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Introduction: Infection Opportunities in an Election1 
 

 
Despite the Pandemic, the safe and effective conduct of free and fair elections is a 
crucial aspect of democracy.  This guide aims to enable elections to be conducted as 
safely as possible. 
Elections present multiple opportunities for transmission of Covid, of varying risk. 
These are summarised below, alongside key strategies. 
Encouraging as many people as possible to register for postal voting should be a 
primary strategy to reduce numbers of in-person voters. 
 
 
 

 

1 Sources: Hertfordshire County Council Public Health Dept 
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Aspect of 
Election 

Infective Opportunities Key Strategies 

Back office work 
(e.g. preparing 
and sending out 
postal votes) 

Inadequate social distancing 

Poor cleaning and disinfection 

Inadequate personal hygiene 

Poor ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

 

Briefing of 
Candidates and 
Election Agents  

Inadequate social distancing Remote Briefing 

Postal Vote  

i    Loading 
 

ii.  Return, 
opening and 
Counting 

Inadequate social distancing 

Inadequate cleaning and 
disinfection 

Inadequate personal hygiene 

Contaminated incoming papers 

Poor ventilation 

Covid Risk Assessment for 
sites 

 

Training of – 

i.   Presiding 
Officers and 
Polling Staff; 

ii.  verification 
and counting 
staff 

Inadequate social distancing 

Inadequate cleaning and 
disinfection 

Inadequate personal hygiene 

Poor ventilation 

Remote Training Briefing 

 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

Collection 
and/or delivery 
of Ballot Boxes 
to Polling 
Stations 

Inadequate social distancing 

Inadequate cleaning and 
disinfection 

Inadequate personal hygiene 

Contaminated boxes and papers 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

 

In Person 
Polling Stations 
(Staff) 

Inadequate social distancing 

Inadequate cleaning and 
disinfection 

Inadequate personal hygiene 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  
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Contaminated boxes, papers, 
polling booths, furniture, writing 
equipment, IT, kettles etc. 

Poor ventilation 

In Person 
Polling Stations 
(Voters) 

Inadequate social distancing 

Inadequate cleaning and 
disinfection 

Inadequate personal hygiene 

Contaminated boxes, papers, 
polling booths, furniture, writing 
equipment etc.  

Poor ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites and in 
particular: 

• Encourage electors 
to bring own 
pen/pencil but where 
required 

• Supply of single use 
pencils for voters to 
be available 

• Where possible 
maintain long 
queues outside the 
polling venue 

• Where required 
appoint additional 
staff to guide 
electors and control 
queues 

Returning 
Officer, Deputy 
Returning 
Officer and 
Polling Station 
Inspectors visits 
to Polling 
Stations 

Inadequate social distancing 

Inadequate personal hygiene 

Poor ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

Election Agents 
and Candidates 
visits’ to Polling 
Stations 

Inadequate social distancing 

Inadequate personal hygiene 

Poor Ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

 

Tellers at 
Polling Stations  

Inadequate social distancing 

Inadequate personal hygiene 

Candidates/Election Agents 
notified in advance that 
Tellers at all venues must 
remain outside. 
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Ballot Box and 
papers sent for 
secure storage 
prior to count (if 
required) 

Contaminated  Delay commencement of all 
votes verification and 
election counts at least 
24hours 

Ballot Box, 
packets and 
sack delivery to 
Counting 
Venues 

Inadequate social distancing 

Inadequate personal hygiene 

Contaminated Box, and/or 
packets/sacks 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

 

Return Delivery 
of papers  to 
local authority 
officers or 
allocated venue 

Inadequate social distancing 

Inadequate personal hygiene 

Contaminated Box 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

Counting 
Venues 
(Counting 
Processes and 
Staff)  

Distribution of contaminated ballot 
papers from sealed ballot boxes 

Inadequate social distancing 

Inadequate personal hygiene 

Inadequate cleaning and 
disinfection 

Poor ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

Delay commencement of all 
votes verification and 
election counts at least 
24/48 hours 

