step

Instructions

Open the ‘Planning’ tab of the M55-ECPLAN.

Complete each section of the early count planning table, using the statements and
guestions in each section as prompts of what you need to consider and plan for.

(
You may want to sketch a layout of how the counting area will look, the break areas ar%q
access points. This can be provided to the ECPL at a later time. '\

Open the ‘Counts to complete’ tab. 8}'

e List your voting places and voting teams (if they issued ordinary vote%t will
issue votes during advance voting across the top of the plan.
e List the names of the electorates you will issue ordinary votes wn the side.
e Addin the expected votes, using your estimates from EMS
If a count is large, it will be phased (refer to Chapter 13 — Equi t & Supplies for more
details). Each phase will be counted separately so should ( d separately in the plan.

Adjust these numbers as voting progresses, to ensur&@count plan aligns with what is
required to be counted. Q

The spreadsheet will suggest how many cou you will need. Tests show that each
person can sort and count around 100 bal \ ers per hour, including the administration

for a count and changing voting mateti; tween individual counts.

=

-

Open the ‘Plan for counting tea@ .

Spread the counts evenly acrgss the counting teams, starting with a medium sized count
a@@ counts, finishing with the smaller counts.

(400-600 votes), then t%s\'h
The ‘time to count’ b&?t e bottom of the plan for each count team, tells you how long

the combinatior&@J

time you hav ble.

ts will take. Make sure that this does not exceed the amount of

If it is hard\t lance your counts in the time allowed, consider adding another count
tea&better to finish all the counts early than for staff to be counting into the evening
ng day.

This allows you to assign a count team to a specific voting place or team. Consider how
many ballot boxes are to be checked, and the number of ballot papers involved.

e All the ballot boxes from a voting place or team need to be checked one at a time.
e The ballot box check should take no longer than 25% of the total count time, so you
should expect to have all ballot papers in the correct boxes by 11am.
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2.3 ESTIMATING STAFF NUMBERS

The early count is run by the ECPL. Use the M55-ECPLAN to:
e estimate the number of counters you will require for the early count

e organise your counting groups.

As the advance voting period progresses, you’ll get a better idea of how many counting staff you
need. After you have received final reconciliations on Friday E-1, finalise your requirements using the
actual number of votes reported in the Power Bl report (see Chapter 20, Delivering Voting Services).

2.4 STAFF FOR THE EARLY COUNT

The ECPL, their assistants and table coordinators must actively manage staff to finish¢the‘early count
by 6.30pm. The counting process works best with teams of six counters and a table coordinator,
although for counts with fewer than 200 votes, the ECPL should split the team of'six‘counters into
two teams of three, with one table coordinator overseeing both groups. Onlysplit the counters after
all the larger counts are complete. All staff should have good numeracy sKills @nd counters need to
follow instructions closely.

Consider the:

e number of counts you need to complete

e approximate number of votes in each count

e the experience and level of competency of your early count team members

e the availability of count teams from otheng€lectorates if you are counting in a shared HQ.

In general, you should round up to a higher-nimber of count teams.

We recommend a maximum of 8 count.teams of 6 counters and a table coordinator. This should be
capable of counting 40,800 votes instheé-counting time, including breaks.

If your electorate is likely to have more than 40,000 early count votes or more than 35,000 votes
with high complexity, then talkito your RA about the best way to manage your early count. This is
likely to require havingtwae.,standalone early count teams, in two separate counting areas, with two
ECPLs and supportingstaff. You will need to complete 2 separate M55-ECPLANs and have very good
materials management.

2.5 STAERBREAKS

It fs,important to give staff regular breaks during the day at appropriate times. Over the day, plan for
couint teams to get a 10-15 minute morning break, a 30-minute lunch break and a 10-15 minute
afternoon tea break. Staff are unable to leave HQ, so they are paid for all breaks. Depending on the
number of staff and the space available, it may be necessary to have staggered breaks.

You should also plan a 30-minute dinner break at 6.30pm which should be after the early count is
complete for most electorates. If counts are not completed by this time, staff should still be given a
break and then return to counting.
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3 TRAINING

3.1 PROCESS LEADER TRAINING

The ECPL and one assistant Process Leader must attend the regional training for the early count.

They will train their table coordinators in the two weeks before Election Day, preferably before E-3,
and their counters on the morning of the early count. It is a good idea to involve table coordinators
when preparing the early count materials to help them get familiar with the materials.

Print a copy of the M55-ECINSTRUCT early count instructions from ECHO for each table coordinator
for their training session.

3.2 TABLE COORDINATORS’ TRAINING

The ECPL trains the table coordinators before E-3. The training should take,about’1 hour.
Before the training:

e print the three pages of the count plan on A3 paper

e set up a projector, laptop and speaker. If you don’t have a blank'wall, ensure there is a screen
for viewing the film clip

e assemble the training materials as supplied at regianal training — see the following table

e in addition to the training materials supplied, you need an empty general electorate (orange)
ballot box with a ballot box label and an exampl&Maori ballot paper from your electorate’s
voting place training supplies

e table coordinators should have watchedthis-8-minute process clip before attending training.
Email the table coordinators the link=https://www.youtube.com/embed/cap6UBz7-nl?rel=0

If the training space does not have access to the internet to watch the clip via YouTube, the clip can
be downloaded from Tupu.

Training materials for the eat v count exercise

M55-ECINSTRUCT count-nstructions
for each table coordinator

Coordinators should keep these for Election Day

‘Ohariu’ ballot\box eontaining

Electorate: Ohariu, VP 18: Waionui Community House
100 marked-ballet papers

e 2 pre-selected candidates expected to receive the
Marker cards for candidates most votes: 6 copies, collated, on white paper
e All candidates on coloured paper

e 2 pre-selected parties expected to receive the
Marker cards for parties most votes: 6 copies, collated, on white paper
e All parties on coloured paper
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Stationery

3.2 EXPECTED COUNT RESULTS

1 x box of black sticky labels per count team
1 x blue/black pen per person

1 x finger cone per person

1 x calculator for the table coordinator

(not a mobile phone).

The expected results from the exercise will be provided with the training materials.

Chapter 23 — Early count
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3.3 BRIEFING NOTES FOR THE ECPL

Use these notes to brief your table coordinators at their early count training.
Overview [Gather in early count area]

We are going to talk through your tasks as a table coordinator with the count instructions that you'll
use on Election Day.

We’'ll also discuss how to deal with any issues that arise and what my role will be as the Early Count
Process Leader.

As we'll all be working in a confined space during Election Day, it’s important that we look:after
ourselves and our team.

Encourage your team to regularly clean their hands, particularly before and afterlgoing on a break.
If anyone doesn’t feel well, please tell me immediately. Keep the tables and*chairs spaced apart as
much as possible and avoid people reaching across each other during thescount process.

[Give a set of M55-ECINSTRUCT count instructions to each table cogfdihator]

It is important that you read these instructions to your team fok each count you complete.
This ensures that everyone follows the process correctly andwill help us to complete the counts
within the allowed time.

When you and your team are confident about following the process, you can refer to the quick check
chart. [Show OSCCAR chart from last page of§gfstructions]

Ballot box check

The first part of the count process'is te ensure that the materials are returned to the correct ballot
box. Please refer to your instructions for this step. The special vote ballot boxes will be checked too.
Note the difference betweef the ballot papers for general and Maori electorates [show examples of
ballot papers with orang& otvgrey backs].

Each count will have a)*misplaced’ materials envelope [show] for any materials found that do not
belong to this count. | will collect these and return the materials to the correct ballot box.

All the balletyboxes for a voting place or team are checked by one count team. This reduces the
chance'gf ballot papers ending up in the wrong count.

[SeW the ballot box check plan]

We ensure that all the ballot boxes are checked before we move onto the count proper. If there are
ballot papers from more than one electorate in a ballot box, additional empty ballot boxes will have
been prepared for these counts.

If there are 3 or 4 electorates in one ballot box, then you will have M55-ECMARKER sheets for each
electorate, for each counter, to help them separate the ballot papers into the right count [show
examples if you will be using these].
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- .

Count

Let’s first look at the count plan [show the count plan]. You'll see that each team has the name of the
table coordinator at the top.

You need to complete the counts in a specific order so that we finish them all within time on Election
Day. Please do not deviate from this without discussing with me first. Overall, we will have [give
number] counts to complete.

For each count, you need to check two details to be sure you have the correct ballot box.
Check:

e the voting place number, eg, VP 18 [show ballot box]

e the phase number in brackets after the electorate name. We are expecting to have

additional phases for [name the voting places and electorates]. You mustikeep the
materials for these counts separate at all times.

Ballot boxes

The ballot boxes must remain sealed until after 9am and the counting area.is secure. On Election
Day, | will let you know when you can open your first ballot box. Loek.at'step 1 in your instructions
[pause while they do this]. You need to fill in the seal record for €ach’ballot box before you break the
seal.

Now let’s have a look at the forms and envelopes thatyou’ll have for each count.
[Show each one as you describe it, using the traipingyCount materials]

Envelopes
There are several envelopes for each count=They are all labelled with what goes into them.

Forms
There are severahforms inside the envelopes.

Now let’s take the EMS11-C form. You'll see that there is the expected number of ballot papers
already written at the bottom. This number comes from Form G.

When your counters provide you with the results for each candidate, you put one digit into each
column for the candidate and then total them.
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When you have totalled the result for the candidates in your count, you will compare the two
numbers. If the numbers do not match, there is a degree of tolerance allowed. Turn to section 4 of
your instructions and you will see the tolerance table.

Can someone tell me, if | was expecting 1000 ballot papers, how many votes am | allowed to vary
from this and still be within tolerance?
[Listen for 5 votes (so 995 to 1005 votes inclusive)]

If you are not within tolerance, please come and find me so we can step through some checkpoints-in
the instructions. The worst case is that all the votes will need to be counted a second time, so béing
accurate from the start is important.

Marker cards

There are two types of marker cards printed on either white or coloured paper. The colotred marker
cards [show] are where you'll write the totals of ballot papers for each candidatesand they will
remain with the ballot papers for that count.

There are sets of marker cards on white paper for each of your counting groups. These are prepared
for each counting team [show]. These help with intermediate processes,for the larger counts and will
be reused.

Informal votes

A vote is informal when you can’t clearly tell who the veter voted for. Please refer to your
instructions for examples of an informal vote. These show you example ballot papers where the
voter’s intention is or is not clear.

For your first one or two counts, we will Iook'at'the informal votes together. Once you are
comfortable with the process, you will thenmake decisions about the informal votes in the counts.
But at any time, if you have any questions about these, please ask. If in doubt, count the paper as an
informal vote as it will be checked\again when the ballot papers are recounted at the official count
after Election Day.

Managing issues

If you have any problems with the count or with your counters on Election Day, please come and see
me right away. It,is better to stop and get things sorted, than continue and possibly make things
harder to fix,

Scrutineers

Thenemay be [or if you have confirmation say ‘will be’] scrutineers present at the early count, who
c¢an.move around the count tables and observe what is happening. They are representatives of
candidates or parties, and are permitted to record by pen or paper, results of the counts. They are
not permitted to take photos or video during the count and cannot talk or question count staff. If a
scrutineer has any questions or concerns about the count, please refer them to me.

Just like staff, scrutineers are not permitted to leave the count space before 7pm or have any
communication device in the restricted area.

Scrutineers will be given a briefing card that outlines what they can and cannot do.
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Film clip
We're now going to have a look at a film clip on the early count.
[Show the ‘Early count process’ film clip]

Count exercise
[Practise an early count in teams of 7. Make sure everyone follows the instructions. It should take
approximately 30 minutes to complete the count]

<t

| will be giving you and your counting team regular breaks on Election Day, especially after
completing the large counts. It’'s important that you don’t let your team take additional breal&s is

could stop us finishing the count on time. c’)\'
Any questions? ?‘
[Answer any questions from the table coordinators] Q
<
e Remind table coordinators to be ready to start at 8.30am on Election Day

e Pack up the training materials.
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Your RA must approve your early count space before Election Day. Each count team needs about 6m
x 4m for their tables and chairs, plus additional space for the ballot boxes and supplies and a table for
the ECPL.

your HQ does not have enough space for | talk to your RA and RM about hiring an offsite count
the count space. !

you may want to combine spaces, eg, one floor'of\a
you are in shared headquarters building becomes the secure area for the early count,
while another floor is used for other HQstaff.

. o you must appoint an assistant to the ECPL to
the count is happening in two spaces i
supervise one of the spaces.
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4.2.1 How the count space will be used

Carefully conSider how the early count will be set up and operate. || N N N NEGEGEEEE

I his planning is crucial to a smooth operation of the early count, particularly if your
early.count will be held outside of electorate HQ.

Consider the best use of space for the counting area and the staff break area. You should ensure that
that the working area will be comfortable for staff. This may require bringing in additional lighting,
heating or cooling units.

Staff will need to be able to access kitchen space and toilets; if these are not exclusively used by the
early count staff then you will need to ensure that staff are overseen by a security guard or other
member of HQ staff, so that they do not communicate with people working outside of the early
count.
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5 RESOURCES FOR THE EARLY COUNT

5.1 RESOURCES AND STATIONERY

It will take time to prepare all your supplies so start as early as you can. The ECPL should prepare the

materials, with assistance from table coordinators. Once voting places return their voting materials

on E-1, you will be able to finalise your supplies. Here is a list of the forms and envelopes needed:

Resources

No. needed

Description

EMS11-C Candidate vote counting sheet One per count \
EMS11-P Party vote counting sheet One per count Cs)\'
EMS11-HQ HQ Election Night result sheet

EMS11-MARKER

Preliminary count candidate and party
marker cards (coloured paper)

| "
One per count? v
Q)

EMS11-MARKER

Preliminary count candidate and partﬁ\o

marker cards (white paper) \Q
0

<

N
Ones @r count
A
candidates per counter,
\two parties per count team
for each electorate they are
counting for (details

provided by National Office
after Nominations Day)

M55-ECINSTRUCT

Set of count mstr@s&\

One for the ECPL, assistant(s)
and each table coordinator

marker cards

M34-HOM Delegatio z{utory functions by One for each ECPL
Returnin icer form
Scr r's briefing card for the Early .
M55-ECSCR % One for each scrutineer
A J
0} nvelope for ordinary counted votes and At least one per count (one
I

fits approximately 900 votes)

Used for miscast votes

One per count

Set of labels with each voting place or team
name and number, electorate and phase

One set per count

R@nted labels
<
Q&

Extra ballot boxes

For counts from ballot boxes which contain
more than one electorate’s votes. Affix a
completed E42 ballot box label to show
where the votes were issued. These ballot
boxes do not need to be tracked in EMS

One box per electorate as
necessary
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Electorate marker cards for sorting ballot

One set of relevant

M55-ECMARKER papers in ballot boxes containing more than
one electorate

electorates per counter

One for inside and one for
MS55-ECRESTRICT outside every access point

Poster to be fixed inside and outside the
early count area

into the early count area

Reconciliation Report printed from PowerBl that gives the | One for the ECPL and
report reconciliation information for each count assistant(s)

A basic photocopier/printer may be helpful

One for the early count (if

if the early count is happening outside of

Photocopier/printer not happeningat electorate
pier/p electorate HQ to make additional copies of HQ) PP 8
master forms
Trainer’s AV kit Laptop, projector and speakers Oneyfor the briefing

You will also need some general stationery.

«O°

1 per count for holdi terial
— for holding materials
team I 8
A named plastic bag or similar for'each team member’s
mobile phone. The bag should‘also include:
1 e E20-S Dec Declarationiof Secrecy form
e M37-TIME timgsheet
A\
e E56-CLH clothing label holder
1 e E20:5Dec Declaration of Secrecy form
o E563SCR Identification label
1 e Y E20-S Dec Declaration of Secrecy form
|
£\, ® name tag or name label if required
P W
1 I Finger cone
12 Boxes of sticky black labels
8 Blue or black pens
1 Calculator

Each count team

Each person working
in the early count

Each scrutineer

Each security guard

Each counter

Each table coordinator

*
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5.2 PREPARING THE EARLY COUNT PACKS

Prepare the materials for every count from every voting place or team:

Set up:

e one table as your working space
e one table with the following supplies laid out in separate piles:
o EMS11-C Candidate vote counting sheet
o EMS11-P Party vote counting sheets
o EMS11-HQ Headquarters Election Night results sheets
o EMS11-MARKER Preliminary count candidate and party mar
cards printed on coloured paper and clipped together

e Plain A4 size envelope for miscast votes

?S)

N

e Pre-printed labels with each voting place or team name andm@gelectorate

to be counted for, and phase.

O

B

Label the forms and envelopes for each voting place or teang\ er:

e using pre-printed labels
e writing the information on by hand

Note: Ensure the phase is clearly marked on the&&ls eg, VP 202 [home general

electorate] (AV1).

(
The EMS11-HQ results sheets for your hoa@eral electorate will have an extra box

to record special votes and enrolmens{\ issued and received.

For the early count, only special received are recorded on the AV1 phase.
Strike through the other field@' that block on the form.

EMS11-HQ Head QElection Night Results Sheet
Result received by (print name)

Voting Place manager name and phone no é

Time result received at HQ

Voting Place name and numb:

‘
Electorate for these ballof \ Ohariu

Special VOINEM\:IMM Forms (from Form G)

Party Votes (from EMS11-P)

f

Special \/g‘ew N //
Takeaws Issued Q
-

w{ Forms Received \ |

wr
ial Votes Received

g
Total ordinary ballots issued (from Form G)

reer——— [ T[]

Strike through the whole block for AV2 or subsequent phases.

Repeat steps 1-3 for each count.
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Prepare materials if there will be more than one ordinary vote electorate in a single ballot box:

Step

Instructions

Prepare a ballot box with the correct electorate label and a ballot box label with the VP

number and name.

If there are 3 or 4 electorates in one ballot box, print six sets of M55-ECMARKERs for (L
those electorates. Markers can be reused by a count team as they are not written on.

Prepare materials for each count team:

Step

Instructions

o

Use the count plan to determine which electorates each count team @e counting

for.

For each electorate, print on white paper:
e one EMS11-MARKER Candidate marker card for t

candidates (from information provided by Nats\ ffice at training) for each

counter

e two EMS11-MARKER Party marker cards for'each of the two likely highest polling

parties. .

ﬁ(ely highest polling

Clip the sets together and place in ar@ labelled for each team.
y 4
A J

O\
s\@@

N
EQ
O
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6 RETURN OF VOTING MATERIALS AT THE END OF ADVANCE VOTING

6.1 RECEIVING MATERIALS FROM VOTING PLACES

Materials must be returned to electorate HQ as promptly as possible after the end of voting on E-1
so they can be checked in and prepared for the early count. Refer to Chapter 20 — Delivering Voting
Services for the process to do this.

Once materials have been checked in, the ECPL and table coordinators need to complete final S@L

in preparation for the Early Count. '\
6.2 CHECK ENVELOPES (2,\:
'\

Instructions

Remove the | from the supplies box and check for the ccn’@t d Form A
reconciliation form and Form G Voting Place certificate. \

If it is unclear if the forms have been correctly completed, ch h the LS Manager or

EM. i A&

If the Phase number for this count is 2 or larger, wri sfléﬂ%suing point stamp numbers

used during that phase on top of the ballot box. N ormation is in the relevant M46

consignment note or you can check the issui int stamps returned in the supplies box
*

for this count.
©

2%

Find the | for this c 5\ confirm that it contains correctly labelled:

EMS11-C and EMS11-P for
EMS11-HQ form

EMS11-MARKER @one set for that electorate
plain A4 sized e{vel e labelled with the voting place, electorate and phase number.
N

) Place the* with the ballot box for this count. Keep the ballot box sealed.

N7
Rep@ps 1-4 for each count being undertaken in the early count. Keep each set of

mat s together, separated by voting place or team.
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7 CONDUCTING THE EARLY COUNT ON ELECTION DAY

The early count of advance votes can be tiring and stressful among all the other voting activities
happening in the electorate. The more prepared that you and your staff are, the easier the early
count will be. Tell staff to bring enough food for the day and any medication that they need as they
will not be able to leave during the early count process.

7.1 EARLY COUNT KEY TASKS

e EM briefs the security guards and any scrutineers attending
8.30am the early count D
e ECPL briefs counters.

3.55am e Process Leader checks the early count area is\sécure D
' e EM briefs all persons present at the early/Count.

Regularly through the | EM checks progress of the early counts/and.does reasonableness D

day checks on the results.

e 1lam: sort of ballot boxes should be complete

Key times during the
e 3pm: largest countssshould be well underway D

da
y e 5pm: largest Counts should be complete.

6.30pm Early count should’be complete and dinner provided to staff. D
o National Office advises that the early count results can be

7.00pm entered into EMS . D
e ) RR Manager supervises data entry operators
e EM begins reasonableness and results checking.

Approximately .

230 Result entry complete for early count materials. D

.30pm

7.2\ <EM’S FIRST BRIEFING TO SECURITY GUARD(S) AND SCRUTINEERS

If there are any scrutineers present, the EM will provide them with a similar H&S briefing and a copy
of the M55-ECSCR Scrutineer briefing card, that explains in detail what they can and cannot do
during the early count. All scrutineers are also required to sign an E20-S Dec Declaration of Secrecy.
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7.3  FINAL CHECK BEFORE START TIME

The ECPL should use this checklist to ensure everything is ready for the early count.

Checklist m

Put the ballot boxes and close of poll materials, including all the ‘P’ envelopes, into the
secure area for the early count.

Match the ballot boxes with their respectivel |

Check that there are M55-ECRESTRICT posters inside and outside the count area

Remove any landline and mobile phones from the secure area(s)

Remove all mobile phones and communication devices from staff and.scrutineers before

they enter the secure area(s) [ EEG——

Ensure each scrutineer has been appointed in writing by theircandidate or party

Ensure all staff, guard(s) and scrutineers have signed an E20-S Dec Declaration of Secrecy
and that these are given to the EM to file in the Personnel folder

Provide briefings to the table coordinators and‘eounters

Arrange for the EM to brief all counters,'scrutineers, the security guard and headquarters
staff on the security arrangements apdhconditions before the count starts (see section 7.4)

Repeat the security arrangements to anyone authorised to enter the secure area after the

ballot boxes are open

O O 0000 O 008 0

7.4 BRIEFING THE EARLY COUNT STAFF

Counters should arrive by 8.30am:

o (-Give them a E20-S Dec Secrecy Declaration to complete, along with a name tag and

timesheet.

e Present the ‘Early Count — Counting Staff’ presentation on ECHO to the count teams.

You will need a projector, laptop and speaker, plus a set of count materials to
demonstrate with.

e Check that staff have enough food and any medication they need for the day as they

cannot leave the area once counting starts.