Counting 
Venues 
(Election Agents 
and 
Candidates) 

Inadequate social distancing 

Inadequate personal hygiene 

Inadequate cleaning and 
disinfection 

Poor ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

 

Counting 
Venues (Press 
and Media) 

Inadequate social distancing 

Inadequate personal hygiene 

Inadequate cleaning and 
disinfection 

Poor ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites  

 

Counting 
Venues 
(Refreshments 

Inadequate social distancing Covid Risk Assessment 
and Standard Operating 
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and staff 
welfare) 

Inadequate personal hygiene 

Inadequate cleaning and 
disinfection 

Poor ventilation 

Procedures for sites and in 
particular: 

Refreshment and Rest 
Rooms not available  

Historically water provided 
(still will be) but give notice 
everyone to bring their own 
refreshments 

Counting 
Venues 
(Refreshments 
and 
candidate/agent 
welfare areas) 

Inadequate social distancing 

Inadequate personal hygiene 

Inadequate cleaning and 
disinfection 

Poor ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites and in 
particular 

No refreshment provision or 
dedicated social space 
provided 

Historically tea/coffee 
opportunity provided but 
give notice everyone to 
bring their own 
refreshments 

Counting 
Venues 
(Adjudication of 
doubtful Ballots) 

Contaminated ballot papers 

Inadequate social distancing 

Inadequate personal hygiene 

Poor ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites and in 
particular 

Make arrangements to 
share image of doubtful 
papers with 
candidate/election agents 

Pre declaration 
of result 

Inadequate social distancing 

Inadequate personal hygiene 

Poor ventilation 

Covid Risk Assessment 
and Standard Operating 
Procedures for sites and in 
particular 

Candidate 
Declarations 

Inadequate social distancing 

Inadequate personal hygiene 

Inadequate cleaning and 
disinfection 

Poor ventilation 

Limit declarations to RO 
masked announcement no 
opportunity for candidate 
thanks you speeches etc.  



Hertfordshire – Guidance for Covid Secure Elections 2021 
Version 4 (Final) 

Page 8 of 39                                                                                      Version 4 (Final) 

 

Vulnerable Staff Inadequate social distancing 

Inadequate personal hygiene 

Inadequate cleaning and 
disinfection 

Poor ventilation 

Covid risk assessment of 
vulnerable staff 

Emergency 
Situation – 
unwell 
individuals 

Inadequate social distancing 

Inadequate personal hygiene 

Inadequate cleaning and 
disinfection 

Poor ventilation 

Dynamic Covid Risk 
Assessment to be 
undertaken 

Training in dynamic risk 
assessments to be 
provided to relevant 
personnel.  
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Election Covid-19 Secure Co-Ordination 
 

It is recommended that: 

1. Every Returning Officer should nominate a person to the Elections Project 
Board who has experience in COVID risks and controls to advise and oversee 
the risk assessments for and preparation of COVID-secure elections 
 

2. The Presiding Officer will be responsible for ensuring the COVID controls at 
Polling Stations identified in the COVID risk assessment are being 
implemented.  Returning Officer/Deputy Returning Officer and Polling Station 
Inspectors to reconfirm risk assessment controls are being implemented at 
every visit 
 

3. The Presiding Officer be responsible for deciding if an area(s) of a Polling 
Station should be temporarily isolated to ensure an adequate cleaning and 
disinfection regime is undertaken in the advent of someone having a coughing 
or sneezing fit or becoming unwell in the Polling Station. 
 

4. Every Count Centre should have a Covid secure lead that will be responsible 
for advising the Returning Officer of the suitability of the Covid-19 risk 
assessment and the implementation of the Covid-19 controls before, during 
and after the count to the point the Counting Centre is handed back. 
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Key Communications Messages 
 

Conducting a Covid secure election needs clear communications.  Below is an initial 
checklist of which audiences need which messages.   