Chapter 23 — Early count
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7.5 EM’S BRIEFING TO EARLY COUNT STAFF, GUARDS AND SCRUTINEERS

Immediately before the start of the early count, the EM gives the following briefing to all early count
staff, security guard(s) and any scrutineers.

[Introduce yourself, the security guard(s) and the scrutineers to the staff. Provide details of the
emergency procedures for the site]

Overview
Voting has been happening over the past two weeks. Each vote is either an ‘ordinary’ or a ‘specia¥
vote. Today we will count the ‘ordinary’ votes. This is called the ‘early count of advance vates’.

The early count is very important because it provides the first results that New Zealand.sees after
7pm tonight. We will start at 9am. The count will be done in secure conditions as absolutely no
information about the results can be made public until after voting closes at 7pm:

Process

[Name of ECPL] will be tracking the progress of the.early count today, with help from [name(s) of
assistants]. Each counting group will have atakléscoordinator, who today are [names].

Please follow your table coordinator’s instructions at all times. They are working off a well-tested
process that all counting staff acrass*New Zealand will be using today.

Once you are familiar with the{process you may be tempted to make shortcuts or do it differently.
Although we want to get thearly count completed on time today, we’re not interested in doing this
at the risk of losing accuracey. Our goal is to be efficient and accurate rather than fast. At times this
may require us to movespeople between counting teams, so don’t be concerned if this happens to
you.

You will have‘to stay in the secure area until 7pm tonight, although we aim to finish counting votes
by 6.30pm.“This helps ensure we have time to carry out our final double-checks on the results if
necessary.

Preparation

In a moment we will be securing the early count area. Please take a short break, have a drink, go to
the toilet, etc, then give your mobile phones and any other communication devices to the security
guard if you have not already done so.

If, during the next few hours you have any questions or concerns, please talk to your table
coordinator or to [name of ECPL].
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7.6 CONDUCTING THE EARLY COUNT

The early count can start at the designated start time once the counting area is fully secured.
The main stages of the early count are:

sorting the ballot boxes

counting the votes

maintaining security until 7.00pm

closing down and entering results into EMS between 7.00-7.30pm.

Important: Ballot boxes cannot be opened before the:

e secure area is fully secured
e designated start time.

The early count team must open and sort all ballot boxes before moving on to countingthe votes, to
ensure ballot papers in the correct electorate box. Always keep ballot papers and/other documents
for each count separate, being particularly careful with voting places where.thére are multiple
phased counts.

7.7 PHASED COUNTS

Voting places that had two or more phases will have a separate‘count for each phase, most likely for
the home general electorate. It is important to keep the matérials for each phase separate during the
early count.

If phased materials are inadvertently merged, the'ECPL must tell the EM, who will contact National
Office.

In this situation, you may end up conducting one large count, where the information from both
reconciliations must be combined, to\give the total number of ballot papers to balance against. In
addition, before 5pm on Election'Day, the EM will need to update EMS by removing the additional
phases so that only one count,is,recorded for this electorate.
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7.8 CHECKING AND TRANSFERRING DATA TO THE EMS11-HQ

After each count the ECPL or assistant will check and transfer the results to the EMS11-HQ form.

The EMS11-HQ forms will remain in the secure area until 7.00pm, when they must be provided
promptly to the data entry operators.

Step | Instructions

Get the following forms from the || NN

1 e EMS11-C (completed) \:bq

e EMS11-P (completed)

e EMS11-HQ (blank). X

5 Check the results on each of the EMS11-C and EMS11-P forms to make sure Wls
reconcile. (\

5 Transfer the results recorded on each EMS11-C onto the ’EIectoraiK\;Qldate Votes’

column of the EMS11-HQ.

N
Transfer the results recorded on each EMS11-P onto the ‘ {Q/otes column of the

- EMS11-HQ. xo

) Put the completed forms back into theﬂ

Put the | to one side of your tablef@\he EM to complete reasonableness
checks of the results. 0
AN\

7 Repeat steps 1-6 until all counts ("?)ét\mlete.

N

When the count of special vo%s completed for each voting place, transfer this number
8 to the ‘Special Votes Re@
electorate, AV1 phase(

7.9 COMPLETING T LY COUNT

ox on the EMS11-HQ form for the home general

Y
Once the count&e mplete, the ECPL must:
d all counters and scrutineers that security must be maintained until 7.00pm. No
f or scrutineers can leave the secure area or communicate with the outside world in
any way until that time
\@o inform the EM that all the advance vote counts are complete
E @ e ask the EM to check the EMS11-HQ forms for reasonableness and return them to their [Jjj

If the counts have not been completed by 6.30pm, you should give your counters a dinner break and
restart counting at 7.00pm. You should check with the counters whether they are prepared to stay
longer as some may have personal circumstances that means that they cannot.

If you are in a shared HQ, the other electorate(s) may have counting staff who can help complete
your electorate’s counts. Always move the staff from one count area into the other, do not move the
materials to them. You can do this under the direction of the two EMs before and after 7.00pm.
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7.10 CLOSING DOWN THE EARLY COUNT OF ADVANCE VOTES

At 7.00pm the ECPL:

1 I

1

1 .

e thanks counting staff, returns their mobile phones and allows them to leave.

The EM gives the EMS11-HQ results forms to the data entry operators to enter the results into EMS:

Counts that have been completed by 7.00pm must be entered immediately into EMS. If the early
count has not been completed by this time, do not delay the data entry of completed counts.
Progressively provide the EMS11-HQ forms to the data entry operators as counts are completed.

If the early count has taken place outside electorate HQ, then the M55-ECPLAN wijll describe how the
results forms will be returned for data entry, either in person or by phone.

This may require the ECPL, assistants and table coordinators to phone through the results to the
Election Night telephonists in electorate HQ.
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3.10 Votes received late at HQ
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11 BEFORE YOU BEGIN

Ensure you have received all necessary supplies for the sort and send process. A full list of required
supplies can be found on section 5.1.2 of Chapter 21 — Preparing for the post-election period.

1.2 RECEIVING VOTING PLACE SUPPLIES AT YOUR HEADQUARTERS

You will receive voting place (VP) supplies and ballot boxes back at your electorate headquarters
(HQ) during the voting period. These include:

e from voting places open during the advance voting period that have phased counts will return
the ballot box and supplies if they have a phase change

e full special vote ballot boxes and supplies

e completed enrolment forms for scanning

e some VPs and voting teams wil| | .1 ins the advance
voting period

e most VPs open during the advance period will || I 2fter the close of advance
voting on Friday E-1, or if they are only open during the middle weekend of advance voting, on
Saturday E-7 or Sunday E-6

e afewVPs will_; all ordinary votes
issued during the advance voting period must be/eounted in the early count
most voting places open on Election Day will |G
there will be a few Election Day voting places who || GG ;<<

Section 10 in Chapter 22 — Election Pay,and Night)

«  most Mobile Supports (5) will

e for those electorates with supply hubs, all key voting materials must be returned on or before
Sunday E+1.

During the advance voting,périod, as per the electorate’s logistics plan, Electorate Managers (EM),
with support from the/eogistics and Supplies Manager (LS Manager), Voting Place Manager (VPM)

and Mobile Supports'must:
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1.3 KEY TASKS

The sort and send process starts on Sunday E+1 and includes:

e checking that all returned ballot boxes contain the correct voting materials

e scanning all key voting materials into the Election Management System (EMS) as part of
materials tracking, and ensuring all of these materials have the status of ‘returned’

e preparing shared general electorate ballot boxes to be sent back to their home electorates

e completing the initial load of special votes in EMS

e preparing other electorates’ special votes to be sent back to their home electorates

e preparing home general ordinary and home Maori ordinary voting materials for post-election
processing.
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1.4 CHECKLIST

Use this checklist to ensure that you are on track with sort and send activities.

Check all ballot boxes to ensure all key voting materials have been

returned from voting places

Check all Envelopes P5 for questioned votes for your home general and
Maori electorates and pass them to the Dual Votes Process Leader

Photocopy all M10-SUMMARY (Form F) forms to be used by the team
sorting the special votes

Remove all M14-TAKEAWAY and M14-DAILYREP (Form Q) forms from
Envelope P6 or the Voting Place Manager’s folder and set them aside ‘
for return to National Office \

Check the number of special votes returned (per electorate and overall
total) from each VP in your electorate against the relevant M10
SUMMARY (Form F)

Enter M10-SUMMARY (Form F) for VP details into the EMS ‘Initial Load’
screen

For the bags to be couriered, scan the printed ID number on the courier
bag into eShip and create aneShip label
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Scan the eShip tracking number into the EMS ‘Send Votes’ screen using
the hand-held scanner. For those bags being delivered by an electoral
official, scan the ID number on the courier bag into EMS

Dispatch courier bags and shared electorate ballot boxes to other
electorates as per your logistics plan

Receive shared general electorate ballot boxes and scan key voting
materials into EMS

Receive into EMS all special votes for your electorate sent from other
electorates

Send any misdirected votes to the appropriate electorate and update
EMS

Follow up on any votes showing as sent to you in EMS, but not received
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2 RECEIVING MATERIALS AT HQ

2.1 OVERVIEW

Most voting place and Mobile Support materials will have been returned to your HQ by E+1. In rural
electorates, some materials will still be making their journey back to your HQ based on your logistics
plan.

You must check ballot boxes quickly and confirm all materials have been received back by scan%%
voting materials back into the materials tracking module in EMS, before you can return shar
voting materials to their electorates in preparation for other post-election processes. d\

This process has already been addressed in Chapter 15 — Materials Tracking, section ?ﬁeva
sections of that chapter have been repeated here.

2.2 RESOURCES \

You need: K®

handheld barcode scanners and laptop with access to E
ballot boxes from all voting places ?
supplies boxes from VPs, mobile supports and s x ubs (if applicable)

] \Q}

2.3 PROCESS FOR RETURNED MATEFM%@\\

As you progress through the voting p , your HQ will receive back materials. Chapter 15 covers
the process for this during the ad@ period and on Election Night.

This table provides a high-l@verview of the returns process on E+1.

e Scan all materials back into EMS using the materials tracking module
and ensure all materials are accounted for
e Shared voting materials are returned to their home electorate HQ.

-
To and check returned supplies, refer to the relevant process listed below.
Rzturned Reference
From voting . .
From E+1 See section 2.4 of this chapter
places
To other HQs From E+1 See section 2.5 of this chapter
From other HQs From E+1 See section 3.6 of this chapter.
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2.4 RECEIVING MATERIALS INTO EMS ON E+1

During the advance voting period, phased materials may have already been received back into EMS.
Only materials which have NOT been received back into EMS need to be scanned.

You will also need to balance prioritising shared electorates materials, followed by electoral rolls due

to post-election processes.
You will need to scan materials back into EMS in a controlled and systematic way, going:

e voting place by voting place
e Mobile Support by Mobile Support

Use these instructions to receive key voting materials into EMS.

Step | Instructions

1 Get the hand-held scanner and attach it to one of your laptops.

In EMS, check your electorate is selected from the dropdown.

Eleciorate | 04 Botany - |

In EMS, go to Tracking — Receive Materials.

PROPERTIES PEOPLE SUPPLIES FINANCE

Maintain

Materials Tracking
Assign Materials

Defective Materials /:\x

Scan the ballot box label into EMS.

Special Votas

Confirm each box has envelopes P1, P2, P3, P4 and P5 for that electorate.

6 Chapter 24 — Sort and send



Repeat for each voting place. Any key voting materials returned by MS need to be received
back into EMS using the same process as described above.

2.4.1 Checking reports

Once your HQ has completed receiving all voting place and MS materials into EMS, follow these
instructions:

Step | Instructions

1 In EMS, go to Tracking — Material Not Returned to my HQ (CSV). '\

This report will display all materials which still need to be scanned back into :

2 Material Barcoi Electorate Material Type Numbe Current Location Assigned Electorate Tracking NiTN Description AsSignedTo Time Stamp
ED1 BPGO1001 01 Auckland Central Ballot Paper - General 1001 017 Auckland High Court, 01 Auckland Central 17360 Consignment 1 - AV Sup 7 Auckland High Court, 22/08/2022 at 09:24
E01B8PG01051 01 Auckland Central Ballot Paper - General 1051 017 Auckland High Court, 01 Auckland Central 17360 Consignment 1-&Y S @ 017 Auckland High Court, 22/08/2022 at 09:24
E01BPG01101 01 Auckland Central Ballot Paper - General 1101 017 Auckland High Court, 01 Auckland Central 17360 Consignment 0 017 Auckland High Court, 22/08/2022 at 09:24
ED1BPGO1151 01 Auckland Central Ballot Paper - General 1151 017 Auckland High Court, 01 Auckland Central 17360 Consignmen! &2 plies 017 Auckland High Court, 22/08/2022 at 09:24

Filter the CSV report using the ‘Current Location’ column b \ssignee ie, one of your HQ's
voting places or MS. This will display all materials stilky\ eceived back into EMS for the

3 filtered assignee.

Note: this report will list any materials still Ioca\ﬂh another HQ yet to be returned.
*

L N

Find the assignee’s supply boxes whei\ i\materials are located and receive the materials

4
listed in the report back into EMS. \
p m
5 Repeat this for each assignee wit'Mterials listed in the report which still need to be scanned
back into EMS.
O
E Redownload the Mat@ot Returned to my HQ (CSV) report and repeat from step 1 until all
materials have bee ived back into EMS and no materials are listed in the report.

\J'
2.5 RETURNIN&‘ RED ELECTORATE MATERIALS TO THEIR HOME ELECTORATE HQ

been acc for, you will need to return all shared voting materials for general electorates to

-
Once all key ;Q materials have been received back into EMS from your voting places and MS, and
their h@ electorate HQ.

@Qse instructions to return materials to their home electorate HQ.

Step | Instructions
In EMS, go to Tracking — Material List (CSV).

Continued on next page
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Filter the CSV report by the:

e ‘Electorate’ column by another electorate HQ, and
e ‘Current Location’ by your electorate HQ and/or your voting places.

|| Material Barcode| v | Electorate [ Material Type [~ Numbl > Current Location Y] Assigned Electord v | Tracking Not v | TN Descripti | Assigned To ZiTlme Stamp ~ |
| |E0S BPG10251 05 Christchurch CentBallot Paper - Gener 10251 06 Christchurch East 06 Christchurch East 11/08/2022 at 13:44
This will list all materials which need to be returned to their home electorate HQ. (1/

Create a new tracking note with all the shared voting materials (ballot paper pads an@
electoral rolls) (see section 3). Keep each count’s materials in its own ballot box.

Use an empty ballot box to return any electoral rolls and ballot paper pads fi @b shared
electorate, that you did not allocate to a voting place. %

Repeat for each electorate which supplied share@vate materials to your HQ.

Refer to your M40-LOGPLAN on how your electoraf\%is to return shared voting materials across

your region.

Note: all Maori electorate materials (ord@sxllot paper pads and electoral rolls) remain with the
home general electorate HQ and are I&I’ returned.

2.6 RECEIVING MATERIAL'S% ANOTHER HQ

Use these instructions toE ive returned materials from another HQ.

Step | Instructions

\J
Open t@)ackage delivered by another HQ and find the tracking note.

25,

he materials received against the tracking note. Tick the ‘OK’ column as you go and use

the notes column if there are any issues.

In EMS, go to Tracking — Receive Materials.

PROPERTIES PEOPLE SUPPLIES ‘ TRACKING ’ FINANCE

Maintain

1aterials Tracking
Assign Materials

Spacial Votas

em———
Defective Materials
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Scan each item into EMS by clicking into the Material Barcode field and using the handheld

scanner to scan the QR code on the front of each item.

Tieckhg © Maedak Tredbg - Receive Materials

Summary of i (for this

No Allocated IMaterials

S — )

Material Type ‘ Number | Received From

~

, Material Barcode | Electorate l

If an item fails to scan, check you have clicked into the Material Barcode field before'anning

the item. Alternatively, manually type in the QR code (see section 2.6). (-’

Check the Summary of Received Materials field to ensure the number of expécted items from
the package matches. For example, from a package of 50 ballot paper 6®/ou have scanned

50 ballot paper pads. 0\\
&((\

Q
I \(s\\

Click the browser refresh button after compl@each C | package.

Y
chaio
Repeat steps 1-7 for each package SQ rials.
)\ —4

2.6.1 Checking reports @

Once your HQ has completed (c,e\nng a set of returned materials back into EMS from another HQ,

)

follow these instructions

Step | Instructions

1 In EMS, go te Tracking — Material Not Returned to my HQ (CSV).

N/
Fi t@\e CSV report in the ‘Assigned Electorate’ column by the electorate the materials have
ome from. This will identify any materials which still need to be returned by the electorate.

()

n this example, Auckland Central HQ has filtered this report for Botany, a shared electorate
they provided Auckland Central materials to. Ballot paper pad EO1 BPG01001 is still located
at Botany’s HQ and yet to be returned.

Material Barcode | ¥ |Elactorate tarial Type

¥ Ma ~ Number v CurrentLocation o Assigned Electorate T, ingNote®| v TN Dascripticn | v |Assigned To | Time Stamp v
£01 BPGO1001 01 Auckland Central Ballot Paper - General 1001 04 Botany 04 Botany 17/02/2023 at 09:31

If the electorate does not appear in the report, all the materials assigned to the electorate

have been successfully returned and no further actions are required.

Continued on next page
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If the electorate does appear in the report, all the listed materials still need to be returned
and received into EMS, go to step 3.

Check the materials listed in the report are not among the materials returned to your HQ. If

found receive the materials into EMS.

If the other electorate HQ has not returned all the materials, contact the responsible
electorate’s LS Manager and arrange for the materials to be returned.

Redownload the Material Not Returned to my HQ (CSV) report, repeat from step 1. %

y\".)

2.7 SEARCHING FOR ‘MISSING” MATERIALS %

N
Your HQ will be handling large volumes of voting materials and may need to locate rv%)materials.
Refer to section 7.8 of chapter 15 — Materials Tracking on how to view the chain ((u ody record
for a specific material item or view a selection of materials. . O
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3 SENDING AND RECEIVING SPECIAL VOTES

3.1 SORTING SPECIAL VOTES BY ELECTORATE

You need to prepare to send all special vote envelopes taken in your electorate back to their home
electorates. Get the following supplies:

e M75-SORT electorate sheets
* I
Set up your special vote sorting tables as shown:

SV
ND

e one sorting table for envelopes for your home general electorate O
e one sorting table for envelopes for other electorates Y\
e approximately another 10 cardboard tables to hold marker cards and enve@es or each

electorate. . O

Use the M75-SORT sheets to mark every electorate on the cardboard ta ,Qéep the electorates in

numerical order. Allow extra space for your home Maori electorate(s eighbouring electorates.

Special Vote E @on
Suggest

Other electorates
sorting table

Home electorate
sorting table

f\(b

- B |2159) (57 (350 [53) eealealea eale dlealea
18] | B8 (56 54 52 (46] [5)(43) (27 (39 [37] (36] [34] (32
JfEalealkalna’ OT53{7) (780 200 221280 261 280 0
8| |21 (a1 067 (871 Yerf1z] (4] (18] 17) (191 (21 [(23)25) [27] (28] (31]

P o

Example s gellington Central (60)
with neighbouring electon& tt South (17), Ohariu (36) and Rongotai (46)

3.2 CHECK AND CO%@& SPECIAL VOTE ENVELOPES

Your elzctorate special votes

Take the S3 envelope(s) from the special votes box and empty the contents onto the home
electorate sorting table.

Check that all of the special vote envelopes on the home electorate sorting table:

e are for your home general electorate
e have been stamped with an issuing point stamp. Stamp any unstamped envelopes with
an issuing point stamp from that voting place.

Note: The issuing point stamps should be in the special votes ballot box.

Continued on next page
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Count the number of special vote envelopes for your electorate:

Check the count against the M10-SUMMARY.
If the number is different, check that you have all the S3 envelopes for that voting
4 place and that no special vote envelopes for your electorate were put in an S4
envelope by mistake.
e If you can’t account for any differences:
o count the envelopes again until you get two consistent counts
o correct the copy of the M10-SUMMARY. ® rl/

Other electorate special votes

5 Empty the S4 envelope from the ballot box onto the other electorates sorting table.

Cy

AN

Check that all of the special vote envelopes on the other electorates sorti&t le:

6 e are not for your home general electorate .
e have been stamped with an issuing point stamp. Stamp any ur’!@m ed envelopes with
an issuing point stamp from that voting place.

\‘
7 Sort the special vote envelopes into piles by electorate. (\\
o

Carefully count the number of special vote envelQ@br each electorate:

check the count against the M10-SUMM®

if the number is different, check that @\ e all the S4 envelopes for that voting

B place. '\
e if you can’t account for any dif; $6$Q\es:
o count the envelgain until you get two consistent counts
o correctthe M 'l SUMMARY.
Both

Secure each pile of éd special vote envelopes with a rubber band. Put each pile on the
appropriate ele e marker.

ing point stamps, in numerical order in preparation for completion.

L
Take a th&uing point stamps from the special vote ballot box and put them with the
unusszgh

]

\ "4
Vhen you are satisfied that the M10-SUMMARY is correct, give it to the data entry
op erator for entry. See section 3.3.

Note: Deliver the M10-SUMMARY forms progressively to the data entry operator. Do not
wait until you have checked all voting places.

3.3 INITIAL LOAD OF SPECIAL VOTES INTO EMS

The initial load of special votes into EMS is a record of all special votes taken in an electorate for
their own and other electorates. Electorate HQs use this information to know how many special

votes they have to process, and to keep track of where the votes are.
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Note: If you are a Maori Electorate Manager and you receive some of your special votes directly, do
not complete a separate initial load for your Maori electorate special votes received by you directly.

e Include them on the M10-SUMMARY for the care home team for the home general

electorate.
e Enter them into your general electorate’s EMS ‘Initial Load’.

The data entry operator uses these instructions to enter special vote tracking information in EMS.

Instructions
From the menu select Special Votes — Tracking - Initial Load (M10-SUMMARY) \

Step

VOTINGPLACES ~ STAFF  SUPPUES  FINANCE  SPECIAL VOTES

| rocuog SPECIAL VOTES ?S)
=== N
o ¥
>
From the drop-down box, select the voting place or team @-SUMMARY form refers

t

o XO |
\ Select Voting Place \Q‘ A ‘
|

A200 Brooklyn Community Centre, 18 Harrison Strac*. _’;ooklyn é"
A201 Karori Community Centre Youth Centre, %\ 5
A202 Victoria University Hub, Level 1, Ke de, Kelburn
et, Mt Cook

mp Street, Karori

A203 Massey University Pyramid. Wallace

A204 Wellington Central Libra oom, Mezzanine Floor, 65 Victoria Street, Wellington City

A205 Asteron Centre Foye(;&a
_A2NN Waenital © Dact u@-

erston Street, Wellington City

-

‘Aam__ Talan in \Alallinatan Cantral

Continued on next page
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e Selectthe AV or ED radio button corresponding to the M10-Summary.

e Enter the figures from the M10-SUMMARY into the ‘#SDVs’ field for each electorate
the voting place issued special votes for, including your own electorate.
Enter zero for electorates that the voting place did not take special votes for.
Check the totals at the bottom of the screen to ensure they match the total on the
M10-SUMMARY form.

e Once all the data has been correctly entered for that voting place, click - (L

If you make an error in any of the fields, click back into the field and enter the correct c
data. You can correct data up until you complete the ‘send votes’ process (see section Q
3.5).

| S A200 Brockiyn ComMmuNy Contre. 18 Hamison Street. Brookiyn

A ‘successful’ message w@r at the top of your screen under the drop-down box.