Audience Which Messages How When 

Returning Officer 
and Election staff 

Covid-19 Secure 
controls. 

Their responsibilities 

  

Postal Vote issuing 
and opening staff 

Covid-19 Secure 
controls. 

Their responsibilities 

  

Voters Register to vote by 
post 

  

Vote Covid-19 
Secure 

  

If you’re unwell, 
register for postal 
vote 

  

Polling Station Staff Their responsibilities   

Conducting a safe 
polling station 

  

If you are unwell   

How to handle an 
infected or self-
isolating voter 

  

Polling Station 
Inspectors 

Covid-19 Secure 
controls. 

 

  

Polling Station 
Tellers 

Covid secure 
behaviours at 
Polling Stations 
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Political Agents and 
Candidates 

Covid secure 
behaviours at 
Briefings, 
Nomination 
arrangements, 
including informal, 
Polling Stations and 
Count 

  

Counting Agents  Covid secure 
behaviours at the 
Count 

  

Count Staff Your roll in a Covid 
Secure Election 

  

Police Officers Covid-secure 
arrangements at 
Polling Stations and 
the Count 

  

Press and Media Covid secure 
behaviours at the 
Count 
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A. General Infection control measures  
 
Covid-19 control measures can be grouped into the following main categories: 

• Social Distancing 

• Cleaning and Disinfection 

• Personal Hygiene  

• Tracking Contacts 

Control measures apply to the following 

• Candidate and Agent Briefings 

• Nomination administration 

• The Poll 

• The verification and the count  

B. Communication with Voters prior to Polling Day 
 

i. Communication Plans to be devised for voters and the public to address the 
current public health situation e.g. Providing reassurance that polling 
arrangements reflect public health advice, in relation to social distancing 
measures, cleaning and disinfection, personal hygiene (face coverings, hand 
hygiene) and tracking arrangements. 

 
ii. Communication Plans should be kept under review to ensure they are current 

and reflect national and any local public health measures. 
 

iii. Information regarding the different methods of voting should be readily 
available to voters, including: 

a. Postal and proxy voting  
b. How to apply for proxy and postal votes 
c. Deadlines for submitting applications for proxy and postal voting are 

publicised widely. 
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C. Candidate Briefings and Nomination Arrangements 
 
C.1 Briefings 
 

1. All candidates, agents and political parties to receive the same information. 
 

2. This can be by on-line Virtual Live Briefings and/or socially distanced in 
person briefings. 
 

3. Arrangements in place for online briefings to be delivered virtually with 
facility to ask questions and receive answers. 
 

4. Subject to any GDPR requirements or restrictions, virtual live and interactive 
briefings (which can be recorded) to be offered to limit person to person 
contact. The recorded briefings to be made available online for candidates 
and agents to watch on demand at their convenience, with details of how 
follow up questions can be made. 
 

5. Socially distanced in-person briefings to be available to those who are 
unable to, or uncomfortable with, accessing online videos. 
 

6. The briefing venue and the briefing arrangements will be informed by the 
Covid-19 risk assessment. 
 

7. Candidates and agents to register their attendance of an in-person briefing in 
advance to allow a sufficiently sized venue to be identified. 
 

8. Review the lay-out of in-person briefing venues, to ensure that it can 
accommodate staff and attendees and social distance requirements. 
 

9. The risk assessment may identify the use of floor markings, adoption of a 
one-way system in and out and around the room/venue. 
 

10. Remind staff, candidates and agents to be aware of the symptoms of 
coronavirus and that they should not attend an in-person briefing if they are 
unwell, symptomatic with COVID-19, a confirmed case or a contact who is 
self-isolating. (See appendix for Contact definition). 
 