31, 23 Short Street, Wellington \

— B S— — ,._l

EO009 Levin Baptist Church,

Repeat steps 2-4 until the M10-SUMMARY forms for every voting place and team have
been entered.

When you have finished entering all M10-SUMMARY forms into EMS, print the ‘Special
Vote by Voting Place report’.

From the menu select Reports — SV Tracking - SV by Voting Place Report (CSV).

14
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RESULTS ENTRY REFERENDUM RESULTS ~ VOTING PLACES ~ STAFF  SUPPLIES FINANCE ~ SPECIAL VOTES TASKS  REPORTS

Admin SPECIAL VOTE TRACKING REPORTS
Supples
SV Sent Report
Equipment
SV Received Report
Resuls
Progress Report
Referenoum
Finance

Accounts Payabe

q

Open the Excel file, which lists your voting places in column A. The row for each vo ings
place will show the number of special votes taken at that voting place for all ot

electorates. ?\

When it first opens, Column A is not wide enough to see the voting pIacQ‘me. To widen
the column, position your cursor between column A and B until yo s pointer:

u {
\
| 2 ag <
Fro ucklang/Central Elector
]Electorate oting Pla« 01 Auck @
0

| A200 AUS/
|A201 AUT 170

AN 1 lern n

Double click and the column will expand to show tiéntents of the column.

\‘/67 | I
X4

Voting Plac01 Auckla 02 B¢

From Auckland Central Electorate
Electorates

A200 AUSA Club Space, The Quad, Auckland University, Auckland City 0 0
01 AUT University Campus, AusM, WC Building, Level 2, Wellesley Sreet, 170 10
patQp House. 30-32 Hobson Street. Auckland City 0 0

Print the report and givew Special Votes Process Leader.

b\
&
3
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3.4 CHECKING SPECIAL VOTES BEFORE SENDING

The Special Votes Process Leader must confirm that the number of special votes for each electorate
matches the ‘Special Vote by Voting Place’ report, before the votes are sent back to their home

electorates. The counts must balance.

Step

Instructions

Count the number of envelopes on the sorting tables one electorate at a time. Record
number on the M75-SORT electorate sheet. Check that the number of envelopes forbag
electorate matches the number recorded on the ‘Special votes by voting place’ report.

The counts must balance. If there are any discrepancies, you need to resolv before
you can send the votes. If you change the numbers, reprint the report and check the
information again. Record the final number on the M75-SORT eIect?rﬁ eet.

-

Once you are certain that the total number of special votes in th ‘S\ort matches the
number of special votes ready to be sent, pack the votes for that electorate into a

I \

e ON
The logistics plan for your electorate will state WW special vote declarations will

be hand delivered to the other electorate by an e rate staff member or will be

couriered using eShip by NZ Post.

For electorates that will receive hand deli%@;ags, write the name of the electorate
and add ‘hand delivered’ onto a blavﬁebe and affix it to the bag. If there is more than

one bag for an electorate, annot label with 1 of 2, 2 of 2 etc. You must uscjjI

I i pack the special votes, even if they are numerous for an electorate.

For electorates that will m@ he special votes to be couriered due to the distance
between electorate H’Elss,‘we a hand-held scanner to enter the pre-printed barcode

number from th nto the reference number field in eShip. The
courier bags mu sent signature required. Print and affix the courier label to the bag.
aN
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(T
119999

Pre-printed barcode on

I  <hown

circled above

R O 390 1 1O 56 * WD 61 T4 123 10N (0= W5 (1] S0 A1 LW 06 WA4 0 e 153 A0 06 H34) G S0 113 130 Dm0 01 S LD L0 960 V34D O S0e 483 0% D3m0 41 S48 (10) 1y 00

<

O

~
Put the special vote your own electorate aside for processing on Monday E+2.
5 Give the couri gs to the data entry operator to scan into EMS, see section 3.5.
AN
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3.5

SENDING SPECIAL VOTES TO OTHER ELECTORATES

Recording the ‘send votes’ data lets every Electorate Manager know how many special votes they

can expect to receive from other electorates.

Step

Instructions
From the menu select Special Votes — Tracking — Send Votes.

A list of the votes you are sending to other electorates will appear on your screen, as well

as how many you have for your own electorate. %

VOTINGPLACES ~ STAFF  SUPPLIES  FINANCE  SPECIAL VOTES

Treckng SPECIAL VOTES O

Inital M10-SUMMARY) ;

(v S
- oS

fa®)
<

N
For bags to be couriered, use a hand-held scanner to ent e‘eShip tracking number from

the label on th_ into EMS. \

For bags that will be hand delivered, scan the nu\e e-printed on the bag. If there is
h

more than one bag for an electorate, separate\ tails of each bag with a ‘ / “ mark.

*
Specalvees 5 Teorg > Send Votes @

01 Auchiand Central

12
03 Boteny 2 8 @ 60 Welington Central initel Loss

Check that all VPs have been entered, all electorate totals balance, and all courier
A inform i@s entered. Then contact National Support Team (NST) to have the
initi sent.

EMS will r@ you to check the number of special votes is exactly what has been
enter@to EMS.

Cli %( if you are certain that the numbers match.

Ifiyou are not certain the numbers match, click Cancel to go back to the Send Votes
screen.

Make sure the number of physical special votes in each courier bag matches the number
that has been entered into EMS. You cannot go back and correct any data after this step.

18
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STOP!!!

HAVE YOU:

1. Checked the totals for each Electorate against the envelopes in the courier bags?

2. Enterad the courier bag tracking numbers into this screen? If ETHER of these has not been done.
select CANCEL! Otherwise select OK to send data to other electorates.
WARNING: You CANNOT MAKE CHANGES after you press OK

Cancel OK

Send, you will get a message that the information has been sent.

Click OK. | Q
ND

If you find an error in the initial load after it has been sent, contact National Office.

o

@ note ‘
Your data has bean sent to the other electcrates. To view what has been sent go to the Sent Report To fx

any errors please contact National Office. Please call National Office for any queries Q

*

oK \

Courier or hand deliver the special votes to the designate{@rate as required by your

Once you click S

electorate’s logistics plan. O

If you try to update the amounts in the ‘Initial L d@gl\l-SUMMARY)’ screen after you

have completed the ‘send votes’ process, you will get this error message. Contact National
*

Office. ; (b
A saverFaiked 58\
O

You have entered invalid data, please try aga@

’\\9 Close
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3.6 RECEIVING YOUR SPECIAL VOTES BACK FROM OTHER ELECTORATES

From Monday E+2, you will start receiving special votes for your electorate that were cast in other
electorates. You need to check that they are for your electorate and ‘receive’ the votes into EMS.
Maori Electorate Managers will enter votes for your Maori electorate separately from your general
electorate in EMS.

You can receive special votes from other electorates at any time until 7pm on Tues E+13.

Step | Instructions

From the menu select Special Votes — Tracking — Received Votes.

You will see the electorates that you will receive special votes from, and how many'‘you
should receive.

VOTING PLACES STAFF SUPPLIES FINANCE SPECIAL VOTES

1 Tracking SPECIAL VOTES

nitial Load (M10-SUMMARY)

Send Votes

Received Votes

Count the number of special vote envelopes from one electorate at a time and enter the
2 exact number of envelopes into the SVs Received field next to the electorate’s name.

sVs Vs
Date & Time Sent Courler 8 Expocted | R Difference Date & Time Received

b 50 Welington Central Not sent yet 4 -

Spaciel Daclaraticn votes In Auckiand Gentral 0 [ 0

Special Declaration votes in other eleciorates 4 0 -4

Tota 4 0 1 -

If there is a difference in the number received, check you:

e counted the envelopes correctly
e entered the votes against the correct electorate
e haven’t left any envelopes in the courier bag or have additional bags to check.
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If the number still doesn’t match, the Special Votes Process Leader must call the sending

Electorate Manager.

Once the data is correct, click Save. This allows both electorates to see the data.

3.7 SPECIAL VOTES RECEIVED IN ERROR

g

If you receive special votes that are not for your electorate, you should still enter the exact am qb
received in EMS. Special votes may be received in error because the name on the envelope h gﬂ
misread, eg, East Coast instead of East Coast Bays, or the electorate written on the envel does
not match the electorate on the declaration inside the envelope, eg, an issuing office is@gs avote
for Hamilton East but writes Hamilton West on the envelope. V

e correct

Any special votes received at your electorate by mistake need to be forwarded

electorate after being recorded into the send votes screen in EMS

Instructions

Step

From the menu select Special Votes — Tracking — Sen

Enter the data for the correct electorate.

Select ‘Sent to wron @ate’ if the electorate name on the envelope is not yours.
Select ‘Envelope ad ed incorrectly’ if the electorate name on the envelope is
yours, but the electorate on the declaration is not.

e Select ‘Additi @oad’ for Special Vote envelopes first received at your electorate
which were hot'included in the initial load.

\\
Repea: fo% other electorate whose special votes you may have received in error.

4
C%@;nd.

/) Forward the envelopes to the correct electorate using the process in section 3.5.
Continued on next page
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If you make an error, click on the rubbish bin icon next to the record you wish to delete.
Re-enter the data if necessary. Double-check all information is correct before hitting Send.

If you need to amend this section after sending, contact NST.

<

——p ¢
A

o)

3.8 SPECIAL VOTE REPORTS \‘

The Special Votes Process Leader should use the special vote trackin@s to make sure you have
received all expected special votes from other electorates and to Q hat votes sent to other
electorates have arrived. ‘\O

e Special votes sent report \Q

e Special votes received report .

e Progress report. . C}%
Acrvin SPECIAL VOTE TRACKING REPORTS &K\

Ne o
eminations v

Oficlel Forms
$V Sent Report

Suopkes
8V Recelved Report
Equipmant
Progress Report
ok : ’\'\Q

Finance

Accounts Payobie K
| SV Tracking t @

Use the ‘Special vote Qt report’ to see the number of special votes that you will be forwarding to

other eIectoraté

- Your electorate will show in the Select Office box.

Select Office: 01 Auckland Central = -

p Click Elﬂ)m@
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A report will appear on your screen showing the following information:
Special Declaration Votes Sent to Electorates from National Office

To Electorate Date and time sent Courier # # sent

Use the ‘Special votes received report’ to see the number of special votes you will receive from
other electorates.

Step | Instructions

From the menu select Reports — SV Tracking — SV Received Report.
A report will appear on your screen showing the following information: C,)\'
Expected Special Declaration Votes Received by Auckland Central Q
From Electorate Date and time sent Courier # #sent #received Q
*
— -
N\

Use the ‘Progress report’ to see the progress of special votes sent to oth%‘ec’corates and special
votes received by your electorate at any day/time.

Step | Instructions

1 From the menu select Reports — SV Tracking — P@ Report.
X
A report will appear on your screen shqw@\gfollowing information:
N\
Reparts > SVTrackng > Progress Report s\
M10 Summ
Electorat Regi Entered | | Initial Load Sent | Total SV To Send/Sent | Total SV Expected/Sent | Total SV Received | Difference
Auckland Central Auckland 0 No 0/0 4/0 0 -4
2 Bay of Plenty Central &WO No 0/0 0/0 0 ]
Botany Auckland f »v 26 No 0/0 0/0 0 0
Christchurch Central So \; 0 44 No 0/0 0/0 0 0
Chrisichurch Eest m‘% 0 32 No 00 12/0 0 -12
Clutha-Southland 0 80 No 00 0/0 [} 0
Coromandel Bentral 0 7 No 0/0 o0 [) 0
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3.9 CHECKING SPECIAL VOTES WERE RECEIVED ON TIME

From Monday E+2, your administrative staff need to check that your special votes were received on
time. If a vote is received late, place it in the folder labelled ‘late’ in Box 1 for the Electorate
Manager to review. Check votes against these timeframes whenever you receive special votes.

Source Definition of ‘received on time’

Assume it was returned on time, ie, 7pm on Election rl/

Day, unless stated otherwise on the envelope é)

e Assume it was returned on time, ie, 7pm
Election Day, unless stated otherwise q{t'he

Voting places or teams in your electorate

Other electorates envelope.
e Must be received at your headqu by 7pm,
Thursday E+13.
Special votes delivered by hand or
) Must be received by 7pm ion Day.
couriered to your HQ o‘\
Must be:

Special votes received in your HQ PO Box e received @ Wednesday E+4 and
° postrrlarjzvn or before Friday E-1.

If your mny of these, contact the National

suppcl? o I

gs\\\

3.10 VOTES RECEIVED LATE AT H%O

)
Any votes that you receive at yo Q&torate headquarters after 7pm on Election Day need to be

Overseas votes

‘received’ in EMS. This includes votes that are:

e delivered by hand urier

e received thro ur PO Box, unless they are post marked on or before E-1 and received by
Wednesda

Step | Instiuctions

Enter the number of envelopes received into the ‘Send Votes’ screen on EMS as ‘Additional
Load’ and send the votes to your own electorate.

Put the special vote envelope(s) in the folder labelled ‘late’ in Special Vote Processing Box 1
for Electorate Manager to review. This is covered in detail in Chapter 28 — Special Votes.
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1 OVERVIEW OF SPECIAL VOTES

1.1 BEFORE YOU BEGIN

Ensure you have received all necessary supplies for the special vote processing team. A full list of
required supplies can be found in Chapter 21 — Preparing for the post-election period.

1.2 CHANGES TO REGISTRAR OF ELECTORS

There has been a change since 2020 to the role of the Registrar of Electors. Under the new structure
of the Enrolment and Community Engagement group, the functions of the Registrar of Electors (RoE)
are now carried out by the team leader of the three regional Processing Teams. These.teams are
based in Auckland, Wellington, and Christchurch. It should not be presumed that yourielectorate’s
special votes will be processed by the nearest regional team.

Because the Registrar of Electors holds responsibilities under legislation, yeunwill still see the terms
Registrar of Electors, Registrar, or RoE used on some forms and in ERSANN-these instances, the Team
Leaders of the Regional Enrolment Processing Teams are fulfilling thisyrole.

1.3 PURPOSE OF SPECIAL VOTE PROCESSING

The purpose of special vote processing is to determine-whether each vote can be included in the
official count. Special votes are included in the offieial count if:

e the vote was received on time and.thespecial vote declaration was filled in correctly; this
means the special vote declaration isvalid
e the voter is found on the electoral roll; this means the voter is qualified.

1.4 WHAT IS ASPECIAL VOJE?

Any voter who cannot bemarked off a voting place roll casts a special vote. This happens if the voter:

e is not enrolled\by Writ Day, so their name is not on a printed roll at a voting place

e votes outside their electorate at a voting place not issuing ordinary votes for their electorate

e casts.a takeaway vote because they are unable to visit a voting place

e _usés'the telephone dictation voting service because they are unable to vote independently
at'a voting place

e, votes from overseas

e ison the unpublished roll.

1.5 PRINCIPLES FOR SPECIAL VOTE PROCESSING

When processing special votes, you need to ensure that:

e all special votes are included in the official count unless there is a legal reason to disallow
them
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e special votes are held in a secure area

e the secrecy of the vote is always maintained

e ballot papers are not scanned or sent to the Team Leader of the Regional Enrolment
Processing Teams.

1.6 WHAT SPECIAL VOTES WILL MY HEADQUARTERS PROCESS?

You will process special votes cast for your electorate. You will send special votes cast in your voting
places for other electorates back to the relevant electorate for processing as part of the sort and
send process (see Chapter 24 — Sort and send).

You will not need to process overseas special votes, as this will be done at National Office. f,you
receive any overseas votes, please contact the National Support Team || ENNEGE

1.7 MAORI ELECTORATE MANAGERS

Maori Electorate Managers need to process:

e all special votes cast for their Maori electorate
e all special votes cast for their home general electorate.

Maori and general electorate special votes must be processed separately. You need a separate
processing area and will appoint another Process Leader\and Administrative Support staff to process
Maori electorate special votes.

You may only have a few Maori electorate special Votes for processing on Tuesday E+3, so you may
not need all your processing staff until Wednesday E+4.

1.8 TYPES OF SPECIAL VOTE DECPARATIONS

Each special vote consists of .a special vote declaration and the ballot paper. There are 2 types of
declarations. The type of declaration a voter requires depends on whether or not the voter attends a
voting place in personfowote, or whether they were not present at a voting place and were instead
issued with a takeaway: vote.

The table ongthe-following page contains the number identifying the declaration used in each case.
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Voter was not present
Voter was present
(Takeaway vote)

E81 — In Person Declaration

E83 — Takeaway Declaration

X
o)
®®

N
*For more information on tak&away voting services refer to in Chapter 20 — Delivering voting

services. 6

1.9  WITNESSIN LARATIONS
Normally all vote declarations must be witnessed by a person other than the voter:
. 81 declaration is completed by the voter in front of the Issuing Officer who will be the

@witness

the E83 declaration is completed away from the voting place, so a person other than the

Q‘ voter is required to witness the declaration.

Under some circumstances, some voters may be exempt from this requirement for this election.
Information on this is contained within Chapter 12 — Voting services preparations, section 4.9. If a
voter is exempt from having their vote witnessed, the witness section of their declaration will be
stamped “Witness not required”.
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1.10 SPECIAL VOTE PACKS

Depending on the type of special vote and where it is issued, it may be returned to the headquarters
(HQ) in different ways and in different types of envelopes. Different special vote envelopes require

slightly different processing.

The following page provides images of the different special vote envelopes. It is recommended that
you photocopy this page and display it in the special vote processing area. %L

How the vote is

How the vote is issued Declaration type ‘ Consists of ...
returned
At a voting place to a Returned with votin Q
&P E81 , & 1. O
voter present place materials
ingle envelope with two
“\.coOmpartments:

Issued at a voting place Q

or HQ to a person who e oneforthe

ES3 Can be return@ declaration

delivers it the voter .
(takeaway vote). e With \x@mace e one for the voting
materials. papers
Takeaway vote issued at ° ¢ rier.
the HQ £ XS
e
>

O

%\@

N
EQ
O
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Special Declaration Vote

RETURNING OFFICER

CLECTORATT NUMBIR AND NG

Special Declaration Vote

RETURNING OFFICER

mm——
S
O
®4§AKEAWAY

PR———

e —p———————
5104, Trrsedy Aq Wors IvYIRQ sen O
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2 SPECIAL VOTE PROCESSING TEAM

2.1 ROLES AND RESPONSIBILITIES

Role Responsible for

Electorate
Manager (EM)

e overall accountability
e final decisions on whether a special vote declaration is valid

v

Post-election
Manager

overseeing the special vote processing and ensuring that:

e there is enough staff to complete the processing within the

e anyissues are escalated to the Electorate Manager for decis&N

e the Electorate Manager makes the final decision on the \€Nity of
declarations

are accurate @
£

O
'\V.)

e the Process Leader and staff are trained and follow the processe \
gframes

*
e the ballot boxes and count numbers provided to \ficial count team

Special Votes
Process Leader

ensuring that: s\o\

the Operations Manual (see C
required tasks on Election D

e the flow of special votes en the various stages is managed in a
coordinated manner, d bottlenecks

e votes are processédin‘the correct batch type (valid or invalid)

e declarations arem
the Regional @)Iment Processing Team

2 — Election Day and Night for

mation is monitored in ERSA
qualification decision stickers are applied correctly to
tions
elopes are separated into the correct counts

on roll”
e Regi

6 timely manner
e the Post-election Manager is informed about progress or any issues

e special votes are processed in acc\a e with the procedures outlined in
te

ed and ready for processing by the Team Leader of

e the che@nd marking of the electronic electoral roll and entry of “not
in

pecial vote declarations required by the dual votes team are provided in a

e processing special votes in accordance with the instructions in the
Operations Manual

Q& TRAINING

Training for the Post-election Manager and Special Vote Process Leader will occur one week before
advance voting begins. Your Regional Manager (RM) or Regional Advisor (RA) will be in contact with
the Electorate Manager to advise on the date of your electorate’s session. Staff will be required to

read this chapter and complete some elLearning before attending training.
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3.1  CHECKLIST

These tasks must be completed each day from Monday E+2 to Friday E+13.

Mon | Tue | Wed | Thu Fri Mon Tue

Q Qa Q

Monitoring progress against
deadlines

Validate special vote

Q Q a Q

declarations

Electorate Manager (EM)
reviews potential ‘invalid’
declarations (Box 1)

Confirm all special votes
received have been validated

Qualify special votes in ERSA

Scan and upload declarations
not found in ERSA

Confirm that all votes received
have been looked for in ERSA

) |
0Cess Ry
Enter ‘Not on Roll’ information
in ERSA as required

Print and apply RoE
qualification decisionsstickers
to declarations

Check in ERSA that'all SV
batches havedbeen processed
completely

Checkthat all disallowed votes
have been processed and
recorded correctly

Prepare special votes for the
official count

Provide special votes to the 0 0
dual votes team as required

Chapter 28 — Special votes
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4 THREE STAGES OF SPECIAL VOTE PROCESSING

4.1 SPECIAL VOTE FILING SYSTEM

You will use a vote filing system through the different stages of processing. The filing boxes should be
set up on a filing table in the processing area as explained in section 5.1.3 of Chapter 21 — Preparing

for the post-election.

4.2 THREE STAGES OF PROCESSING

Qualifying the declaration

Qualifying the voter

%
>
%
%

Q.

O

Is the declaration valid?

Nl

BOX 1

Invih'ld\

Lookup

3

BOX 3

|7 \u’oMnd in ERSA? }—‘

YES

BOX S5

-

v

BOX 6

%)

Invalid - To be scanned

!

Valid - To be scanned

]
53

BOX 4
Invalid - Await ROE decision

BOX T

’—{ Voter found in ERSA? }—‘
Lo}

Walid - Await ROE decision

YES

iyl

Preparing the ballot papers

for the official count

w

BOX 10
Invalid - Mot qualified
ar Disallowed

!

BOX 8
Valid -
Party Vote Cnly

L

BOXS
valid -
Qualified
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5 STAGE 1: VALIDATION

The first stage is to determine whether each special vote declaration has been received on time and
correctly filled in. This is crucial as whether a declaration is valid or invalid affects whether it is
included in the official count. Any special votes received after 7Zpm on E+13 (Friday 27 October) must
be disallowed under Regulation 34 of the Electoral Regulations 1996.

After E+10, any special vote declarations found which need to be repatriated to their home
electorate must be considered carefully. Can you rely on a courier to get that declaration to the
correct HQ before the cut-off date? Can you hand-deliver the special vote declaration in time? If you
are concerned that you will not be able to get a special vote declaration to its home electorate in
time, contact your regional team immediately.

Note that when receiving declarations at the electorate headquarters, HQ admin staffiwill identify
potentially late special votes and put these in filing Box 1 for the Electorate Manager to review. This
is covered in Chapter 24 — Sort and send.

As part of the special vote validation checks HQ Support staff determine wWhbether a declaration
should be reviewed by the Electorate Manager.

The Electorate Manager must review each declaration that may. have been received late or fail an
initial validation check and make a final decision on whetheriit is valid or not. They then place the
declaration and envelope in the appropriate filing box for qualification stage.

The validation stage has two components:

e opening the envelope, this will depend‘on the type of special vote issued
e checking that the key fields have been filled in by the voter.

5.1 PREPARING FOR VALIDATION, STAGE

The Process Leader needs:

e an E208 boxwith'the sticker — Box 1 ‘EM to Review’
e aset offolders labelled as follows:

the declaration was received late

reason to be checked by Electorate Manager
the declaration failed validation

the declaration is for another electorate

O O OWO

there was something other than one declaration, eg. no declaration, more than one
declaration or contained the ballot paper.

Note that special votes that are potentially late will be placed in the “declaration was received late”
folder as part of the “sort and send” process. The Electorate Manager will review these together with
other special votes that fail validation.
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5.2 OPENING SPECIAL VOTE ENVELOPES

These instructions are for all special votes, which are returned in envelopes with separate
compartments for the declaration and voting papers. From Monday E+2, HQ Support staff can
prepare declarations for their validity check.

Instructions

Place filing Box 1 — “EM to Review” in the middle of the processing table.

Get a special vote envelope.

ﬂ declaration. ‘ 0

Do not open the ballot compartment of the envelope!

Open the declaration compartment of the special vote envelope and tah&gut the

Note: for most special votes, tear down the perforated strip in the mi@the envelope

O

If there is anything other than a single declaration, eg. it'oi;n ty,
more than one declaration: s\

e put every piece of paper back into the dec rz%quide of the envelope
e placeitin Box 1 on the table, for the EI:ec e Manager to review
e go backto step 2. ~

If there is only one declaration in the envelope, go to step 4.

and remove the declaration side’s strip. 5\\
has a ballot paper or has

Check that the declaration is made Mur electorate. If it is, go to step 5.

If the declaration is not for your rate:

e putitbackinto the envelt@
e placeitin Box 1 for orate Manager to review
e go back to step 2'.(

the envelope. match, go to step 6.

declara@ number on the envelope using a red pen.

Check that the dzl@n number on the declaration matches the declaration number on

If they don! ch, or there is no declaration number on the envelope, correct/write the

S e declaration to the envelope in the top left-hand corner. Staple
the declaration to the declaration pocket side of the envelope, not the
ballot paper side.

Important: Never staple the QR code or declaration number.

Put the declaration and envelope in a pile on the table, face down, ready for a validation

check.
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5.3 VALIDATION CHECK

Each declaration must be checked to see if the three checkpoints have been completed correctly.
The checkpoints for the different types of declarations are shown on the following pages. The
checkpoints are:

e Reason for casting a special vote. This is circled in Blue in the following examples

e Signed by voter. This is circled in Red in the following examples
e Completed and signed by witness. This is circled in Purple in the following examples. 0
Instructions
1 Place filing Box 1 — “EM to Review” in the middle of the processing table. \
C,
5 The Process Leader gets the declarations that were stapled to the enveIopesWi’stributes
them face up and to the left of the person at the validation table. (\

Processing one declaration at a time, the HQ Support staff checks @Dthree checkpoints
have been filled by the voter.

. e reason for casting a special vote @

e signature of the voter O&

e the witness section is filled out and signed.

If the declaration is type E83 and the voter tic d}be inal reason ‘I have satisfied the
43 Issuing Officer/Electorate Manager that... r%

e go backto step 3.

e place the declaration and envelop@l on the table

If one or more of the three chec@s are not complete:
4b e place the declaration and®/e ope in Box 1 on the table

e go backto step 3. S?
e If all three checkpoint % mplete, the declaration is valid. Place the declaration and

envelope to your n@ ce down.

The Process L hen collects the piles of valid declarations from the table and puts
theminB ady for qualification on the filing table.

The s Leader takes the declarations with issues from Box 1 on the processing table
s them into folders by issue:

reason to be checked by Electorate Manager

the declaration is for another electorate

there was something other than one declaration, eg. no declaration, more than one
declaration or contained the ballot paper.

M

a
» I the declaration failed validation
[ )
[ ]
[ ]

When done, put the declarations in Box 1 on the filing table for the Electorate Manager to
review (see section 6).
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STEP

STEP

STEP

STEP

4

ELECTORAL
COMMISSION

TE KAITIAKI TAKE KOWHIRE

Declaration by Special Voter

| believe | am eligible to vote in the electorate of:

My family name is:

My first names are:

Previous name | may be enrolled under (if applicable):

My date of birth is: My occupation is:

My contact telephone number is:

My current address is:

| have lived at this address for 1 month or more.
YES (go to Step 4)
NO, the previous address where | lived for 1 month'ar more is:

| ) |
~>

"(.V N
| am making a special vote because: (tick at least ONE option)
T My name is not onthe printed roll for this electorate or has been wrongly
deleted.
| am, or will be, outside of my electorate on election day.
I intepdto be outside New Zealand on election day.

| anf, Or will be, unable to attend a voting place in my electorate on election
day because of illness, infirmity, pregnancy or recent childbirth.

| have a religious objection to attending a voting place on election day.

| have satisfied the Issuing Officer that | cannot attend a voting place in

the electorate, without suffering hardship or serious inconvenience for the

following reason:

1480 001

OFFICIAL USE ONLY

o ()

o )

L4

Blue = Reason for
casting a special vote

Red = Voter signature

Purple = Witness
section

RETURNING OFFICER USE

OFFICIAL USE ONLY

ISSUING POINT STAMP

STEP

| declare that to the best of my knowledge and belief the details given in this
declaration are true.

| confirm that the voter
signed the declaration
in my presence.

12
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ELECTORAL
FE KAITIAK| TAKE KOWHIRI

TAKEAWAY VOTE - Where the voter is not present at a voting place

E83

STEP

STEP

STEP

STEP

OMMISSION

Declaration by Special Voter

| believe | am eligible to vote in the electorate of:

My family name is:
My first names are:
Previous name | may be enrolled under (if applicable):
My date of birth is:

My occupation is:

My contact telephone number is:

My current address is:

| have lived at this address for 1 month or more.
YES (go to Step 4)
NO, the previous address where | lived for 1 mopthormore is:

NN

Vo N

| am making a special vote be€ause: (tick at least ONE option)

My name is not on thelpfinted roll for this electorate or has been wrongly
deleted.

I am, or will helioutside of my electorate on election day.
| intend to bewgutside New Zealand on election day.

| ams,0cwill be, unable to attend a voting place in my electorate on election
daysbecause of illness, infirmity, pregnancy or recent childbirth.

lshave a religious objection to attending a voting place on election day.
| have satisfied the Issuing Officer that | cannot attend a voting place in

the electorate, without suffering hardship or serious inconvenience for the
following reason:

3480 001

OFFICIAL USE ONLY

ISSUING POINT

Blueafeason for
tastifg a special vote

Réd = Voter signature

A 4

Purple = Witness
section

RETURNING OFFICER USE

the household
ST | declare that to the best of my knowledge and belief the details given in this : :;is;rered e
declaration are true.
WITNESS SIGNATURE

STEP

- WITNESS

My family name is:
My first names are:

My current address is:

My contact number:

I am qualified to be a witness and the
voter has signed the declaration in front
of me.
. Person authorised to take

a statutory declaration
. Person approved by

Returning Officer

. Relative, or member of

Chapter 28 — Special votes
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6 ELECTORATE MANAGER’S REVIEW OF DECLARATIONS

6.1 REVIEW AND DECIDE

The EM should review Box 1 twice a day between E+2 and E+13 to determine whether a declaration
is valid or not. Declarations will be sorted into groups depending on the type of issue, such as:

e the declaration was received late
e the declaration is for another electorate q)(l/
e reason to be checked by Electorate Manager Cb
e the declaration failed validation '\
e there is something other than one declaration, eg. no declaration, more than on \
declaration or contains the ballot paper. ?;C)

A Do not open the ballot side of the envelope unless the following ins&@ions tell you to.

.§
‘\\v
Regulation 33 of the Electoral Regulations 1996 allows the Electorate ger or somebody with
your delegated authority to open the ballot side of the envelope if e’'is reason to believe it may
contain the declaration. If you need to open the ballot side o t@vvelope you must take all
possible care to preserve the secrecy of the voter’s ballot p

AN

A
6.2 DEALING WITH LATE DECLARATIONS ;\®

)
%%sarrive late.

Use these instructions to process declaratio

Step | Instructions

Open the declarati

m of the envelope.
e Check that the decla n number matches the number on the envelope:
o |if {orrect the envelope using a red pen.

ion is for your electorate:

ot, contact the National Support Team || NG
eclaration to the envelope in the top left corner.

Staple@
\
Che@gt the declaration was received within the timeframes shown below.

-@ you think the declaration was received on time:
() o put the declaration and envelope in Box 5.

If you think the declaration was received late:
o write or stamp on the declaration “Disallowed — Received Late” and sign
the declaration.
o put the declaration and envelope in Box 2.
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Use this table to determine if the declaration was received on time.

Source Definition of “received on time”
Returned from voting places / e Assume it was returned on time by 7pm on Election Day,
teams in your electorate unless stated otherwise on the envelope.

Advance voting (AV) and Election

Day (ED) special votes delivered e Must be received by 7pm on Election Day.
by hand or courier to your HQ

e Assume it was returned on time by 7pm on EIectior&
at the other electorate, unless stated otherwise on th
Returned from other electorates envelope.
e Must be received at your headquarters by vgﬁ'lday
E+13.

N
Must be: . O\
AV and ED special votes returned

e postmarked or date-stamped o fore Friday E-1 and
by post to your HQ PO Box

e received by noon, Wednesd

Overseas votes

If you receive any of the‘@act the National Support Team
I

6.3 DECLARATIONS FOR A DIFFERENT ELECTOE&@

)
Use these instructions if you find a declaraticﬁs\& different electorate.
a

Step | Instructions

If you find a declaration farsanother electorate:

e check that the nu b’e*o
correct the env
e write the ele

Seal the decl@n inside the declaration side of the envelope.

n the declaration matches the number on the envelope. If not,
using a red pen
e name and number on the envelope.

Send t eC|aI vote to the electorate it is for (see Chapter 24 — Sort and send).
P )

6.4 I)%;%THAN ONE DECLARATION IN THE ENVELOPE

\ 4
If there is more than one declaration in the envelope, do not open the ballot paper side of
the envelope until you reach step 3.

Instructions

e Compare the declaration numbers on the declarations with the declaration number on
the envelope.
e Staple the matching declaration to the envelope in the top left corner.

Continued on next page
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@

Prepare a separate special vote envelope for each extra declaration.

e Take fresh envelopes from your headquarters supply. Don’t use leftover voting place
supplies.

e Use ared pen to cross out the declaration number on each special vote envelope and
write the number from the declaration.

e Write the electorate name from each declaration on the front of the corresponding

envelope.
e Stamp the new envelope with an issuing point stamp to show that the votes were (
received on time. A
Open the ballot side of the original envelope and remove the ballot paper(s). '\\{)

Taking care to preserve the secrecy of the vote, compare the number under the
sticker on each ballot paper and match it to the declaration with the same n

You can shine a light through the paper, so you don’t need to remove thessticker. If you
remove the sticker, you must replace it.
y p »\‘O

Seal each ballot paper into the ballot paper side of the correct er@&e.
N

-

Stamp each envelope with the “Opened pursuant to reg 3&!’@ and sign the envelope.

Ry
e |f the declaration is for another electorate, foIIowsﬁustructions in section 6.3.
e If the declaration is for your electorate:
o staple the declaration to the frent of the corresponding envelope
o do avalidation check (see se 5.3)
o putthe declaration and e pe in either Box 5 (valid) or Box 2 (invalid)

for processing. s\\

6.5 NO DECLARATION OR BALLOT%QFOUND IN THE DECLARATION SIDE

If the declaration side of the envﬁ@has neither a declaration nor a ballot paper in it, then you may
open the ballot paper side of the envelope.

[/

Step | Instructions

1 Open the ballot paper side of the envelope.

2 Stamp envelope with the “Opened pursuant to reg 33” stamp and sign the envelope.

If there is a declaration and a ballot paper in the ballot side:

3A Seal the ballot paper back in the ballot side of the envelope.

4

e |f the declaration is for another electorate, follow the instructions in section 6.3.
e If the declaration is for your electorate:
o check that the number on the declaration matches the number on the
envelope. If not, correct the envelope using a red pen
o staple the declaration to the front of the envelope in the top left corner
complete a validation check (see section 5.3)
o put the declaration and envelope in either Box 5 (valid) or Box 2 (invalid)
for processing.

If there is a declaration but no ballot paper in the ballot side:

o
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4A Stamp or write “No ballot paper” on the declaration.

e |f the declaration is for another electorate, follow the instructions in section 6.3.
e If the declaration is for your electorate:
o check that the number on the declaration matches the number on the
4B envelope. If not, correct the envelope using a red pen
o staple the declaration to the front of the envelope in the top left corner
o complete a validation check (see section 5.3)

o put the declaration in Box 1 until E+13 in case you find the ballot paper. n"]/

On E+13, if no ballot paper has been found: q
e validate and qualify the declaration as normal \

e edit the special vote in ERSA (see section 10.3) and select “No ballot paper eé&ed”
4C from the Disallowed Status panel. Y
ni

nitially

Note: You can’t select “No ballot paper enclosed” as a reason for mvahd%
ion, it should be

entering the declaration, so if there is nothing else wrong with the de
entered as “Valid” and then edited as above.

If there is a ballot paper but no declaration in the ballot side o ti‘e envelope:

If the ballot paper is
for:

Then...

seal the ballot p
envelope

K\n o the ballot paper side of the

your electorate and e stamp th.e pe “No declaration” and put in Box 1, in
was issued in your case th ation is found
e ha e.electorate’s Logistics and Supplies Manager (LS

electorate (check the

o ger) organise staff to look for the declaration amongst
issuing stamp)

voting place materials, eg. in a close of poll envelope,
Q se in the supplies box or other ballot boxes.

s\& declaration is found, follow the instructions in section 5.3
N

t@ o seal the ballot paper back into the ballot paper side of the
envelope

00 e stamp the envelope “No declaration” and put in Box 1, in
case the declaration is found
6 e contact the Electorate Manager of the issuing electorate

o give them the declaration number and issuing point stamp
number on the envelope

e ask them to look for the declaration amongst the voting
place materials, eg. in a close of poll envelope, loose in the
supplies box or other ballot boxes. If found, have them send
it to you by courier.

e If the declaration is found, follow the instructions in section
53

ectorate but was
issued in a different
Jelectorate

Continued on next page
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e check and correct the electorate name on the envelope
using a red pen if necessary

e seal the ballot paper back into the ballot paper side of the
another electorate envelope

e stamp the envelope “No declaration”

e contact the National Support Team | for further
instructions.

If the declarations have not been found by ']/

-

e write “Disallowed — Declaration Missing” on each envelope and sign the envelope
e enter the vote in ERSA as an invalid declaration using the number on the envelo;K
e record the reason the vote is invalid as “no declaration” \
e enter the issuing point information from the envelope 0
e print the batch header, then check and place in Box 10. v*
A )
6.6 IFYOU FIND A MISSING DECLARATION . OQ
N
Use these instructions if you find a missing declaration. @’

Instructions

If the declaration is for your electorate: \\

e staple the declaration to the front of tﬁ@élope
e complete a validation check (secti (3)
e put the declaration and envel ither Box 5 (valid) or Box 2 (invalid) for

o)
processing. { )

. — 4

If the declaration is for anoth@lectorate:

e check and if necessaﬁq"o rect the electorate name on the envelope using a red pen
e sealthe decIaratio%nsnde the declaration side of the envelope
e sendthe speéa)@t envelope to the other electorate. See Chapter 24 - Sort and send.

3
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6.7 ELECTORATE MANAGER CHECK OF DECLARATION VALIDITY

The EM can accept a declaration that has not been correctly completed under certain circumstances. Use a hard copysef the electoral roll to complete this
process, as the data in ERSA will have changed since the roll was printed for Election Day. Use this table to determiné whether a declaration is valid or

invalid.

A 4
. \
Issued in error

If the voter voted in voting place where ordinary votes were issued for
your electorate and the voter’s name is on the hard copy certified roll for
your electorate, you can consider the declaration valid, regardless of any
faultin it.

The voter was not required to complete a declaration and should have
been issued an ordinary vote. The voter cannot be penalised for an
administrative error.

Check whether thelyoting place indicated by the issuing point
stamp issued ofdinary votes for your electorate. If it did, check
the certified,roll for the voter.

In the “Electorate Manager use” space on the declaration, write
“Alloyed — voter is on a certified roll available where they
yoted” and initial.

No reason stated

If the declaration is witnessed by an electoral official, eg. an issuing
officer you can consider the declaration valid. The official wag'feqtired to
check that the reason was ticked. The voter cannot be penalised for an
administrative error.

If the voter’s name does not appear on the hardcopy-certified roll for
your electorate, you can consider the declaration Vvalid. The grounds for
casting a special vote can be inferred.

Chapter 28 — Special votes

In the “Electorate Manager use” space on the declaration, write

5
“Allowed — reason waived due to official error” and initial.
Use a red pen to tick the reason “My name is not on the printed
roll” and initial the change.
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e \ %M

If the vote was cast in another electorate on Election Day, ie, it is an

Election Day vote with an issuing point stamp from another electorate, Use a red pen to tick the reason “I am, orwill be, outside my 5
you can consider the declaration valid. The ground for casting a special electorate on Election Day” and initial the change.

vote can be inferred.

In all other cases, you must consider the declaration invalid and disallow | In the “Electorate Manager Use! space, write “Disallowed — no )

the vote. reason stated” and signin‘full.

Voter ticked the final reason in the list: “I have satisfied the Issuing Officer/ Electorate Manager that...”

In the “Electorate Manager use” space write either of the

Chapter 12 — Delivering voting services goes through the valid reasons following andsigh in full: 5 (valid)
why you may be satisfied that a voter would have suffered hardship or
. . . . . . o “Allowed — | am satisfied the voter was unable to go to a or
serious inconvenience if they had voted in person at a voting place. voting place”
. . . 2 (invalid
Disallow or allow the vote according to that guidance. o\ “Disallowed — | am not satisfied the voter was unable to go ( )

' to a voting place”

Not signed by the voter

You must consider the declaration invalid and disallow the vote.

Every declaration must be signed by the voter, or if the votenis‘unable to
sign, then by a person nominated by the voter to sign on theirbehalf and | In the “Electorate Manager use” space, write “Disallowed — not 5
in their presence. signed” and sign in full.

A declaration may still be valid if it is not dated.
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Not signed by a witness — takeaway votes only
The declaration can be considered valid if:

e the witness section has been stamped “witness not required”

e the voter’s name is recorded on the M55-TAKEAWAY as being given
exemption from having their declaration witnessed (see section 5 of
Chapter 20 — Delivering voting services). In these cases it is likely
“witness not required” will be written on the section in
handwriting.

Initial beside the “witness not required” stamp. 5

In all other cases, you must consider the declaration invalid and disallow | Write “Disallowed— improperly witnessed” in the “Electorate
the vote. Manager use® space and sign in full.

Not signed by an authorised witness

Regulations require each declaration to be witnessed.

e If the witness has not signed the declaration, the Electorate Managermust try to determine whether the voter signed the declaration in the presence of an
authorised witness. An issuing point stamp or other official mark in the witness section of the declaration is enough to declare the declaration valid.

e If an authorised witness did not sign a takeaway declaration (E83), but provided their details, try to contact the witness. If the witness confirms that they
witnessed the voter signing the declaration, you can consider-it valid.

If there is evidence that the voter signed the declaration in the presence | In the “Electorate Manager use” space on the declaration, write
of an authorised witness, you can consider the declaration*valid. “Allowed — witness present but didn’t sign” and initial.
If the voter did not sign the declaration in the preSence of an authorised s ) , ) "
) . \ . Write “Disallowed — improperly witnessed” in the “Electorate
witness, or you cannot determine whether they did, the declaration 2

] . . ) Manager use” space and sign in full.
must be considered invalid and the vote disallowed.
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7 STAGE 2: QUALIFICATION

7.1  WHAT IS QUALIFICATION?

Once you have determined whether a declaration is valid or invalid, it moves to the next stage of the
process — qualification. Qualification is about determining whether a voter is eligible to vote by
checking that they are on the roll.

Initial qualification is undertaken by electorate staff using the ERSA system. If the voter’s detail QD
name and address — match what is on ERSA, then the voter is “marked off” the electronic roII@
details do not match or the voter is not in ERSA, then they are marked as “not found” and‘will be
referred to the Regional Enrolment Processing Team Leader for a final qualification d$§p

7.2 WHEN CAN | START QUALIFYING SPECIAL VOTES? (\
y_ N

¥

>

The Regional Enrolment Processing Team will need to finish entering all t olment forms

collected during advance voting and on Election Day. Having these all
number of declarations that need to be scanned and sent to the R

checking. s\o

The roll must be closed before qualification begins. You v«h@ble to qualify special votes from

Thursday E+5. . ®\

7.3 PREPARING FOR THE QUALIFICATION Q\@
N
The processing team will need: O

e trays for data entry oper lace qualified and not found declarations in
e stapler removers for re ing staples for batches being scanned to the Regional Enrolment

Processing Team
e greenandred hi&ers for marking batch headers.