11. If in-person briefings to take place they can be by: 
a) Holding multiple, smaller sessions with numbers limited in line with. 
b) Using larger venues to ensure that social distance can be maintained 

by staff and those attending. 
 

12. Infection control measures can include, but are not limited to: 
a) The area to be well ventilated wherever possible – See Appendix for 

ventilation requirements. 
b) Clean and disinfect venue for briefings. 
c) Detailed cleaning schedules to be produced showing what requires 

cleaning and their locations such as - frequently cleaning high touch 
surfaces, seating areas, desks, tables etc. method and frequency of 
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cleaning, cleaning chemicals and cleaning equipment to be used and 
who is responsible for the tasks and for monitoring. Template can be 
provided.  

d) Access to hand washing facilities (where possible) and placing hand 
sanitising dispensers at entry and exit points, on desks and tables and 
in prominent locations throughout the venue. 

e) Provide additional respiratory etiquette supplies such as tissues and 
lined waste containers. 

f) Request attendees to do a self-assessment before or at arrival to 
ensure individuals are not attending who are experiencing cough, 
fever, shortness of breath, who feel unwell, or have been in contact 
with someone in the last 10 days who is infected with Covid-19. 

g) Requiring attendees to wear face coverings whilst inside the venue, 
unless exempt. 

h) Remind attendees of good hygiene practices and social distancing by 
displaying notices. 

i) Have a system in place to track all those attending a briefing and 
record the contact details of all those present at each briefing session 
to maintain a clear audit trail of attendance. 
   

13. The opportunity at the briefings can be taken: 
a) To outline the arrangements for collection nomination packs – see 

below 
b) To explain the benefits of requesting an appointment to hand over 

nomination papers.   
c) Request, that where possible, only one person should deliver the 

nomination papers.  

C2 Nomination Packs 

1. Candidates and agents encouraged to access nomination packs 
electronically. 
 

2. If candidates do not have internet access or access to a printer, arrangements 
to be put in place for collection, by appointment or delivery at a pre-arranged 
time, and for social distancing to be maintained.  
 

3. Delivery arrangements can also support those who are vulnerable or self-
isolating due to infection or contact with someone who is infected.  
 

4. Details of all of the options for accessing a nomination pack during briefings 
and through other key communication channels, such as the notice of 
election. 
 

5. Additional information that may be helpful can be included within the 
nomination pack, to inform candidates and agents about any special 
arrangements or amendments to processes due to Covid-19 e.g. the provision 
of a hard or electronic copy of any candidate and agent briefing presentations.  
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C3 Collection of Nomination Packs 

1. Supply of nomination packs, electoral registers and advice remotely is the 
safest option including nomination papers and guidance provided via links to 
the Electoral Commission’s web site; electoral lists via secure transfer to the 
eligible candidate/election agent.   
 

2. However recipients would need to print and complete the nomination papers 
fully, including wet ink signatures where required.  
 

3. If any candidate/agent is unable to undertake this requirement means for their 
collection of paper forms and lists must also be available.    
 

4. The location and method of collection of nomination packs will be informed by 
a Covid-19 risk assessment to ensure the safety of candidates and agents 
who are collecting nomination packs in person, as well as the election staff 
managing the process. 
 

5. The appropriate location(s) (this may or may not be the Council Offices) for 
the collection of nomination packs will need to take into account and be 
informed by the Covid-19 risk assessment: 

a) The estimated number of candidates who are expected to collect a 
hard copy. (Early engagement with, and feedback from, prospective 
candidates and political parties, will help to develop this estimate). 

b) There must be enough space to enable social distancing and could 
be a: 

• a reception area at the Council Offices 

• a separate room where those collecting papers could attend 
and await assistance 
 

6.  Infection control measures can include, but are not limited to: 
a) The area to be well ventilated wherever possible – See Appendix 

for ventilation requirements. 
b) Election staff to clean and disinfect the collection area/venue in 

accordance with the cleaning schedule for the area where 
nomination packs will be collected. 