R

%
>
%
%

Q.

ssed will reduce the
nal Processing Team Leader for
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7.4 CHECKING WHETHER A VOTER IS QUALIFIED

(1/
P

Staff will check the valid declarations in Box 5 and the invalid declarations in Box 2 in ERSA to determine whether th@&er is qualified to vote. They must
process valid declarations before invalid declarations, so they are ready for the official count. ?\

Q You can only process one declaration type (valid or invalid) at a time. If you have been processi lid” declarations, you need to close any

open “Q” and “R” batches before using the “Change Mode” button to process “Invalid” deqi'

Instructions

Take the special vote declarations and envelopes from Box 5 (Valid) or Box 2 (Invalid).4n ERSA select “Special Votes” and then “Special Vote Entry”

1
from the menu. s\
P~ N
N

Select the type of declarations you want to process — “Valid” or “Invalid”. \\

There are no open batches. Select type of declarations to be entered.

Electorate: 70 Te Tai Tonga v

2 Note: If you have access to a Maori and a general electorate, you will ne@process them

separately by selecting the appropriate electorate at this stage. . 0
& \
N

. . Electorate: 01 Auckland Central

Process one declaration at a time.
Declaration QR Code: | |

For takeaway votes — E83: @ _ _—
e Using your handheld scanner, click into the “dec ion QR code” and scan the QR code on Sl

the special vote declaration. Once complete, Qto step 6. corenames.

For all other special vote declarations:

e Enter the voter’s surname and fore and click “Search”.

To use search you must enter at least &Setter in the surname field. Searches match from the
beginning, eg. ‘Wrig’ will find ‘Wrigley*, ‘Wright’ and ‘Wright-Henare’ but not ‘Wainwright’ or
‘Henare-Wright’. The search ou enter are determined by:

e how common the nan—@re
e how clearly the n&@kre written on the declaration.

Q:)

Chapter 28 — Special votes 23

Continued on next page




Your search results will be displayed.

If you get no matches, consider reducing the characters in a name search, especially if they are
unclear.

Surname

If you get too many matches, enter more information if available. I

- 0471146
||

Check the voter’s name and address against the search results. . O

e [f both the name and address match, click Mark Vote on the corresponding line.
e |f the name or address do not a match, click Not Found.

" NotFound

)

s\O
If the voter’s name and address are displayed, check that they are corre
Enter the 7-digit declaration number (top right on declaration). Make Sure itis correct
If you are processing “Valid” declarations, click “Mark Vote”. Go to %
If you are processing “Invalid” declarations — go to step 7.

In the “Mark Special Vote” box.

Mark Special Vote

Address

Electorate Page / Line i

040/183

Declaration #

Enrolment Pack Provided

Cancel

For invalid declarations only, ERSA displays an “Invalid Declar, &eason section.
e Tick all reason(s) for the declaration being invalid.
e Enter the electorate and issuing point where the spec@vote was cast (from the issuing point

stamp). 5&

Invalid Declaration Reason (Tick all that apply)

Vote received late
Not signed by authorized witness
Not signed by veter

oppoo

No ground stated
Ne declaration enclosed

Electorate.

Issuing Point;

e Click “Mark Vote”. Go to step 8. K
\&

ERSA will display whether the declaration j ified “Q”, or needs to be referred to the Registrar

”R”. 0
e Place the declaration in the apépriate tray on your desk.
e Click OK.

‘

Continued on next page

&
<&
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10

11

12

9

NoM
Repeat steps 1-8 for each declaration. % . .
28002 f\ = 1 End Batch

As you process a declaration it will be added to either a “Q” or “R” batch. There is a different
batch header for each type of batch. The maximum number of declarations per batch is 48. The 2800 \ "R" 1 " End Batch |

batch will automatically close once it reaches the maximum and ask you to print the batch header.

Click End Batch to close a batch at any time, including whenever you finish processing Q ’
declarations to move to another task, take a break or leave for the day. The batch header and & O
print dialog box will display. (b'\
Make sure you print the batch header double-sided so you get a list of declaration num@n
the reverse side. O&
Click OK to print the header. R (\s\\
S2 28003 VR
Match the batch header to the declaration on top of the pile to make have the correct E 28 - Mt Roskill
header. The top declaration should match either the first or last n ép\sted on the back of the Dec:  VALID
batch header. Secure with a rubber band. Q\ Qua: REFER TO ROE

O # Decs: 1

Go to the instructions in section 7.7. Checking a special @)atch.

3
\}Q

é”b
>

%
%

Q&
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7.5 TROUBLESHOOTING

SV

@\

Issue

Didn’t print the batch header when closing the batch.

~J

| Solution

Go to the ERSA “SV Batch Management” screen and siec@e batch number. The “SV Batch

Detail” screen will appear with the “Print batch header?”/button at the top right.
VN

The system timed out while entering a batch.

N

The voter already has a special vote declaration
recorded by their name.

Log back into ERSA. Go into the “Special Votg\%@' screen and continue processing the batch.
)

Process the declaration as normal. Th@ be investigated by the dual votes team.

. N

The batch header is not printing double-sided.

Check your printer instructio \
\Q .

Same declaration number appears twice in one batch.

A
Check declaration nu \for both special votes have been entered correctly. If the number
*
has been correctly d twice, contact NST.

O{\\\)
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7.6 BATCH HEADERS

At the end of the qualification process each special vote declaration is placed into a batch and the
ERSA system creates a batch header. The batch header shows:

e the batch number and type (VQ, VR, IQ, IR)

e the electorate name and number

e whether the batch is valid or invalid

e the qualification decision — “qualified” or “Refer to ROE”

o the number of declarations in the batch

e who printed the batch header

e what are the next actions for the batch

e on the back of the batch header are the declaration numbers in the batch and for
“qualified” batches the names of the voters that have been marked off in ERSA.

The table below shows what the four types of batch headers will look like.

vQ 1Q
E: 60 - Wellington Central g 44 - Rimutaka
Dec: VALID Dece INVALID
Qual:  QUALIFIED Qual:  QUALIFIED
# Decs: 1 # Decs: 1
Printed by: - Printed by: -
_Box: Action -_I|li.ﬁgl Box | Action Initial
| Check Declaration numbers are corgecky, - | Check Declaration numbers are correct |
| 9 | Allowed N | 10 Disallowed / Not Qualified
VR IR

EAE EIE

i 28037 VR ¥ 280521R

E: 8- Mt Roskill E: 28 - Mt Roskill

Dee: VALID Dec: INVALID

oual REFER TO ROE Qual:  REFER TO ROE
#Docs: 48 # Dees: 19

Printed by: - Rned by -

- — Box Action Initial
Ll ‘Acrmn UL Check Declaracion numbers are correct
Check Declaration numbers are correct To boscasined
Tabe scanited Awaiting ROE decision
Awaiting ROE decision
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7.7 CHECKING A SPECIAL VOTE BATCH

Data entry staff need to check each batch after they have entered them into ERSA. It is important
that for each batch:

e they have correctly entered the declaration numbers into ERSA

e the number of declarations in the batch matches the number shown on the batch header.

Instructions

Check the declaration numbers against the numbers on the back of the batch heade

N

If the declaration numbers on the batch header are: \

e correct, go to step 2
e incorrect, tell the special vote Process Leader. They can amend (see sectig 10.3) and
print a new batch header for checking.

N\ A 2
When the declaration numbers are correct on the batch header, ir"%&)e “Check
declaration numbers are correct” box.

N
-
e Forvalid batches (VQ/VR) use a green highlighter to h@t the batch number.
e Forinvalid batches (IQ/IR) use a red highlighter t ight the batch number.

For qualified (VQ or IQ) batches: \Q‘
e put arubber band around each batch
e putin the box shown on the batch hea'ck ox 9 (VQ - Valid) or Box 10 (IQ - Invalid).

. PR 4 \
For batches for the Regional Process \Gﬁ Leader (VR or IR):

e use a staple remover to sepa@ declarations from the envelopes

e place the declaration face do n one pile and the envelope, number side face down
in a separate pile. Keep t in order

e continue until all des@ons have been separated from the envelopes

e place the declarations'en top of the envelopes, with the batch header on top

e placeinthe oécated on the batch header — either Box 6 (VR - Valid) or Box 3 (IR -

Invalid).

S
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7.8 SCANNING DECLARATIONS

You will probably scan and send around 35% of your special vote declarations to the Regional
Processing Team Leader for qualification.

Starting at noon on Thursday E+5, the scanning team needs to:

e prioritise the scanning of batches in Box 6 Valid — VR

e then the scanning of batches in Box 3 Invalid — IR q(l/

They need to meet the following timeframes. %
% Special votes processed Uploaded by:
\J
10% Thursday 5pm (E+5) v\
day Spm (E+6) )

50% Friday 5pm (E+6 Q

° o O
80% Tuesday 5pm (E+10) N

o A}
100% Wednesday 5pm (E+11) (Q

[ 2
-

Stragglers ASAP S O\
pecial vote declarations

See the instructions in Chapter 25 — Scanning for how to Q@

*
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8 RECEIVING QUALIFICATION DECISIONS

8.1 QUALIFICATION DECISIONS

The Team Leader returns a qualification decision for each declaration as they are being processed.
Once all decisions have been received for a batch, the batch status will change to “Print ROE
Stickers” and staff can then enter “not on roll” information (if required) and print the ROE decision
stickers.

From Friday E+6, the special vote Process Leader must regularly check the progress of each b@
the ERSA “Batch Management” screen.

Step | Instructions

In ERSA:

select Special Votes from the top menu . OQ
select Batch Management from the dropdown menu ’Q
select Print ROE Stickers from the Status dropdown men @'

click the View Batches button.

Completed batches are listed. é

Special Vote Batch Managemient

>

Electorate: 60 Wellington Central *

1
Status: | Print ROE Stic
Batch number:
o
Batch#  Type  Status ® #of SV's ROE Decisions Stickers Printed
60013 VR Pr@QE Stickers 2 2 0
Get these ba :rom Box 7 (Valid - VR) or Box 4 (Invalid - IR) and have HQ support staff
enter ”g)t’@ioll” information and print RoE stickers (see section 8.2).
InE ecial Vote Batch Management:
%elect Returned with Issues from the Status dropdown menu
/- 6)" click the View Batches button.

If any batches appear here, it means that at least one declaration needs to be reprocessed.
Contact the National Support Team for instructions|i
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In ERSA Special Vote Batch Management:

e select “Batch with ROE for decision” from the “Status” dropdown menu

o click the “View Batches” button.

Keep track of these batches. Most batches will be processed in order. Occasionally a batch

3 may have most decisions returned but take longer for the last one or two. This happens
when the Regional Enrolment Processing Team needs to make enquiries to come to a

decision. 1(]/
If any batches remain unfinished for an unusually long time, ask the EM to follow up wiQQ)
the Regional Enrolment Processing Team. \

8.2 PRINTING QUALIFICATION STICKERS

From Friday E+6, when qualification decisions for all of the declarations in a batr?@ve been
returned, HQ Support staff will enter “not on roll” information as required an@
stickers.

he RoE decision

Resources Purpose

Avery L7162 labels To show qualification decision s‘o

Instructions

1 Get a batch of declarations from either Box7 (Valid - VR) or Box 4 (Invalid - IR).

In ERSA: ss\\\v

e select Special Votes from the\top'menu
e select Batch Manageme om the dropdown menu
2 e select Print ROE Stic the Status dropdown menu
e click the View Batch tton
e selectthe batc)@qyber. Batch#  Type Status
The Batch Detai

ill display. VR  Print ROE Stickers

If ade ar:ﬁbﬁms an orange List button next to it, you must enter “not on roll”
inform before you print the sticker.

the List button.
f7) nter the name and address information from the declaration. If the name or address
\ is missing from the declaration, record as ‘Not stated.’
e C(Click Save and Close.

3 The list button will turn green. Dec # O —
This information is used to produce the “List of
Voters not on the Roll”, which becomes a public 5001993 s ‘ List ’
record after the election.
5001 994 - -

Continued on next page
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When all “not on roll” information is entered for the
batch, select the stickers to be printed. Either:

o tick the “Select All” box to select all stickers that
are ready to print

e or print individual stickers by ticking the
corresponding “Print Sticker” boxes.

Click the ”_" button at the top right of the screen. q\
: N
Print stickers c’)\'

This dialog box will appear. Select “Open with Adobe Reader” and click g’i

This will open the quallflcatlon I &&dobe Reader.

Name: :

Roll Line: E 60 /P 221 /L 1

sS}‘

Roll-ID: 226362013 Batch Number: 60011 I i)
Decision: Qualified \ ~

< o
Namst 1 8
Roll Line: E 60 /P - /L - Z =
Roll-ID: 12345678 Batch 011 : 8
Decision: NotQuahf O —

. Lo@\very 7162 labels into a print tray (the bypass tray is usually best) and ask other
ot to print.

%Ilck the printicon.

' Change the paper type to “labels” in print settings.
e Select the tray where you have loaded the labels.
e  Print the labels.

@

Once a declaration qualification sticker is generated for printing, the “Batch Management”
screen will be updated to show the number of stickers printed for that batch.

When all stickers have been generated for a batch, the batch status changes to “Done”.
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8.3 ATTACHING QUALIFICATION STICKERS TO DECLARATIONS

Once stickers are printed, staff can start attaching them to special vote declarations. Process one
batch at a time and do valid batches first.

You don’t need to separate declarations and envelopes for invalid batches. Put these batches

straight into Box 10.

Instructions

Get the qualification stickers that match the batch being processed.

Find the declaration that matches the sticker. Check that the: C’)\'
e declaration and sticker numbers match ?\
e the voter’'s name matches.

Occasionally the name may be different, eg. due to marriage or othe e changes. If
you are concerned that the sticker may not be for the right perso the Process Leader

to contact the Enrolment team.

N
Double check that the declaration number on the sticker @{P:s the declaration.
Place the sticker vertically in the “Registrar of Elect " section on the declaration.

Make sure that the number on the sticker is at th\ .

The sticker can cover the QR code, as it isn r needed.
«

Y
When all the qualification stickers fx tch have been placed on the declarations:

e bundle the declarations and@ pes together
e put the batch header on top, thén secure with a rubber band.
Put the batch to one sid&@ or sorting based on qualification decision (see section

8.4). L\

¢
>\

Repeat for the r@@tch.
™\

If you’re not going to separate the declarations and envelopes straight away, put the

batches in an E206 box labelled “Qualification stickers attached”.
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8.4  SORTING SPECIAL VOTES BASED ON QUALIFICATION DECISIONS

Following on from section 8.3, you have placed RoE decision stickers on VR batches, you now need
to sort these by qualification outcome.

Note: before starting check with the Dual Votes Process Leader that no more special vote
declarations are needed for investigations. Once they are separated, they are more difficult to find.

You need the following for this task: %]/

e special vote processing sorting cards (M75-OUTCOME)
e E206 box - qualification stickers attached (if you did this in section 8.3)

e rubber bands. 6\
Step | Instructions \

1 Process one batch at a time.

NQ)
‘\v
2 Photocopy the batch header twice, so you have three copies. (ﬂ\,
\ "4

Place the special vote qualification sorting cards on a table@\wn.

Count the number of declaration@we batch. Check it matches the number shown on the
batch header. If it doesn’t ma&a,, tell the Special Vote Process Leader.
N

For each declaration ch t the declaration number and qualification sticker number
match and find the matching envelope by checking the numbers.

@‘nﬁdeclaration, with the number side up, on the appropriate
qualificatio ting card.

Put each envelo

The next steps must be completed by a different person

\J
Che@ach declaration has been placed on the correct qualification sorting card.

For each pile of “Q”, “PV Only” and “NQ”:

e confirm the number of envelopes and declarations in each pile match

e put a batch header on top of the declaration pile

e inthe top-right corner of the batch header, write the appropriate pile letter, ie, “Q”,
“PV” or “NQ” and number of declarations in that pile

e secure with a rubber band.

Confirm that the combined number of declarations in each pile matches the original
number shown on the batch header.

10 Place the envelopes and declarations from the:
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e  “PV Only” pile in filing Box 8
e “Q” pilein filing Box 9
e “NQ” pile in filing Box 10.
11 Repeat until all batches are finished.
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9 STAGE 3: PREPARING FOR THE OFFICIAL COUNT

9.1 SEPARATING FOR THE OFFICIAL COUNT — BOXES 8 AND 9

From Thursday E+12 to Friday E+13, your staff will need to process boxes 8 and 9.

You will need:

e Special vote count cards (M75-SIGN) %L

e 3 x E208 boxes labelled — ‘Advance’, ‘Election Day’ and ‘Party Vote Only’

e 3 x E206 boxes labelled — ‘Advance’, ‘Election Day’ and ‘Party Vote Only’

e 1 or more E206-CLERK box labelled — ‘Qualified/PV Only declarations’

e 3 x Ballot boxes labelled — ‘Advance’, ‘Election Day’ and ‘Party Vote Only’. O 0

Instructions

Lay out the special vote count cards on a table as shown:

e Place the corresponding E208 box behind the c ard on the table.
2 e Place the corresponding E206 box below t%
e Putthe E206-CLERK box on the table for m rations and batch headers.

\v
e Take a batch from Box 9. .
e Separate the batch header and @tions from the envelopes. You will need to
3 remove the staples from VQ .
e Put the batch header and declarations face-up in the ‘Qualified/PV Only declarations’
E206-CLERK box.

\ .
Place each envelope on ?‘Q ppropriate count card:

Count card ‘ Stamp in ‘Official Mark” box

RN
5 ADVANCE

[ 0 OFFICIAL MARK

Election Day 2%20 kil
5 After each batch, place the envelopes in the corresponding E208 box.
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Repeat steps 2 to 5.

When the E208 boxes are getting full, finish the batch you are working on. Have a second
person check the count. Then:

e count the envelopes in the E208 box into piles of 50.
e secure each pile of 50 with a rubber band
e put the piles into the corresponding E206 box.

When Box 9 is complete — process Box 8

Put the PV Only count card and the E208 ‘PV Only’ box behind it on the table.

Take a batch from Box 8 and check all declarations have been marked PV On&g)

Separate the declarations from the envelopes.

Put the batch header and declarations face-up in the Quahﬁed/PVOr@l clarations’ E206-
CLERK box.

Place the envelopes on the marker card. Repeat until all ’PV@‘ batches have been
processed.

Count the number of envelopes and have a seco@n check the count.

e Count the envelopes in the E208 box into &es 0.

e Secure each pile of 50 with a rubber band.

e Put the piles into the correspondigg ox ‘PV Only’.
N

9.2 MOVING ENVELOPES INTO BALLC(.BY ES

Depending on the number of special @s your electorate has, you may choose to do this gradually
so that the official count team c art the count, rather than providing all the special votes at once.
The count of special votes is tho start on Friday E+13.

Special votes are counte eparate counts for votes cast during advance voting, on Election Day,
and a “party vote only? count.

Prepare ballot %es for each of the counts by labelling them as “Advance”, “Election Day”, and “PV
Only”. @

Ideall @1 Il break each count into around 500 special votes by putting them in different ballot

b his will make it easier for the official count team to complete the count. Ensure that the

@hber of votes in each ballot box you provide to the official count team is accurate, otherwise they
an need to conduct the count at least twice.

Step | Instruction

1 Process one count at a time.

Get the E206 box(s) for the count.

Continued on next page
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e Count the piles of 50 envelopes and place in the ballot box.

e Keep arunning total of envelopes placed in the ballot box.

e When you reach approximately 500 votes (10 piles) or when all envelopes for that
count have been placed in the ballot box, clearly write the number on the top of the
ballot box.

If you use multiple ballot boxes for a count, record the number of ballot papers in each box
plus what ballot box number is — eg. Advance count, box 3, 513 votes. {

4
Repeat for each count. '\

9.3 CHECKING THAT PROCESSING IS COMPLETE v

The Special Vote Process Leader and Post-election Manager should check egc@box.

Step | Instructions

-
From Box 10 process one batch at a time. 5\0

e Check that the declarations have either been: Q
o stamped or marked “disallo Xand signed by the EM
o orhave an “NQ” quallflcaf cker.

e Count the number of envelopes i '@ ch and keep a running total.
e Put the envelopes and declaratls%( an E206-CLERK box labelled “Disallowed special

votes declarations and enve pe

In ERSA: @

select “Special Vote@n the top menu

select ”Disalloweg//o s” from the dropdown menu
open or pri report

compare thré(al number of votes in Box 10 with the total on the report.

If the totals‘don’t match, contact the National Support Team.

Checking the count of special votes

the numbers of special vote envelopes:

in the advance count

in the Election Day count

in the PV only count (don’t include ordinary post-writ transfers)
in the disallowed votes E206 box

retained by the dual votes team.

In the Election Management System (EMS) select Reports > SV Tracking > SV Received
Report.

Compare the total from step 4 with the total “SV Received”:

e Ifit doesn’t balance, go to step 6.
e Ifit balances, go to step 7.
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Check whether:

e all batches entered in ERSA have been processed (Status=Done)
e there are no envelopes or declarations in the special vote processing area (check all

6 boxes used during the process).

If the difference is 48 or a multiple of 48, this may mean a batch is missing.

Once you are sure there are no unprocessed declarations and envelopes, go to step 7.
7 Give the ballot boxes to the official count team.
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10 INFORMATION FOR SPECIAL VOTE PROCESS LEADERS

10.1 CHECKING THAT BATCHES UPLOADED SUCCESSFULLY

The Special Vote Process leader needs to check regularly in the ERSA Special Vote Batch
Management screen that batches have been uploaded successfully:

e Select Special Votes from the top menu. Electorate: 01 Auckland Central mé]/
e Select Batch Management from the dropdown _— %
menu. '\
Batch number:
e Filter the list of batches by selecting a status or = \
. . View Batches
entering a batch number if you want to. S 0

e Click View Batches.

O
O

The batches for your (chosen) electorate will display.

Status What it means
Mismatch National Office will resolve th;s,,\ ou don’t need to do anything.
Batch with RoE for decision Batch successfully upload g
Scan an upload batch Batch not uploaded\moad failed.
LR

Open Batch still bem \@d

Print RoE stickers Batch ?n&%)from ROE, go to section 8.2.

Done All sticMhave been generated.
.
Returned with Issues ,&'e is an issue with one or more declarations.

10.2 RESOLVING A BA%@%’H A STATUS OF MISMATCH

A small number of@tions will not have a QR code, or the QR code can’t be read or was entered
incorrectly. Nationalh@ffice will resolve this issue, so if you see a batch with the status of “Mismatch”
you don’t ne o anything.

,b‘o

<&
Q‘
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10.3 EDITING SPECIAL VOTE INFORMATION: DECLARATION NUMBER OR INVALIDITY REASON

The Special Vote Process Leader can edit a declaration if the wrong person has been marked off or

the wrong declaration number or validity reason has been entered.

Instructions

K=

In ERSA, from the top menu select Special Votes - Edit Special Votes. Special Votes~ | |
. | Special Vote En
Edit Special Vo= ))
Search for the vote, by either: \
e surname and forenames of the voter C)
2 e declaration number Q

e batch number.

Click Search. ,‘&\OQ

A4
Once you have found the vote you wish to edit, in the Edit col ick on the
3 declaration number. &

This will open the Edit special vote dialog box. s\o
If the wrong person was marked off: \ Q _
Delete Vote
= e click on [IEIEREIMBER to remove the voft (b

e process the declaration for the cg@son. See section 7.4.

A

If the wrong declaration numberd& red, correct the declaration

number then click Update.

,\@ Declaration Number: 5064583
L

If the wrong inv 'd@ason was entered, click on
the reason(s)
click Updat

nt to add or remove and then
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10.4 REQUESTS FROM THE DUAL VOTES TEAM

During special vote processing, the dual votes team may need a special vote for an investigation. If
this happens, they will give you a copy of the M71-INVEST dual vote investigation form. Use these
instructions to find a special vote for the dual votes team.

Instruction

Take the M71-INVEST and use the batch and declaration numbers on the form to find the |

special vote, then: Q)
1 e put the M71-INVEST in its place in the batch b
e write that the vote has been given to the dual votes team next to the name a\d'

declaration number on the back of the batch header C)
e initial and date the note on the batch header. v\
Al
p) Give the special vote declaration and envelope to the Dual Vote Proc%s{@iders.
Some special votes will be returned to you. 5®)

return the vote to its original batch

return the M71-INVEST form to the Dual Vote Pr%@Leaders
cross out the note on the batch header and r@ eturned”
initial and date the amended note. \

If the vote is returned to you with no special instructions: @@’

If you are informed that the wrong persoﬂ@een marked off:
4

. e find the original batch $\\)C)
e return the M71-INVEST for ual Vote Process Leaders
e in ERSA: ’T@e
o deletethev see section 10.3)
o re-ente claration in a new batch and process normally
e cross out the note o original batch header and write “Re-entered in batch
HEHHE K
e initialand d amended note
e returnt nal batch to its place in the process.
N\
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11 MONITORING PROGRESS

11.1 BATCH MANAGEMENT

To monitor progress, select Special Votes - Batch Management. From here you can:

e check batch types (see section 7.6) and statuses (see section 10.1)
e for each batch, see how many:

e declarations have been entered (see section 7.6)

e decisions have been received (see section 8.1)

e stickers have been generated (see section 8.1)

e enter the “Batch Detail” screen for a batch by selecting the batch number. From here you
can:

e print replacement batch headers (see section 7.6)

e enter “not on roll” information (see section 8.1)

e print qualification stickers (see section 8.1)

e delete a declaration from a batch so that it can be re-entered correctly (see section 10.3 for
how to do this using ‘Edit Special Votes’)

e identify declaration records.

You cannot delete a special vote that is currently “With\ROE*for Decision”.

You will have to reprint the batch header if you defete a declaration from a batch before it has been
scanned and uploaded. You do not need to réprint “R” batch headers that have already been
uploaded, or “Q” batch headers. Simply notetany changes on the header.

11.2 REPORTS IN ERSA

11.2.1 Special Votes Progress,Report

This report shows you how.many batches or declarations you have started processing and what
stage of the process they are at. The report is split into two sections — batches and declarations,
which are broken down by process stage and batch type.

The totals,shéw the number of declarations that have been entered into ERSA, not the number of
declarations’you still have to process. That number is recorded in EMS. You will need to manually
check’EMS.

If'ahy batches or declarations have the status of “error” or “failed”, contact National Office. Cases
where the status is “mismatch” will be resolved by National Office, you don't need to do anything.
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11.2.2 Disallowed Votes Report

This report summarises and lists all the disallowed special votes for your electorate. It will be used to

populate your final official count certificate. It shows the number and reason declarations have been

disallowed.
A Not enrolled
B Vote received late
C Not signed by authorised witness
D Not signed by voter
E No ground stated
F Dual votes
G Post-Writ deletion
H No declaration enclosed

No ballot paper enclosed

A declaration can only appear in one category. If a declaration is disallowed for multiple reasons, it is

placed in the first category for which it is disallowed,

The report also shows the electorate where thevoete was issued, the issuing point, declaration

number, and the reason for it being disallowed for each disallowed vote.

11.2.3 Special Vote Report

This report provides the following information for each declaration entered into ERSA:

National Office will advise if you need to run this report.

44

electorate numbeér

electorate name

batch number

declaratioh number

date and time entered

yoter surname and forename(s).
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1 OFFICIAL COUNT OVERVIEW

1.1 WHAT IS THE OFFICIAL COUNT?

The purpose of the official count is to account for all ballot papers issued to voters and provide the
final result of the election. It includes ordinary and special votes for general and Maori electorates,
after the results of any dual vote investigations or post-writ changes are extracted. Once all counts (]/
and investigations are complete, the results are checked and certified. q%

1.2 INDIVIDUAL COUNTS MAKING UP THE OFFICIAL COUNT ,\

Type of vote | For your... Issued in...

Your electorate %

Home general E@
electorate \
Other (neighbouringg‘ O

Ordinary Phase*
general eIectorateQ\ e voting place (VP) or voting
\\ team, including postal votes
Maori
lectorate(s)** Your elecfo@
electorate(s
O
S\ Special votes issued during the
O advance voting period
QP
. Home general ) Special votes issued on Election
Special*** Q Any electorate
electorate Day

é@ Party vote only votes (including

ordinary vote post-writ transfers)

N\
*Phases must r&al separate throughout the official count process.

*k Ordina%QIes for Maori electorates remain in your headquarters for you to complete the official

count. @

*’@cial votes for Maori electorates are repatriated to the Maori electorate Electorate Manager

Q@) for that electorate.

Overseas, dictation and remote location special votes will be processed and counted by a centralised
team at National Office. They will complete partial results certificates for each electorate in the
same way you will complete this for Maori electorate(s) ordinary votes.
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1.3 KEY MILESTONES

The Commission will be declaring the official results of the election on Friday 3rd November.
The timeframes for achieving this deadline are:

e complete the official count of Maori electorate ordinary votes by Wednesday E+4

e complete the official count of home general electorate ordinary votes by Friday E+6

e extract votes from the ordinary vote counts on Thursday E+12

e receive and check the partial certificate for overseas, dictation and remote location
special votes from the centralised team by Monday E+16

e complete the official count of home general electorate special votes by Wednesday
E+18.

Once advised by National Office:
e sign the partial results certificate for the official count of Maori electorate ordinary votes
by Wednesday E+18
e sign the final certificates for general electorate counts by Thursday E+19, Maori
electorate EMs will also sign the final certificate for their Maofi/€lectorate.

1.4 MONITORING PROCESS

Use the following Election Management System (EMS) reports to monitor the progress and accuracy
of the official count process:

e Official count and Election Night comparison report (see section 6.1.2)
e Voting place summary report
e Electorate detail report (see section 6.1.1).

If you think you might miss any of the(deadlines for completing official counts, you must
immediately contact your RegionalManager (RM) who will liaise with National Office.

1.5 QUALITY ASSURANCE

The EM, Post-election’(PE) Manager and/or Official Count (OC) Process Leader and a Justice of the
Peace (JP) must bepresent throughout the entire official count process.

The EM must conduct reasonableness checks throughout the official count process. Instructions on
how to do-this are in section 6.1.

In‘addifion, constituency candidates may appoint scrutineers to oversee the official count process.
Scrutineers must:

e be appointed in writing by the constituency candidate
e complete the declaration form in the Scrutineer Handbook (E5) or an E20-S Dec form
provided by the EM.

The JP must be issued with an orange ID card for your HQ and wear it at all times. Scrutineers must
wear a visitor badge and always be accompanied by a staff member within your HQ.
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Maori electorate(s) official count — ordinary votes

Complete Maori electorate(s) official count —

ordinary votes

General electorate official count — ordinary votes

Complete general electorate official count — ordinary
votes

Extract ballot papers from ordinary vote counts due
to dual vote or post-writ processes

Make adjustments to official count due to extraction

day

General electorates check Maori electorate partial

certificate(s)

General electorate official count - special votes
Complete general electorate official count - special

votes

All electorates check final certificate
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1.7 ROLES AND RESPONSI

BILITIES

The EM delegates powers and functions relating to the official count to the PE Manager and the OC

Process Leader (see section 2,

Chapter 21 — Preparing for post-election).

Responsible for

e Ensuring deadlines are achieved
e Ensuring voting materials are kept secure through all processing steps
Electorate Manager e Completing reasonableness checks of results Q)
(EM) e Briefing staff prior to the start of the official count g
e Checking informal votes \
e Signing off official results certificates r.s‘\'
Logistics & Supplies .
Manager
(LS Manager) * I
Post-Election e Ensuring the team is appropriately resourced&@;ported
Ve e Ensuring the training area and materials ar p
(PE Manager) e Managing the overall process to meet s
e Coordinating post-election processinQ s
e Training of table coordinators \
e Managing the workflow of i | counts and count teams
T T pe— e Providing sufficient breal*; aff throughout the day
Process Leader e Preparing counts for ta rdinators
OGE e Checking counts for
e e Ensuring count ered into EMS correctly
e Ensuring m re stored securely
° Conducting extractlon
L ]

Ensurin@ff are wearing their ID cards

taff) completed correctly

2 l@&rdlnators e Ensuring paperwork for each count is

v e Leading a count team
e Ensuring processes are followed correctly

e (Calculating voting place results
e Assisting with vote extraction

HQ support staii

Counters
(12-18 staff)

e Counting and recording votes

Data entry operators e Entering results accurately into EMS
(1-2 staff) e Printing worksheets, reports and certificates

Logistics support staff
(2-4 staff)

e Preparing ballot boxes for the count

Justice of the Peace
(JP)

Signing of count certificates and end of day documentation
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1.8 KEY ACTIVITIES

This table outlines the key activities and staff required for the official count.

Activity

Prepare ballot boxes

Role

Logistics support staff

Information

Number of staff may vary depending on
the number of voting places

Official count

e Table coordinators
Counters
Data entry operators

e Table coordinators need good

organisation and numeracy skilQQ

e Counters need good basic '\
numeracy.

e All staff need good attelén;o
detail. b~

Vote extraction

e OC Process Leader

e Capable HQ support staff
e Data entry operator(s)

Need a good understandi g\)f the count
materials and the c rocess and have

excellent atter}@o detail.

End of day process

e JP
e OC Process Leader

Reasonableness
checks

e EM

, ,\@U
\J
\Q\

Finalising results

e EM ’\Q‘\

e JP

=

For information about setting up your o

post-election.

Z

*
4\\
hsoun
nt area, see section 4 in Chapter 21 — Preparing for

Chapter 29 — Official count



2 BRIEFING AND TRAINING OF STAFF

2.1 REGIONAL TRAINING SESSION

Your Regional Advisors (RA) will hold a regional training session for the PE Manager and OC Process

SV

2.2 TRAINING TABLE COORDINATORS AT THE ELECTORATE HEADQUARTERS Fa

Leader. The session will include practical exercises on the official count processes. The EM will be
advised of the dates and location for this training.

~J
This one-hour training is to be conducted an hour before the start of the official count. It c’o\n'sm of
the table coordinator briefing and a count exercise. C)

Training should be delivered by the OC Process Leader, or, if they are not available thEn by the PE

Manager.
O

Training should take place in the staging area where all the materials and{gbx boxes are being held
in preparation for the official count. Before the training:

e set up a projector, laptop and speaker that will be us e full briefing with all count
staff. If you don’t have a blank wall, ensure there is for viewing the film clip

e assemble the training materials that will be suppl t regional training (see section 2.2.1);
these will need to have been put through a preﬁQin ry count so that they are in counted
order with the marker cards in the correct @

e table coordinators should have watch d\ﬁb) process clip before attending training. A link
will be provided at a later date, that % emailed to the table coordinators.

e print the Electorate detail report S — this shows the list of counts to be completed —
and display this on the wall (S@e tion 3.1.1).

2.2.1 Materials required for t&g exercise

The training exercise will e@ivered in groups of four, you will need the following for each group:

Materials

M80-OCINSTRECT count instructions for Table coordinators should keep these for the official
g

each perso coordinator) counts they will be leading.

N4

Orangp et bor -
h
@ To seal the P3 envelope containing the count
materials at the end of the exercise.

e black sticky labels
e blue/black pens

Stationery e finger cones
e calculator
e stapler.
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The following materials will be provided from the regional post-election training session. You will

need one set of materials for each group of 4 table coordinators completing the training exercise:

Contains:

P3 envelope for:
e completed Form A reconciliation and Form G

Electorate: Ohariu, Voting Place certificate

VP 18: Waionui Community House e 100 ballot papers from the early count and
associated marker cards.

P4 envelope for: Contains: Q)
Electorate: Ohariu, e Counting and results sheets from the ea
VP 18: Waionui Community House count: EMS11-C, EMS11-P and EMS11-HQ.

EMS81-MARKER official count marker

cards for Ghariu e One set of 10 marker cards on \:%paper.

F_ N
N\
EMS81-WKSHEET for the count e Uncompleted copy. . O
h N
'\
2.2.2 Script for training table coordinators @b

Use the script below to train the table coordinators. The word'n@&reen is for your actions and
italics are for you to add specific information. é\
WO

[W I m t *

*
We are going to talk through your tasks as %‘\\ ordinator with the count instructions you'll

use today. O

[Give a set of count instructions to e@table coordinator]

We'll also discuss how to deal ny issues that arise and what my role will be as the Official
Count Process Leader. @

As we'll all be workin 'b&onﬁned space, it's important that we look after ourselves and our

team. 0

Encourage @am to regularly clean their hands, particularly before and after going on a break.
If anyon n’t feel well, please tell me immediately. Keep the tables and chairs spaced apart as
much ssible and avoid people reaching across each other during the count process.

Q\%portant that you read these instructions to your team for each count you complete. This
Q_ _makes sure everyone follows the process correctly and will help us to complete the countsin a
timely way.

Count

We have [number] of counts to complete, as shown here [show list from EMS posted on the wall].
We'll first start with the [name the home Maéori and any shared Maori electorate(s)] votes issued
in our electorate.
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Once these are all completed, we’ll move onto the [name the home general electorate] issued in
both our electorate and by neighbouring electorates. As counts are completed, | will tick them off
so we can keep an eye on our progress.

For each count, to be sure you have the correct ballot box and matching paperwork, check:

e the electorate and voting place number, eg, [electorate name], VP 18 [show ballot
box].
e the phase number in brackets after the electorate name. We are expecting to have

count separate at all times. N

The official count has no tolerance. This means you must have two consistent counts. If.the official
count equals the preliminary count, then you have two consistent counts and you can meve onto
the next count. If the official count does not equal the preliminary count, then you will need to
complete a series of checks and recounts until you have two consistent counts. \,

Forms and envelopes

Now let’s have a look at the forms and envelopes that you’ll haveufdi*__each count. [Show each one

as you describe it, using one set of count materials].

Envelopes

There are two envelopes for each count. )

e The P3 envelope is where you'll finid thé counted votes and the preliminary count
marker cards to start the count.When the count is complete, you’ll repack the votes
here. If you have a large count, you will have more than one of these envelopes. If any
of the envelopes become.ripped, you will need to repair them with sellotape as all the
original materials mukst—l:‘)‘e,képt in case of a judicial recount.

e The P4 envelope is Vihere you’ll put all the paperwork associated with a count when it
is complete. -

Forms - CH

e Inside Enve»lo}pke P4 is Form A, the reconciliation form and Form G, the Voting Place
certificate, from the voting place or team. They tell us how many votes to expect in the
ballgt box.

e Theré are also the forms that were used to record the preliminary count on Election

¢ /Day.

‘ \A{_prkSheet and marker cards for the official count

9 "I have sets of marker cards for each official count and the EMS81-WKSHEET form, where you will
record each count [show these].

Let’s look at page 2 of your instructions under “Prepare the EMS81-WKSHEET”. The first step that
you’ll complete for every count is to transfer the information from Voting Place certificate onto
the worksheet, then staple Forms A and G to the worksheet. This will be the number of votes that
you will be balancing to.

additional phases for [name the voting places]. You must keep the materials for each, (),
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Informal votes

A vote is informal when you can’t clearly tell who the voter voted for. Please turn to pages 11 and
12 of your instructions. These show you examples of ballot papers where the voter’s intention is
or is not clear. The Electorate Manager or | will check the informal votes.

Managing issues

If you have any problems with the count or with your counters, please come and see me right
away. It is better to stop and get things sorted, than continue and possibly make things har*e\

fix. \
| may move counters between tables so that we have people who work at the sam g)
Film clip O{\

Did people get a chance to watch the film clip on the count before toda sQ’II watch it again
during the EM’s briefing with all the staff. Right now, we’re going to se an official count.
Please get into groups of 4 and collect the materials you’ll need. \

Who will be the table coordinator for each group? Thanks(s\%at. In our practice count today;, |
will read the instructions and you will be my hands.

[Practise the count in teams of 4 with you readin ’t{%structions from the M80-OCINSTRUCT.
Make sure everyone follows the process. It sk ke approximately 30 minutes to complete the
é’ I

count. The expected results from the ex ill be provided with the training materials.]

[After you have finished the count, cgatinue with your briefing.]

Breaks 5\\0

| will be giving you and §@bunting team regular breaks through the day, especially after
s. It’s important that you don’t let your team take additional breaks as

completing the large
this could stop us@g the counts in a timely way.

QuestionSQG

Does {ﬁe have any questions?

\i the table coordinators which will be their count table and counting team if you haven’t

Q- -a:ready discussed this.]

[Remind table coordinators to join you at the briefing for counting staff.]

Ao
<
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2.3 BRIEFING ALL STAFF PRIOR TO THE START OF THE OFFICIAL COUNT PROCESS

The EM must brief all count staff immediately prior to the start of the official count process. As you
will be conducting two different counts over an extended period, we expect the briefing to be

conducted on:

e Tuesday E+3 — start of ordinary vote official count
e Friday E+13 — start of special vote official count. (1/

You will need to set up a projector, speakers and a laptop to show the official count film clip. q

Use the script below to train the counters. The wording in green is for your actions and it@i{S'% for
you to add specific information. C)
O

\
[Introduce yourself, the PE Manager, the OC Process Leader, the Justice of the @e, and any
scrutineers present to the counting staff.] %
Overview éb
Today we are conducting the official count of ordinary votes‘s@&l votes.
Process \Q
[Name of OC Process Leader] will be tracking the pr of the official count today and each
counting group will have a table coordinator, w [names of the table coordinators].

You must follow your table coordinator’@%\lctions at all times. They are working off a well-

tested process that all count staff across Zealand will be using.

Once you are familiar with the g\: s you may be tempted to make shortcuts or do it differently.
Although we want to get the count completed in a timely way, we’re not interested in doing this
at the risk of losing acczaéur goal is to be efficient and accurate rather than fast. At times this

may require us to mov ple between counting teams, so don’t be concerned if this happens to

you. 00
JP and scrut'@r role

Our Just@@the Peace (and scrutineer if present) is/are here to ensure the integrity of the
pro& they have any questions about what they are observing, they will advise the Process
I:}\ or myself. The JP will also sign off the count results as they are completed.

Q"Film clip

We’re now going to have a look at a film clip on the official count process.

[Show the ‘official count’ film clip.]
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Hygiene
As we’ll all be working in this space, it’s important that we have good hygiene practices.

We have plenty of hand sanitiser. | encourage you to regularly clean your hands, particularly
before and after going on a break. If anyone doesn’t feel well, please tell your table coordinator or

the Process Leader know immediately.

Keep the tables and chairs to the spacing you will be shown and please avoid reaching across eac ﬁ]/
other during the counting process. g

Preparation \

If, during the counting you have any questions or concerns, please talk to your tablvgainator

or the official count Process Leader.
’\§
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3 PREPARING MATERIALS FOR THE COUNT

31

COUNT SUPPLIES

You need the following materials for the official count.

Quantity

Item

Electorate detail report

Details
Printed from EMS (see 3.1.1)

Used to keep track of what counts haQQ

been completed

1 per count table

Reconciliation report

Printed copy of the reconciliati ort

from Power Apps, showing?
reconciliation details fcwt e counts to

be completed

1 per count table

Official count instructions

M80-OCINSTRUCT

For the table c
at the tabl

ator, to be provided
inator briefing

ECHO

Prmg\

1 per count table | Calculator table coordinator
N
1 per count table | Stapler Yor the table coordinator
\
1 taff
per: @ Blue/black pen ss\\\ One per team member
member
N

EMS81-WKSHEET Headquarters .
1 per count ] Printed from EMS (see 3.1.2)

Official Cou sheet

N\
. . EMSSl-%ﬁER Official Count Printed from EMS (see 3.1.4)
er coun rinted from see 3.1.
B Ma&@ ds

@‘rnarker b Printed from EMS (see 3.1.4)
1 per count \y RKER Preliminary Count )

Marker Cards For special vote counts only

o>
1 per co@zj P3 envelope For special vote counts only
fo N

@g{nt

P4 envelope

For special vote counts only

Q.g;r count

Ballot box

For special vote counts only

1 per count

Il supplies box

For special vote counts only

1 per opening
table and 1 for
the Process
Leader

[l special votes processing
box

For special vote counts only
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Note the differences between_ boxes:

3.1.1 Electorate detail report

Follow these instructions to print the Electorate detail report from 'EMS.

N\~
O
From the menu select Results — Electorate Detail.

Print and display the report in the officialicount area.

3.1.2 EMS81-WKSHEET

Follow these instructions to print the\EMS81-WKSHEET for each count from EMS.

A\
From the menu select Supplies — Forms - EMS81-WKSHEET Headquarters Official Count
Worksheet.

Select the voting place corresponding to the name of the electorate for the count from the

drop=down menu.
Note: the phase for the count is given next to each electorate eg AV1 or ED.

1
\ Important: Place a tick next to “Blank Worksheet”.
-

EMS81-WKSHEET Headquarters Official Count Worksheet

1 Ame School#E Amesbury Drive, Churton Park v Results for: 33 Oharit

Blank Workshoo!
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Click Submit. The EMS81-WKSHEET will display on screen.

If the spreadsheet displays with no results shown against each candidate and party, then
go to the next step.

If ‘0’ shows for each result, then go back and place a tick next to “Blank Worksheet”.
Only print worksheets that are blank in the results, otherwise the Table Coordinator will
not have room to write in the counts when they are completed.

Click Print to access the printer options and print the worksheet to A3 size.

O
Select “All voting places” at the top of the voting place dropdown list to print all %
worksheets for the electorate. '\

Repeat for each electorate you are completing official counts for (home ge ,ﬁbme
Maori and shared Maori electorates). ;

O\
3.1.3 Phasing special vote counts 5\9

Before printing the EMS81-WKSHEET for special vote counts, you wil to create phases for these
counts in EMS. See section 3.3 on organising special vote envelopﬂn phases.