c) Election staff requested to wash their hands and/or use hand 
sanitiser before and after any contact, including when handling 
paper.  

d) Election staff to wear face masks (IIR Fluid Resistant Face Masks). 
e) Detailed cleaning schedules to be produced showing what requires 

cleaning and their locations such as - frequently cleaning high touch 
surfaces, seating areas, desks, tables etc. method and frequency of 
cleaning, cleaning chemicals and cleaning equipment to be used 
and who is responsible for the tasks and for monitoring. Template 
can be provided.  
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f) Access to hand washing facilities (where possible) and placing 
hand sanitising dispensers at entry and exit points, on desks and 
tables and in prominent locations throughout the collection venue. 

g) Provide additional respiratory etiquette supplies such as tissues and 
lined waste containers. 

h) Request attendees to do a self-assessment before or at arrival to 
ensure individuals are not attending who are experiencing cough, 
fever, shortness of breath, who feel unwell, or have been in contact 
with someone in the last 10 days who is infected with Covid-19. 

i) Requiring attendees to wear face coverings whilst inside the venue, 
unless exempt. 

j) Remind attendees of good hygiene practices and social distancing 
by displaying notices. 

k) Have a system in place to track all those attending the collection 
venue and record the contact details of all those present at each 
briefing session to maintain a clear audit trail of attendance. 

l) Request that candidates, agents and election staff to maintain 
social distancing. 

m) Physical markers put in place to support social distancing. 
n) A one-way system for access and egress to be in place.  

 

C4 Informal checks of nomination papers 

1. Informal checks of nomination papers to be undertaken remotely and using 
video link where possible. (Any exchange of documents must be undertaken 
securely). 
 

2. Where candidates and agents attend for in-person informal checks this should 
be subject to a Covid-19 risk assessment. Controls may include:  

a) An appointment system to help minimise contact between 
individuals and to reduce the likelihood of queues forming.  

b) All offices used for carrying out in-person informal checks should 
have in place social distancing arrangements. 

c) Physical markers put in place to support social distancing 
d) A one-way system for access and egress to be in place  
e) Perspex screens will be provided to separate staff and 

candidates/agents 
f)  The area to be well ventilated wherever possible – See Appendix 

for ventilation requirements. 
g) Election staff to clean and disinfect in accordance with the cleaning 

schedule the area where nomination packs will be collected Hand 
sanitisers provided at the entrance and exit of the checking venue 
and next to any desk or table where people may be handing over 
paper documentation.  

h) Election staff requested to wash their hands and/or use hand 
sanitiser before and after any contact, including when handling 
paper.  

i) Election staff to wear face masks (IIR Fluid Resistant Face Masks). 
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j) Candidates, agents and election staff requested to maintain social 
distancing and to wear face coverings. 
 

C5 Delivery of nomination forms 

1.   Where remote pre-submission checks have been successfully undertaken 
delivery of actual nomination papers could be more safely arranged as a 
simple handover – candidate or agent to an elections officer outside the 
allotted Town Hall or office location. 
 

2.   Without the ability to undertake nomination paper pre-submission checks and 
subsequent simplified handover the location(s) for taking delivery of 
nominations will be informed by a Covid-19 risk assessment and should 
consider the following:  

a) The estimated number of nominations papers expected. 
b) Steps taken to minimise the risk of numerous candidates delivering 

nomination papers to the same place at the same time. This could 
be by operating and encouraging an appointment system for the 
delivery of nomination papers although the receipt of hand delivered 
papers without an appointment cannot be refused.  

c) Request, that where possible, only one person should deliver the 
nomination papers.  

d) The provision of a drop off desk/point for nomination papers so that 
the number of people entering the building is minimised and that 
they are socially distanced from each other and from receiving staff. 