Step | Instructions

1 From the menu select Results — Parliament Vote En

From the list of voting places, choose eit @aal votes BEFORE polling day”, “Special
votes ON polling day” or “Votes allox‘& arty Only” depending on the count you want
to add phases for.

P 01-403 Special Votes BEFOR@mg Day - Auckland Central

01-404 Special Votes O@; Day - Auckland Central

W4
01-405 Votes II@r Party Only - Auckland Central
. N . .
Click on se on the right-hand side.
Results > Pé‘ Patament Vote Eny - Results Entry
@cul Votes BEFORE Polling Day - Auckiand Central R4 01 Auckland Cen:v

- e

|ck on .to confirm that you wish to create a new phase.
Note: this cannot be undone, although you can enter ‘0’ votes if you find later that you do
not require this phase.

4 Follow the instructions in 3.1.2 EMS81-WKSHEET to print the worksheets.
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3.1.4 EMS81-MARKER and EMS11-MARKER

Follow these instructions to print the EMS81-MARKER for each count.

Step | Instructions

A In EMS, from the menu click on Supplies — Forms - EMS81-MARKER Official Count Marker
Cards.
Select your electorate from the drop-down menu and click Submit. q
Susies - rome - EMS81-MARKER Official Count Marker Cards q
Select an Electorate tc generate marker cards for 01 Auckiand Central - é
[
2 O
02 Banks Peninsula
Al material Copyright © 2020 Flectoal Commission 04 Botany Q neral Einctea and Referensum
11 Epsom *
18 Kalpara k Ma’\&o
3 Print a set of marker cards for each count. \\
(@)
7
A For each special vote count you will also need tO\ e party marker cards from EMS11-
MARKER Preliminary Count Marker Cards. \
fo N

AU
. v
3.1.5 Additional envelopes for special vo QQ s

Special votes have not been through the @ inary count, which means you will need to prepare
additional materials, which include thweliminary count party marker cards (see section 3.1.4) and

envelopes. @

For each special vote count,@:are one P3 and P4 envelope:

e ontheP3 Qpe cross out the word “Ordinary” and write “Special” in the name of the
envelop 6

e on each'envelope write the name of the count and the number of the phase, eg.
”Ace votes — phase 2”.

&

3.2 ) INARY VOTE BALLOT BOXES

&nary votes have already been counted for the preliminary count. After the preliminary count the
2 ballot boxes were checked so they are ready for the official count (see section 2 in Chapter 24 — Sort
and send).
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3.3 SPECIAL VOTE COUNTS AND PHASES

Special votes are counted in three separate counts:

e Votes issued during advance voting (includes takeaway votes)
e Votes issued on Election Day
e Party Vote Only, including ordinary party vote only ballot papers (see section 4).

Depending on the volume of votes received, each of these counts may need be divided in to separat{l/
phases, ie, manageable size counts. The recommended number of ballot papers in each count o %
phase is between 1000 and 1200. \Q

Note that ballot boxes from the special vote processing team will come with approximatﬁﬁ?}o
ore

envelopes in each, so to create larger counts you will need to combine the envelope
ice to

than one box. Make sure you keep track of the number of envelopes and count them
confirm how many are in the ballot box, before moving to the next step. O

An example for dividing special votes into phases: é’&
a

Advance Election Day Party vote only
(number of votes: 5581) (number of votes: 2461, (number of votes: 627)
P#1 | P#2 | P#3 | P#4 | P#5 | P#1 | P#2 \@ P#4 P#1
N
1200 | 1200 | 1200 | 1200 | 781 | 1200 1@' 1200 | 861 627
('

After the envelopes are opened, the nam ount the phase number and the number of ballot
papers must be written on the top of eac ot box.

Keep each count and phase sepa;&i enter results for each count separately into EMS.

See section 3.1.3 to create spe{ia e phases in EMS.
Before undertaking the o@kount of the special votes, you will need to:

. prepar@rms and envelopes needed for each count (see section 3.1.2, 3.14 and

o rer& the ballot paper from each special vote envelope and place in the corresponding
% t box (see section 3.4).

O

@ EMOVING BALLOT PAPERS FROM SPECIAL VOTE ENVELOPES

Q Before special votes can be counted, the ballot papers must be removed from the special vote
envelopes. By this stage the declarations will have been removed to ensure the secrecy of the vote.
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Key points to note about the process:

Be methodical and stick closely to the instructions.
Ensure you open envelopes one count at a time.

e Each special vote envelope should contain one special vote ballot paper. If this is not the
case, the envelope and any ballot papers contained are removed from the count and
reviewed by the OC Process Leader, see section 3.5.

e Complete the counts in the following order: “Advance votes”, “Election Day votes” and

then “Party vote only”. ; (1/

e Do not put opened special vote envelopes into secure destruction bins until the offici
results have been announced. Q

Operating in teams of 3 to 4 people, follow the diagram for set up and instructions below i\o'pen the
special vote envelopes and prepare the papers to be counted. ?\

Nominate one person to be the coordinator for each team Q

*
Set up the processing tables for opening special vote envelopes in this wa\h&\

O

- 2 @)
N

nosered plsevion \\Q
’\(b

==&’

EMSS!
WKSH!

Empty

uUnopened Unepened E206 box
envelopes ‘

Ballot

T GQ}

One count/phase at a time:

e get the ballot box(es) for the phase
e get the corresponding EMS81-WKSHEET

The special vote processing team will have recorded the number of envelopes in the ballot
2 box on the top of the box(es). On the EMS81-WKSHEET, write the total number of
envelopes that will be in the phase in the space “Number of ballot papers issued to voters”.

3 Check that the E208 box in the middle of the processing table is empty.
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Take the envelopes out of the ballot box. Check that the ballot box is empty eg, that you
haven’t missed any envelopes under the flaps in the ballot box.

Evenly divide the envelopes, face down, between the team at the processing table.

Each team member processes one envelope at a time:

e opens the ballot paper side of the envelope and takes out the contents.
Note: the envelope may need to be tapped on the table to ensure the ballot paper

is away from the opening and not torn as the envelope is opened Q
e checks there is only one ballot paper and that it is for your electorate. '\%
If yes, go to step 6.

If there is anything other than one ballot paper, or the ballot paper is for a di er@
electorate, the team member places all contents back into the envelope and puts it into the

E208 box on the table. Then moves onto a new envelope. Q
<O
As the opening of the envelopes progresses, each team member vﬁQave three piles in
front of them as shown in the following diagram:
e opened ballot papers (face down) \@
e unopened envelopes (face down) S\
e opened envelopes (face up). \Q

o (0‘

O

Extracted Unopene Opened
ballot papers envel envelopes
(face down) (f& (face up)
< =

@O,#/
‘I

After all the envelopes have been opened, ask the team members to check that all the
envelopes are empty. Then place:

e the ballot papers into the corresponding ballot box
e the empty envelopes and torn off strips from the envelopes into the [Jjjjj box.

Continued on next page
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The OC Process Leader:

checks for and counts the number of envelopes in the E208 box

removes these envelopes from this count by updating the “Number of ballot papers
issued to voters” on the EMS81-WKSHEET.

puts these envelopes into an E208 box marked “SV envelopes with issues”

writes the name of the count, the phase number and the adjusted number of ballot
papers on the ballot box and on the lid of the E206 box containing the opened
envelopes eg.“Advance count, phase 2 — 506 papers”

puts the EMS81-WKSHEET into the ballot box with the ballot papers )

if multiple ballot boxes were combined for the phase, then put the empty béﬂqt
box(es) to one side, away from the materials still to be processed. \JJ

Before the team members can start opening the envelopes for the next count,'the OC

Process Leader must ensure the E208 box on the sorting table is empty:s*

The OC Process Leader reviews any envelopes with issues followirig the instructions in

section 3.5 while the team members are opening the envelopés fof the next phase.

20
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3.5 RESOLVING ISSUES WITH SPECIAL VOTE ENVELOPES

The OC Process Leader follows these instructions to process any special vote envelopes from the
E208 box marked “SV envelopes with issues”.

3.5.1 Ballot paper side of envelope is empty

If there is no ballot paper in the ballot paper side of the envelope: (L

Step | Instructions

1 Write “Ballot paper missing” on the envelope. \

S
O
e find the declaration that corresponds to the envelope using Electronic %crutiny
Application (ERSA), by searching on the declaration number in the@ot Special
Votes” screen to find the batch number
e have the EM write on the declaration, “Disallowed by EM %& paper missing” and

sign the declaration
e find the voter in the “Edit Special Votes” screen in EI@ click on the declaration

number.

e inthe “Edit Special Vote” dialog box select “ Qpaper enclosed” and click
“Update” &(

e staple the declaration to the envelope arﬂa it into Box 10.

Give the envelope to the Special Vote Process Leader, who will:

3.5.2 Ballot paper for wrong electorate ‘\C)\

If a ballot paper is found for another ele n any special vote count except the “Party vote only”
count:

/

Step | Instructions

Give the envelope tﬁe Special Vote Process Leader, who will find the declaration that
corresponds to th elope using ERSA. This is done by searching on the declaration
Special Votes” screen to find the batch number.

number in the

If the declaration i made out for your electorate:
Give@ eclaration to the EM, who will:

rite “Ballot paper issued for [electorate on ballot paper] electorate, instead of [your
/) electorate] as per declaration. Ballot paper counted for Party vote only”
e sign the declaration.

2A

i The declaration is made out for another electorate:

’__

2B e write “Declaration for [electorate on declaration] discovered too late to forward.
Ballot paper counted for Party vote only”.
e sign the declaration.

Give the declaration to the EM, who will:

In both cases:

File the declaration in the E206-Clerk box “Qualified/Party vote only”.

Continued on next page
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4

Put the envelope containing the ballot paper in the “Party vote only” count ballot box.

5

Adjust the count on the “Party vote only” ballot box.

3.5.3

Declaration in ballot paper side

Use these instructions if you find a special vote declaration in the ballot paper side of a special vote

envelope.

5V

Step

Instructions

Compare the declaration number with the numbers on the envelope and the bf&gaper.
There may be more than one, as the declaration for this ballot paper shoul
been separated from the envelope.

You will need to lift the black sticker on the ballot paper to do this.‘ Q

Iready

For the extra declaration, and the matching ballot paper if ther?gn\e:

get a fresh special vote envelope &
write the number of the declaration on the fresh envelope
seal the ballot paper, if there is one, in the ball er side of the envelope

staple the declaration to the front of the f(ﬁo elope
give the declaration/envelope to the Specia

te Process Leader for processing.

A
Put the other ballot paper back into the e @e and add it to the next applicable count;

adjust the total number of papers o ot box and documentation.

o

22
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3.5.4 More than one ballot paper

Use these instructions if you find more than one ballot paper in an envelope.

Step | Instructions

A Check the declaration numbers on the ballot paper against the envelope. You need to lift
the black sticker on the ballot paper to do this.

If more than one ballot paper matches the envelope:

e give the envelope to the dual vote investigations team and ask them to call th

National Support Team || NG

put the matching ballot paper back in the envelope then follow step 3 frém 3.5.3
e get afresh envelope for the other papers and write the declaratiow ber of the

ballot paper on the envelope ) O
e seal the papers in the ballot paper side of the envelope 5\}
e give the envelope to the Special Vote Process Leader for sing.

check if the declaration number is in ERSA E K

The Special Vote Process Leader will:

check Box 1 to see if there is a matching decl n
e if the declaration is not found, follow sectic\ , step 5 in Chapter 28 — Special

Votes. %.

e seal the ballot papers back in the ballot paper side of the envelope % )

3.5.5 |If the ballot paper is missing sg\‘\\C)
Use these instructions if there is no baIIor.

Step | Instructions

If the ballot paper is missin

B e write “ I@Soer missing” on the envelope

e givet lope to the Special Vote Process Leader.
The Specia@t\e Process Leader will:
. he declaration that corresponds to the envelope using ERSA, by searching on

@ie declaration number in the “Edit Special Votes” screen to find the batch number
have the EM write on the declaration “Disallowed by EM — Ballot paper missing” and
2 O sign the declaration
e find the voter in the “Edit Special Votes” screen and click on the declaration number.
e in the “Edit Special Vote” dialog box select “No ballot paper enclosed” and click
“Update”
e staple the declaration to the envelope and put them into Box 10.

The Official Count Process Leader should adjust the total number of papers on the ballot

box and documentation.

Chapter 29 — Official count
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4 THE OFFICIAL COUNT PROCESS

4.1 COUNTS

Official count teams will count votes from each voting place and voting team that issued ordinary
votes for Maori electorates and your home general electorate. Each of these is a separate count.

If a large number of ordinary votes were taken at a voting place during advance voting, the votes (]/
may be split into two or more phases, shown as AV1, AV2, AV3 etc. Votes taken on Election Day w
have the phase of ED.

You will also count special votes cast for your home general electorate. There are three ﬁf\l vote
counts: “Advance”, “Election Day” and “Party vote only”. Depending on the number of v in each
of these counts, they may be divided into phases.

Where the EM is also responsible for a Maori electorate, the team will also co@%!cial votes for

that electorate. &

You must keep materials for each count and phase separate. @

4.2 COUNT INSTRUCTIONS fs\\o

A3

The instructions for the count process are a master forh\M 0-OCINSTRUCT.
*

A J

4.3  SPECIAL VOTE COUNTS ‘(\\Q
The official count of special votes is similot identical, to the official count of ordinary votes.
Unlike ordinary votes, special votes h"é’no been previously counted. Therefore, special votes must

first be sorted into party order, an@ counted in the same way as the official count of ordinary

votes.
Refer to the “Instruction ecial vote official counts” section in M80-OCINSTRUCT. You will need
the EMS11-MARKER p te marker cards (see section 3.1.4).

O
O
%
>
%
%

Q.
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5 ENTERING AND CHECKING THE VOTING PLACE RESULTS IN EMS

Once the EMS81-WKSHEET result is completed by a counting team and checked by the OC Process
Leader, the results are entered into EMS:

e results for all ordinary votes and general electorate special votes must be entered using a
general electorate login.

e results for Maori electorate special votes must be entered into the Maori electorate
results entry screen. QSL

Step | Who... Does what...
1 OC Process Gives the EMS81-WKSHEET to the data entry operator and wait@i'le the
Leader results are input into EMS. V
Enters the results from the EMS81-WKSHEET into EMS, ectlons 5.1and
5.20. ‘\O
Data entry Prints the completed EMS81-WKSHEET from EMpé\’
2
operator Staples the printed worksheet to the front t@hand-written EMS81-
WKSHEET. O
Gives the forms to the OC Procesi ér.
— -
Checks that the printed EMSSMK HEET matches the handwritten
EMS81-WKSHEET, includin; (athe totals calculated by EMS agree with
the manually calculatet le
. Finalise the voting place count, see section
Everything @ches...
5.3
O\
3 OC Process The as\ntered does not | Get the data entry operator to correct the
Leader the handwritten error and reprint the EMS81-WKSHEET and
<~®m recheck.
0‘ The totals don’t match See section 6 in M80-OCINSTRUCT:
6 e balance the party result
@ You cannot get the totals e balance the candidate result
% to balance e balance the party and candidate
. O results.
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5.1 ENTERING OFFICIAL COUNT RESULTS

The official count results entry screen is different to the Election Day results entry in EMS.

In the first tab you enter the total number of party votes taken. In subsequent tabs you enter the
number of votes made for each candidate within each party’s votes. There is a separate tab for each

SV

For the official count you must enter the full results for all voting places, including those that @

party.

Informal party votes also have their own tab so they can be included in the count.

fewer than six votes.

From the menu select Results — Parliament Vote Entry.

@m "OFFICIAL COUNT OQ

RESULTS PROPERTIES PEOPLE SUPPLIES TRACKING FINANCE TASKS OVERSEAS \

I Parliament Parliament Vote Entry K@

EMS will automatically bring up a list of all voting pla Qenter results for, including those

in other electorates that issued ordinary votes o ehalf.

The list will also include the three types of sp% votes you must enter (see section 3.1.3

Phasing special vote counts and section 5(2\ ering “Party vote only” results).

From the list, select the voting plac%\d on the EMS81-WKSHEET Headquarters official

count worksheet.
RESULTS ENTRY
& A@
Auckland Central 140 of 15%\§ complete)

Voting Places ,K
01-001 159 Neison §treefpComer Nelson & Union Streets, Auckland City
P

01-002 Ale Didrict Center, 104 Auckland Main Street, Auckland >
l 28 FKS Western Springs, 38 Francis Street, Grey Lynn

@ EMS81-WKSHEET Headquarters Official Count Worksheet
=7 ( . ——— of Balot Papers Used
g Place 01-A002 Alexander District Center, 104 Auckland Main Street, Auckhndj L&m; e

Total Ba%ot Papers Used
(No. of ballct papers minus po

Electorete for these Ballot Pepers Auckland Central (1) —
Minus Orginary Votes Disalion
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Then choose the correct electorate and phase for the count:

Results > Parfiament > Parliament Vote Entry > Results Entry

01-002 Alexander District Center, 104 Auckiand Main Street, Auckiand .4 01 Auckiana Central (AV 1) ~

- o

Number of ballot papers used
(No. of ballot papers minus post-writ transfers)

_ Ordinary votes disaliowed (Post-writ deletions and dual votes)

01 Auckiand Central (E-Day)
68 Tamaki Makaurau (AV 1)

68 Tamaki Makaurau (E-Day)

The first tab is the Party Votes tab. From the top right-hand corner of the worksheet&

e the number of ballot papers used
e the number of ordinary votes disallowed (if any, otherwise enter zero O
e the number of spoilt ballot papers (if any, otherwise enter zero).

EMS81-WKSHEET Headquarters Official Count Works@

Numbe Onu@m (sum of cokumn i 20
VogPhecs 01-A002 Alexander District Center, 104 Auckland Main Strect, Auckland | %2 9%, O
Mingg P i T sors

SRt i | 200
Electoratefor thess BallotPapars Auckland Central (1) 6&
s Orcinary Votes Dis aliowed (Postavrit
?

RotIoNs and Sus voles)

Imu-swlthlaFwn(umd chumn 0
Fom ¢ 0

..

N
Then enter the total number of votes receive r)ach party, from the Party Votes row of
the EMS81-WKSHEET. If there are no votes@\st a party, enter zero in the field.

Click Save. (\\Q

-
EMS81-WKSHEET He@e Official Count Worksheet

Number of Dalot Papers Used num of cobann C 20
01-A002 Alexander District Center, 104 land Main Street, Sy O
‘ Minus Post-writ Transfers

= Total Balkt Pagers Used
P ——— 710 ] 0
Papers ! Auckland Central (1) \
Minus Ordinary Votes Dissllowed (Post-writ
wotes)

Sobe o 304 dusl
Py

i | 1)
)\ i 200

[30110l301 5 11615 |0120115 1101 16 101 10 15 1200

0 |®w&,\lm; Cenler, 104 Auckland Main Street, Auckland « | B 01 Auckiana Central (av 1) = |

Pt e o o S 200 |
Orainary votes disallowed (Post-writ Geletions and dual votes) o |
Spolk ballot pagers
Ballot papers issued & not retumed _
Party Votes (from EMS11-P) |

Once saved, the system will automatically move to the next tab.

Continued on next page
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If the number of ballot papers used does not equal the number of party votes entered, a
warning message will appear, and the tab colour will change to red. You must fix this error
before continuing.

‘ 01-002 Alexander District Center, 104 Aucklana Main Street, Auckland

| & ERROR: 'Total Ballot Papers Used' is less than 'Party Votes + n
_ Crdinary Votes Disallowed + Spailt + Not Retumed Votes' %
Number of ballol papers used q
_ {No. of ballot papers minus post-wiit transfers) \

If the number of ballot papers used is greater than the number of party vot EQ; will
calculate the difference as “Ballot papers issued & not returned”. iQ

Number of ballot papers used
(No. of ballot papers minus post-writ transfers)

Ordinary votes disallowed (Post-writ deletions and dual votes)

Spoilt ballot papers

Ballot papers issued & not retured 5 \Q

. -
There is one tab for each party listed on th@bt paper.
*

In the tab for each party, enter the f votes for each candidate as given in the party
column of the EMS81-WKSHEET.

If there are no votes showing Qa particular candidate, enter zero in the field.

You can use the tab key between fields. When you reach the last field use the tab
key again to activate {é e button. Press Enter.

Reouls > Paiseeet > Parlament Vot gty @ Entry
01-002 Alexander Distnct Cener "6”” Street, Auckiand - 1 Au ACT
A‘ New
o [ (e || e i F—
L___R®
-
-
‘\
[—
|
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A warning message will appear and the tab colour will change to red if:

e the total number of candidate votes do not match the number of votes entered into
the Party Votes tab
e there are no numbers entered into any of the fields.

Find and fix the error noted in the warning message.

Resuits » Pairliament > Parliament Vote Entry » Results Entry

| 01-002 Alexander Districi Center, 104 Auckland Main Street, Auckland %

’ A Mismalching number of party and candidate Voles. \

| | e
Once all the results have been entered for a count, all the tabs will be ngQ‘
Click Print Worksheet. . O

Print the worksheet in landscape orientation, A3 size, and give iré\ne OC Process Leader to

check $
If any amendments are required, make the changes anc@i t the worksheet.

—-—
I

—_—
;- @qgmmm EMS11-9)

R Y.
aliot pagers issued & not retumed _

e certificate of results in portrait orientation, A4 size.

When the OC Prgc ader has confirmed that the results are correct, click Print Cert to

print the votlr;i

Provndg th@)rtlflcate to the OC Process Leader, who will finalise the count (see section 5.3).

-
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5.2 ENTERING PARTY VOTE ONLY RESULTS

Each General and Maori electorate needs to complete a separate count of votes that are designated

as ‘Votes Allowed for Party Only’.

These are votes cast by voters who were enrolled, but cast their vote for a different electorate from
the one they are enrolled in. Therefore, their party vote counts but their electorate candidate vote

does not. )

The handwritten EMS81-WKSHEET will only show the party vote results (see example below). It wull

not show any candidate results.

Enter these results in the same way as you enter all the other results. Enter zeroes in all of the
candidate fields listed in each party tab.
Note: the worksheet will show as not balancing when it is printed.

EMS81-WKSHEET Headquarters Ofﬂclal Count Worksheet
Number o1 Balbt Pa. mnvw(mmd-mcm
Veting Pisce 01-A405 Votes Allowed for Party Only - Auckland Central bl - L) 320
| s Pona»m\'mn:h‘ ) o]
Electorstes for the e Ballot P apers Auckland Central | x:;?;‘;:::x-:‘:wwimtmmkml 3 20
[ Py 220
v 3 'y " . TOTALS
Py Vs [25] 1030/ 5 |s025]/501 /5 [25[10 @ ONB 15| 20 (5] 15 |20 [320

l
“HEEE

5.3  FINALISING THE VOTING PLACE C:(‘)U‘N‘"TS

T
| 'T
._-.. ! |
o N

When the results have been entered into EMS and confirmed, the voting place counts need to be

finalised.