e) Election staff to wear face masks (IIR Fluid Resistant Face Masks). 
f) Candidates, agents and staff requested to maintain social 

distancing and to wear face coverings  
g) Perspex screens will be provided to separate staff and 

candidates/agents. 
h) Have an alternative venue should the original location be 

unavailable or unusable, this could be a temporary structure in a car 
park. 

i) Any change of venue will need to be communicated to candidates 
and their agents. 

j) Social distancing must be achievable. 
k) Markers should be put in place that allow for socially distanced 

queues, and establish a one-way system for access to the venue 
l) The venue must be well ventilated.  
m) Hand sanitisers at the entrance and exit of the venue and next to 

any desk or table where people may be holding or passing over 
papers. 

   

C6 Inspection of nomination and home address forms  
 

1. The arrangements for inspection of nomination and home address forms and 
the rationale will need to be communicated to political parties, candidates and 
agents and provide reassurance that arrangements will allow inspection while 
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reflecting national and local public health advice. Consider the means and 
suitability to undertake such inspection via an on-line video link. 
 

2. Anyone inspecting nomination papers or home address forms must be able to 
do so safely, controls could include:  

a) The space used for inspection should enable social distancing and be 
well-ventilated.  

b) The provision of hand sanitisers at the entrance and exit of the offices 
and next to any desk or table where people may be holding paper 
documentation. 

c) Election staff supervising and those inspecting will be requested to 
maintain their distance. 

d) Election staff to wear face masks (IIR Fluid Resistant Face Masks). 
e) Candidates, agents requested to maintain social distancing and to 

wear face coverings. 
f) Perspex screens will be provided to separate staff and 

candidates/agents. 
g) A one-way system for access to the office space where inspection will 

take place will be in place. 
h) The implementation of an appointment system for inspection, to help 

avoid the risk of candidates and agents coming into contact with 
others.  
 

C7 The Electoral Register 

1. Those entitled to a copy of the electoral register to request to receive the 
register in electronic format and sent securely via encrypted email or using a 
secure data transfer site. 
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D. Polling Stations2  

D1 Pickup / Delivery of Equipment and Sundries  

1. Social distancing must be maintained, and appropriate personal hygiene 
measures put in place which can include: 

a) Allocating staggered time-slots for staff to pick-up the necessary 
materials to minimise the number of people present at any time 

b) Using a range of pick-up points for Polling Station materials 
c) Arranging the delivering of bulky equipment directly to Polling Stations 

in advance of polling day may assist in minimising the amount of 
people needed to attend other venues to collect materials 

d) If delivering equipment directly to Polling Stations, contractors used 
must demonstrate that their arrangements are in line with recognised 
and current COVID guidance.  

e) Hand sanitiser and face coverings are available for contractors making 
deliveries. 

f) There should be a process to enable any materials and equipment to 
be safely retrieved in the event that polling station staff drop out at 
short notice, having already collected the materials, e.g. agreeing a 
non-contact handover, taking cleaning materials to clean and disinfect 
any surfaces that could act as touch points and ensuring regular hand 
washing by anyone making contact with materials. 

g) Consider reducing risks of transmission and to provide some 
reassurance to staff with regards to the requirement to work continually 
for 15+ hours with someone who could be asymptomatic with 
increased risk for both staff and electors attending that polling station 
with pre-election Covid testing for: 

▪  Presiding Officers – prior to contact with or collection of their 
ballot box and equipment;  

▪ Poll Clerks and Inspectors - prior to polling day.  
h) Have a process in place for updating the absent voting lists with any 

emergency proxy appointments that are granted close to the day of 
poll.  

D.2 Collection and/or delivery of ballot boxes prior to the poll. 

1. Presiding Officers will collect their ballot box(es) at a predetermined venue at 
a pre-determined time. 
 

2. The ballot box(es) will be cleaned and disinfected immediately prior to the 
handover and again by the Presiding Officer on receipt  
 

3. The handover will be in a socially distanced manner. 
 

 

2 Sources:  US Centers for Disease Control, Government of Yukon 
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4. The Presiding Officer and staff requested to maintain social distancing and to 
wear face masks (IIR Fluid Resistant Face Masks). 