Step | Instructions
The EMS82-CERT'must be signed and dated by the:

e EM, PE'Manager or OC Process Leader, and
e _lustice of the Peace.

2 Photocopy the EMS82-CERT.

3 '-‘i(eep the photocopy of the EMS82-CERT on file for the end of the day.

Put the original EMS82-CERT and the original printed and hand-written EMS81-WKSHEET

forms into the P4 envelope for the count.

5 Put the P4 envelope into the ballot box.
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6 QUALITY ASSURANCE AND MONITORING

6.1 REASONABLENESS CHECKS

The EM must perform reasonableness checks regularly throughout the official count period to ensure
that the:

e results have been entered into EMS correctly
e the count is progressing in accordance with the deadlines. Q(L

6.1.1 Electorate detail report

The Electorate detail report is used during the official count to check that the results beic’}ctered
are reasonable. It is similar to the report used on Election Night. \>

Step | Instructions

\U
1 From the menu select Results - Electorate Detail. 5\\
Check the report to ensure that:
e results have been entered against the correct @ ace and phase
2 e results are as you would reasonably expect, i :ﬁc result is generally in line with the
others
e the number of Candidate and Party tot%tes are the same
If any results require further investiggt@
3 e write a brief description of stue
e attach the descriptionto t S82-CERT for the appropriate count
e investigate the issue.
: NS o
4 If any corrections are n , follow the process in section 7.7.
£

>\
6.1.2 Official count a&tion Night vote comparison report

Step | Instructions
w

1 Fronéé-enu select Reports — Official Count and Election Night Votes Comparison.

Use the report to check:

e whether variance between the preliminary and official counts is more than 5 votes
e if votes for any candidate or party appear to have been misplaced in the official count
e if votes for any candidate or party are consistently changing during the official count.

The report can be:
e run on the candidate or party votes

e run with a chosen variance (default is 10)
e either shown onscreen (HTML) or downloaded as a csv file (opens in Excel).
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6.2 END OF DAY PROCESS

At the end of each day the Justice of the Peace is required to certify the progress of the count.

Does what...
Prints a fresh copy of the:
e Official results notification form (EMS82-FINAL) for the ‘
1 Data entry operator home general electorate '-1/
e Partial official results notification for Maori electorate ct)
(EMS82-MAORI) for each Maori electorate that your Q
electorate issued ordinary votes for (see section K)
e Attaches the photocopies of the EMS82-CERT fr@ ch of
the counts conducted during the day to the priate
EMS82-FINAL or EMS82-MAORI.
2 OC Process Leader .
I S5icns and dates t er and has the
Justice of the Peace sign as t ess.
e Writes the following on \EMSSZ-FINAL and EMS82-
MAORI: “This is my ¢ te under section 178(9) of the
3 Justice of the P Electoral Act (1993)'s ing progress of the count, for
ustice of the Feace [electorate the.co relate to] on [date] and the voting
places cou‘n@my presence”.
e Signs Ebefe‘ cate.
o
a ocp Lead e File @ocumentation in a folder marked “End of Day”
rocess Leader @; ovides it to the EM.

6.2.1 EMS82-FINAL and EMS&,@A@%(I

Follow these instructions toéc EMS82-FINAL or EMS82-MAORI.

Step | Instructions

1 From the menu select Results
the mep

SeI@Qler:

(&) "EMS82-FINAL Official Results Notification Form
2 " e EMS82-MAORI Official Count M3ori Electorate Partial Results Certificate.

If you are printing EMS82-MAORI, select the Maori electorate you want to print the
certificate for from the dropdown.

3 Select Print. Print a certificate for each Maori electorate you’ve taken ordinary votes for.
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7 EXTRACTION AND ADJUSTMENTS TO THE OFFICIAL COUNT

7.1  OVERVIEW

Official count adjustments may be required when:

e acounting error is identified during reasonableness checking (see section 6)
e avote is extracted as a result of a post-writ change (see Chapter 27 — Post-writ changes)
e avote is extracted as a result of a dual vote investigation (see Chapter 26 — Dual votes

)
When you need to change an official count result, it must be updated in several places and si@%}

by the JP and the EM. \
O

e When a vote is subject to a post-writ transfer the party vote must be coum but the
candidate vote must not. So that the voting place count still balances, the vote must be
completely removed from the count and added to the “Party v @y " count.

e When a vote is disallowed because of a post-writ deletion or %«Jte investigation,
both the party and candidate votes are disallowed. On theg%é place count, the vote is

The reason for extracting the vote determines how it is treated:

added to the number of disallowed votes and subtract the party and candidate
counts.

7.2 TIMING \‘(\

Extraction of any ordinary votes from a count beca @»a dual vote investigation or post-writ
change will be done after the official count of ordi votes is complete. This is to reduce the
number of times a ballot box is accessed duri \e post-election period. This process should be
completed by midday Friday E+13.

Special votes are usually extracted du@ special vote processing before they get to the count.

7.3  ROLES AND RESPONSBI I$

People who have worked on dual vote
Provide extraction@s Dual Votes Process Leader | investigations should not be involved in
extraction
<
Ext OC Process Leader Should not see the content of dual vote
xtra s . .
Capable official count staff | investigation files
N 01
N
@ate documentation | EM and JP
Adjust official counts in Should not see the content of dual vote
Data entry operator . o
EMS investigation files
Checks updated EMS
OC Process Leader
worksheets
Put ballot papers on EM or Dual Votes Process The ballot papers should be kept folded,
dual vote files Leader so the vote is not seen.

Chapter 29 — Official count 33



7.4  MATERIALS REQUIRED FOR EXTRACTION

For each voting place that you are extracting votes from, you will need the relevant:

P3 envelope(s)
P4 envelope
EMS81-WKSHEET
EMS82-CERT.

SV
O

e The dual vote and post-writ extraction lists, sorted by voting place (2 copies)
e Dual vote and post-writ deletion case files \
e Folder marked “Extracted votes” C)
* I Q
7.5 EXTRACTING VOTES s\\)o

The OC Process Leader and trusted and capable members of their tea ct votes from the official
count. Process one voting place at a time.

Instructions

Use the dual vote and post-writ extraction lists totidentify the voting places that require
ballot papers to be extracted from the counto}

'\v
For each voting place where one or n@ges need to be extracted:

e getthe P3 envelope(s)

e place the ballot papers @he counting table.

oS

e C(Clearly write all th&@l\ot paper number(s) you are looking for on an A4 piece of
paper. You may‘need to photocopy this, so everyone can see it easily.

e Either shin t from underneath the ballot paper to see the number or carefully
lift the ickers on each ballot paper until you find the paper(s).

° Replie{ﬁ stickers on all other ballot papers.

>
Take t allot paper, folding it in half to hide the votes as much as possible, and putitin a
fﬂ&j@' ed “extracted votes”.

When all ballot papers have been extracted from a count:

put the remaining ballot papers back into the P3 envelope

date and sign the sticker and ask the JP to witness it

Provide the extracted ballot papers and corresponding P4 envelope to the EM to complete

the steps in section 7.6.
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7.6 UPDATING DOCUMENTATION

The EM updates the official documentation with the Justice of the Peace as witness.

Step | Instructions
Open the P4 envelope and remove the EMS81-WKSHEET and EMS82-CERT.

For each of the ballot papers extracted, use the M71-INVEST or M72-POST to identify the
change required to the official count. Update the EMS81-WKSHEET as follows, using a red ‘I'L

C§t>
N

pen.

For post-writ transfers:

e write the number of post-writ transfers in the “Minus Post-writ transfers”és\
e subtract this number from the “Total Ballot Papers Used”. ?\

For example, if there was 1 post-writ transfer, make this change to th@f the
*
EMS81-WKSHEET: 5\\

-~ &
Number of Ballot Papers Used (sum of column C from

102
Form G)*

Minus Post-writ Transfers / | K
o -
Total Ballot Papers Used / @
‘r\

Minus Ordinary Votes Disallowed (including Du: (
Votes) ’: :E f

o\
Minus Spoilt Ballot Papers (sum of column IZ)K x

Form G)* 2

Total Votes O N qu /

@ o

AN

Next, check how the V{tzx\arked their ballot paper, and adjust the worksheet

36

PARTY
E; N 03064 Eleckorde Explanation
This vole decides e s seats which hawing Poed This vote decidos the candidate who will be
each of the parties low will have In OFFICIAL MARK 5!«;00 Member of Parllamant for the
Partlament. Vgte by atick In the clicle HARIU ELECTORATE.
Immediatel the parly you choose. Vote by putting a tick In the circle Immediately
before the candidate you choose.

Vote for only one party Vote for only one candidate

5

ool Qb ol

HERITAGE PARTY

FREEDOM PARTY
NZ GARDEN PARTY

NEVERLAND PARTY

LIBERTY PARTY

BUSINESS PARTY

CHATHAM ISLANDS PARTY

REFORMIST PARTY

POROTAKA PARTY

CIVIC PARTY

FREE TRADE PARTY
NIMBUS PARTY
TAHARANGI! PARTY

WORKER'S LEAGUE

Continued on next page
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Instructions
On the EMS81-WKSHEET:

e inthe “Party Votes” row, adjust the votes for the appropriate party
e inthat party’s column, adjust the candidate counts for the appropriate candidate.

Add the ballot paper to the “Party vote only” count and adjust that count accordingly.
In this example, you would reduce the number of votes for the Reformist Party by 1 vote, d

¢
N

and the number of votes for Caspian Hook, in that party’s column, by 1 vote.

Number of Ballot Papers Used (sum of column C from 102
Form G)*
Minus Post-writ Transfers l ( \'
Total Ballot Papers Used » 0] v
Minus Ordinary Votes Disallowed (including Dual
Votes) Q
Minus Spoilt Ballot Papers (sum of column D from )
Form G)* 2
Total Votes m Q9
Informal
Votes TOTAL!
6 3 | 29 \(l 2 l 1 4199
\\
0 1 1 0 0 1
1 0 1 0 of 5
N
4 0 0 0 1 8
A0

0 of 7 % 1 ¢ 1131 2%

o 0 3 0 ‘ s\ o 10

0 0 1 o| = 0 3

0 0 0 ~\&) 0 0 1

-
0 0 15 \\ 1 0 2 25
0 2 0 0 0 3
s N
1 0 A‘@ 0 0 0 2 | Informal Votes
6 E{Ni&z 2 1 4| 99 Mg | Candidate Vote Totals
AN\ —
0 \3‘ 0 0 0 0 0
Q)

7‘ post-writ deletions or dual votes (collectively known as votes disallowed):

e write the number of disallowed votes in the “Minus Ordinary Votes Disallowed”
3 field
e subtract this number, along with any spoilt ballot papers (in the next field) from
the “Total Ballot Papers Used” to obtain the “Total Votes”.
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Instructions

Number of Ballot Papers Used (sum of column C from

Form G)* 102

Minus Post-writ Transfers

Total Ballot Papers Used //ff-\

Minus Ordinary Votes Disallowed (including Dual / ‘

Votes)

Form G)*

Total Votes \ \OL q q
p— O

On the EMS81-WKSHEET: Q E

e inthe “Party Votes” row, adjust the votes for the appropriate @
e in that party’s column, adjust the candidate counts for the@riate candidate as

shown in Step 2 above.

Minus Spoilt Ballot Papers (sum of column D from (

Fold the ballot paper roughly in half, with the ballot paperk®r showing and put it in the
dual vote or post-writ deletion file.

Note: any disallowed Maori electorate ordinary bJ\: ers are retained by the general

electorate. Advise the Maori electorate(s) that\ ve extracted the ballot paper(s).

e Return all dual votes materials in thel o National Office ie do not return the
ballot paper(s) to the Maori ele (see Chapter 26).
e Return any Maori electorate it deletlon files with your electorate’s Clerk of the

House materials, as part of he pletion process (see Chapter 30).

Provide the amended EMS81QSHEET to the data entry operator and have the results
updated on the “Official esults Entry” screen in EMS (see section 7.7).

5 Print an updatedKl‘b&-WKSHEET and EMS82-CERT (see section 7.7).

Nt
On the bot@the updated EMS81-WKSHEET write:
a

o thed and time

. n for the change
% ur initials.
€ o For the post-writ transfer example given above, this would look like:
2/\0[23 12 hspm
Post-writ cha

PWT ballst # 13604
2

Staple the original EMS81-WKSHEET to the back of the updated EMS81-WKSHEET.

Continued on next page
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Instructions

Ask the EM and JP to sign the new EMS82-CERT.

Photocopy the updated EMS82-CERT and staple the original to the back of the updated

EMS82-CERT.

Put all original and amended forms back in the P4 envelope.

11

Put the photocopy of the EMS82-CERT in your daily folder until the end of the day. \g

<

12

Return the dual vote and post-writ files to the Dual Votes Process

) X
Leader. v~C)

38
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7.7 ADIJUSTING OFFICIAL COUNT RESULTS IN EMS

A data entry operator updates the official counts in EMS.

7.7.1 Updating post-writ transfers

Instructions

Step

From the menu select Results — Parliament Vote Entry and select the voting place, (
electorate and phase you need to make a change to. fL

Resuts > Parliament > Pardiament Vote Entry > Results Entry \b

01-002 Alexander District Center, 104 Auckland Main Street, Auckland v : 01 Auckland %AV 1)~ i
|
|

Number of ballot papers used
(No. of ballot papers minus post-writ transfers)

votes dis: (Post-writ and dual votes)

On the Party Votes tab, change the “Number of ballot pape " to reflect the changes
made on the EMS81-WKSHEET. Select Save

A warning message will show that the total does o@"c&ch the total party votes counted.

EMS81-WKSHEET Headqpa \fﬂclal Count Worksheet

Numbar of Baliot Papers Used (sum of

60-A201 Brooklyn Community 00!&9 on Street. cotumn C frem rorm 67 2
Brooklyn

Minas POSEwL Transfers 3 £
\ Tote Sslot Papers Used 2o 1‘29
Flectorate for thees Rallot Papere Wellington Central O Winus Ordinary Votes Lisaliowed g

lincluding Dual Votes)

Minus Spoilt Daliot Papers |sum of column
D from Form Gy*

Total Votes — 1_-23 |

* For advance voles, fefer (0 equivalent number on F@m Form B

&

Party
Party Votea

Informal Vetes
L9928 | condadete vote Totala

3
3
Blo|a|B8

Blo|mw|®

1O

A ERROR: Tetal Ballot Papers Used' is less than 'Party Votes + -

Ordinary Votes Disallowed + Spoilt + Not Returned Votes'

(3 o pars i s )
oy e st e et Co—
Spait ballo papers o |
Baliot papers issued & not retumed o

Continued on next page
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On the Party Votes tab, change the number of party votes for the party that has had their
count reduced and select Save. The tab for the party that no longer balances will show red.

EMS81-WKSHEE

60-A201 Brooklyn Communit
Brooklyn

Electorate for these Ballot Papers Wellington Central

* For advance votes, refer to equivalent number on Form A or Fc \ b

- X
Party Votes _ 2 ?S)
- 3
e N O
Candidate Vote Totals 59 — \ @

— &

Difference To Party Votes

\\ Ballot papers issued & not returned \ o
@ Party Votes (from EMS11-P) \\

On t@‘e{evant party tab, change the number of candidate votes to reflect the new totals.

umbers should now all balance and the tabs should all be green.
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7.7.2 Updating disallowed votes — post-writ deletions and dual votes

Instructions

From the menu select Results — Parliament Vote Entry and select the voting place,

electorate and phase you need to make a change to.

On the Party Votes tab, enter the number of ordinary votes disallowed as shown on the
EMS81-WKSHEET and select Save.

|
EMS81-WKSHEET Headquarters Official Count Worksheet

60-A201 Brooklyn Cc y Centre, 18 Harri of column C from Form Gy o 1%

Number of Batot Papars Uacd (sum
Voting Place 5

|
Street, Brooklyn Minus Post-writ Transfors h\

Total Baliot Papars Used

1.
Electorate for these Ballot Papers Wellington Central Minus Ordinary Votes Disallowed 1)
Le— C
-~ ( )
-

(inchsding Dual Untes)

Minus Spoilt Ballot Papers (2um of

* For advance votes, refer to equivalent number on Form A or Form B SORERR Do Form OF

B
5 a—

Informal
Party Votes 58 | 20 0 % 2 " Q\ e 192
N
22 et 0 10 10 0 15 5 \0'10_9«9-
» 0 10 o 10 s nv 0 8
Informal Votos » [} 0 o 0 A 0 0 | Informal Votes
Candidate Vote Totals 58—t ) 0 30 30 2 ( 10 0 [19Rrs6-| Canclidate Vote Totals

NS 7
& b ]
A
A ERROR: Total Ballol Papers Used' Is less than * r |
Party Votes + Ordinary Votes Disalowed + Spoit+ &
Not Retured Voles® \
. C
Hamber oot papers g 9 N (00 ]|
hd
s =)
e o
n-“ &not retumea O

AN
P e d

"\
On the Party Vo , change the number of party votes for the party that has had their
ab for the party that no longer balances will show red.

count reduced:

@- 7

Continued on next page
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On the relevant party
tab, change the number
of candidate votes to
reflect the new total.

The numbers should now
all balance and the tabs
should all be green.
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8 FINALISING THE OFFICIAL RESULTS

8.1 WAIT UNTIL NATIONAL OFFICE INSTRUCTS YOU TO START

You must wait until National Office instructs you to complete partial Maori electorate or final general
electorate results certificates. If you do this earlier, you will be asked to complete them again.

You many need to adjust and recertify counts right up to when dual vote investigations have been ('1/
completed. Cb

D

When all EMs have confirmed in EMS that they have completed special vote processing, Nati&!@
Office will do reasonableness checks, including comparing special vote and post-writ delef’%records
between electorates to identify any apparent dual votes.

When National Office is satisfied that all results are in order, you will be instruct text to certify

your final results. .\O

Therefore you will need a JP to be available right through to the end of Iésﬁicial Count period.

8.2  PARTIAL RESULTS FOR OVERSEAS VOTES (\&
N

Overseas, dictation and remote location votes for all electxl?s will be processed and certified by
the Centralised Processing team (CPT) at National Office, When instructed by National Office, CPT
will provide the partial certificate and any additiona@uctions to each electorate.

)
8.3  CERTIFICATION PROCESS s\\

7N

Once the official counts of votes from each Voting place, voting team and special vote processing
unit, including party vote only votes; ompleted, you must certify the final results totals for your

electorate. Certification involves main steps:

1 National OffiQ performs reasonableness and duplicate checks
8\
NV certify official ordinary vote counts for Maori
2 Ger@edorate EMs electorates (EMS82-MAORI partial results
@ certificate)
3 @ electorate EMs certify final official results (EMS82-FINAL)

Q&se steps involve coordinating with JPs, other EMs and National Office. It is important that the
steps are followed in order and at the right time.
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8.4 RESOURCES

To certify the official count you need:

the Official count and Election Night votes comparison report (see 6.1.2)
the Electorate detail report (see 6.1.1)
EMS82-FINAL Official results notification form (for your general electorate, and the Maori
electorate if you are the Maori electorate EM)

e EMS82-MAORI Official Count Maori electorate partial results certificate for each Maori (1/
electorate that you have counted votes for %

e EMSB82 partial certificate for overseas votes. '\%

8.5 CERTIFYING PARTIAL RESULTS FOR MAORI ELECTORATES (}‘\.
e

General electorate EMs must complete the: E

e official count of Maori electorate(s) ordinary votes taken in their. \@g places by
Wednesday (E+4) %

e reasonableness checking and task confirmation of the Ma '@ctorate(s) ordinary votes
in EMS by noon on Thursday (E+5), and

e print partial official results certificate(s) for Maori Iéate(s) when instructed by
National Office (plan for Monday E+16). g

Note: If these deadlines are missed, you will hold up ow s.

(A
Step | Instructions

By noon on Thursday E+5

Complete all Maori electorate o @ vote official counts.

Conduct reasonablenessQ@) investigate any unusual results and correct any errors.
Al

When you are satisfi :IE( the results are correct, confirm that the partial official count of

t@ complete via EMS task confirmation by noon on Thursday (E+5).
a

Maori ordinary

Print t 1S82-MAORI Official Count M3ori electorate partial results certificate for your

ho%ari and any shared Maori electorates (see section 6.2.1).
3
N?

gn'the certificate(s).

\"4
Ask the JP who was present during the count to sign the certificate(s).

Scan the certificate(s).

Email a copy of the certificate(s) to the EM for the Maori electorate(s).

Attach a copy of the certificate(s) to the appropriate task in EMS task confirmation.
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8.6  CERTIFYING THE FINAL RESULTS

The EM who counts the votes must certify that the results entered into EMS are correct, and each
EM must certify the complete and final result for their home general electorate. You cannot certify
the final result for your electorate until all the results that contribute to it are finalised and certified
ie all dual votes cases are resolved and the overseas votes count is complete.

Maori electorate EMs will receive and check partial results certificates from general electorates and
will sign off the final certificate for the Maori electorate. (L

Each certificate must be signed by the EM and the JP who was present while the votes were z@

For votes counted in one electorate for another electorate eg, Maori ordinary vote coun@he result
must be certified by the EM and JP in both electorates. ?\

Use these instructions to certify your final results. OQ

2>

Step | Instructions

1 Complete all ordinary vote official counts. CSK
2 Complete all dual vote investigations. Q
A N
3 Complete all special vote official counts. « @
~
>

4 Conduct reasonableness checks, invg&&e) any unusual results and correct any errors.

NN\
: When you are satisfied that t rg‘?ns are correct, confirm that your official counts are

complete in EMS task co. on.

Wednesday (E+18) morn o discuss what to do.

National Office then com% g duplicate check. If they find a dual vote, you will be contacted on

Step | Instructions

When instructed by National Office (plan for Wednesday E+18):

e Official Results certificate (EMS82-FINAL) for your electorate (see section 6.2.1).

%heck that the partial results certificates for the overseas vote count, matches the results
on your EMS82-FINAL

Sign the certificate.

Ask the JP who was present during the count to sign the certificate.

Scan the certificate.

Attach a copy of the certificate to the appropriate task in EMS Task Confirmation.
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8.7 CHANGES TO A COUNT AFTER THE FINAL RESULTS HAVE BEEN CERTIFIED

If you make a change to any count in EMS after certifying the Official Results certificate, the result
must be certified again. National Office must give permission to do this.

8.8 DECLARING THE RESULTS

The Chief Electoral Officer will formally declare the results of the official counts by publishing them in
the Gazette and will make any comments needed about progress and the results.

EMs and their staff must not make any public statements or comments to media or others about the
progress of the official count or results.
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