D.3 Polling Stations 

1. The overall suitability of a venue will be informed by a Covid-19 risk 
assessment (suggested template attached). Early assessment about the 
suitability of any venue being used for election activities, should be 
undertaken in order to identify any necessary adaptions.  
 

2. The choice of venue will be influenced by the anticipated number of people 
likely to attend a Polling Station at any one time and by local constraints on 
the availability of alternative venues and other relevant local factors.  
 

3. Ensure that any changes to operations due to Covid-19 controls do not limit 
accessibility to voters with disabilities. 
 

4. Polling Stations should not be at residential or nursing homes, long-term care 
facilities or senior living residences, to help protect older adults and those with 
underlying medical conditions from potential Covid-19 exposure. 
 

5. Polling Stations that are shared occupancy e.g. libraries, schools, village halls 
etc. should ensure that voters can be separated from other facility users e.g. 
poll staff, voters and visitors can use designated entrances, exits, and toilets 
that are separate from other facility users. 

Key factors to take into account in determining the suitability of 
each venue include: 

D4 Spacing requirements 
 

1. The Polling Station to be large and spacious enough to enable social 
distancing of at least 2 meters or more to be maintained during the set up and 
dismantling of the Polling Station and whilst it is open for those entitled to 
attend the Polling Station at all times. 
 

2. Whether floor markings (stickers or free standing) can be applied both inside 
and outside the venue to denote distancing requirements. 
 

3. Whether the Polling Station has multiple entrances and exits, to facilitate a 
one-way system. 
 

4. Whether one-way systems can be clearly identified. 
 

5. Whether social distancing in queues outside of the venue can be facilitated. 
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D5 Ventilation – see appendix for further details 
 

1. The Polling Station should be sufficiently well-ventilated with an adequate 
supply of fresh air and windows and doors can be propped open. 
 

2. Openable windows above ground floor should be provided with a window 
restrictor which can only be disengaged using a designated tool or key, to 
prevent falls. 
 

3. Increase circulation of outdoor air as much as possible, for example by 
opening windows and doors. 
  

4. If mechanical ventilation systems to be relied upon they should: 

• Operate properly and ensure that recent maintenance has taken place. 

• The system does not automatically reduce ventilation levels due to 
lower than normal occupancy levels. 

• See Appendix 2 for further details on ventilation.  

D6 Signage and information 
 

1. Display signs to turn away anyone with Covid-19 symptoms or those who 
have been identified as a close contact from entering the Polling Station.  
 

2. Signage to be accessible to voters with disabilities e.g.by providing large print 
or Braille versions or having audible messages with the same information. 
 

3. Signs to remind voters of the need to follow public health guidelines such as 
social distancing, the wearing of face-coverings and only entering if symptom-
free. 
 

4. Floor marking (stickers or free standing) identifying social distancing 
requirements. 
 

5. Floor marking (stickers or free standing) for one-way system. 
 

6. Signage for entry and exit points. 

D7 Cleaning 
 

1. Establish what cleaning protocols the building owner/occupier has in place 
prior to set up and occupancy and/or deep clean Polling Stations the day 
before the poll. 
 

2. Frequently cleaning and disinfecting throughout the day hand touch surfaces 
such as computers, tablets, desks, toilets, writing instruments, seating areas 
and desks outside of the ballot box. 
 

3. Detailed cleaning schedules to be produced showing what requires cleaning 
and their locations such as Frequently cleaning high touch surfaces such as 
computers, desks, washrooms, writing instruments, polling booths, outside of 
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the ballot box, seating areas and counters (including had contact points), 
method, frequency, chemical and cleaning equipment to be used and who 
undertakes.  
 

4. Polling Station Staff to be asked to double clean hand contact points (door 
handles, locks, flushing mechanisms, taps) after visiting the toilet using 
disinfectant wipes provided. 
 

5. After the Polling Station closes, clean and disinfect all facility areas and items, 
including tables, chairs, door handles, floors and toilets and any other areas 
used by polling staff. A separate cleaning schedule to be devised for this 
purpose. 
 

6. Clean and disinfect the ballot box(es) before they are moved into quarantine 
prior to the Count.  
 

7. The Returning Officer must ensure that after the Polling Station closes that 
there is a subsequent  clean and disinfection of all facility areas and items, 
including tables, chairs, door handles, and toilets and any other areas used by 
polling staff .  

i) Such a clean could be undertaken by the hirer of the [polling station or 
by contractors on behalf of the Returning Officer. 

j) A separate cleaning schedule to be devised for this purpose if need be. 
 

D8 Infection control measures  

Infection control measures include, but are not limited to: 

1. Treat every voter as potentially infected. 
 

2. Provide access to hand washing facilities (where possible) and placing hand 
sanitising dispensers at entry and exit points, on desks and tables and in 
prominent locations throughout the Polling Station. 
  

3. Ensure staff wear face masks (IIR Fluid Resistant Face Masks).  
 

4. Ensure voters wear a face covering at all times, unless exempt. Whilst the 
majority of voters will likely be in possession of their own personal face 
covering, and will have been encouraged to bring it with them to vote, you 
should have a stock of masks (IIR Fluid Resistant Face Masks) available to 
provide to those who have not brought their own. People should be advised to 
dispose of their face coverings themselves after they have left the Polling 
Station. 
 

5. Provide additional respiratory etiquette supplies such as tissues and lined 
waste containers.  
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6. Voters should be requested to bring their own pen or pencil to the polling 
station and to take it home with them. A spare stock of single use pencils 
must be available to provide for use where needed. 
 
Supply enough waste bins with liners to be provided at strategic areas for 
tissues, hand drying tissues and other waste. 

D9 Polling Booths 
 

1. Increase distance between voting booths to ensure that voters remain 2 
meters apart. 
 

2. Clean and disinfect each booth after use by each voter. 

D10 Preventing Infection when casting the Ballot 
 

1. Social distancing must be maintained when a voter casts their ballot. 
 

2. The top and sides of ballot box identified as a potential high contact point and 
cleaned frequently (as identified on cleaning schedule). 
 

3. The Ballot box should be placed in a designated area which allows for 
supervision by the Polling staff but facilitates a one-way flow and social 
distancing. 

D11 Queuing and Social Distancing 
 

1. Provide greeters / marshals outside Polling Stations to remind voters to 
maintain social distance, to use the hand sanitiser and to wear face coverings. 
 

2. Limit the number of voters in the Polling Station by moving queues outdoors if 
weather permits. 
 

3. Polling staff and voters should be discouraged from bringing accompanying 
persons (e.g., family members, friends) to the Polling Station. 
 

4. Candidates, agents and Polling Station Inspectors will be required to socially 
distance should they attend the Polling Station oversee the proceedings in 
polling stations and whilst be given the opportunity to detect personation. 
 

5. Signage and other visual clues to be provided, such as floor markings, wall 
signage. 
 

6. Greeters / marshals, Polling Clerks, both inside and outside, to manage 
queues to ensure social distancing is maintained. 
 

7. Provision of a one-way system. 
 

8. Clearly marked points of entry and exit to avoid bottlenecks. 
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9. Greeters, marshals or Polling staff to remind voters of the exit arrangements. 

D12 Ballot Paper Issue Desk Principles 
 

1. Where circumstances allow appoint staff at a Polling Station based on existing 
households or ‘bubbles’.  
 

2. Provide clear Perspex screens of sufficient height to take account of Polling 
Staff sitting down and voters standing up. 
 

3. The ballot paper will not be handed to the voter but placed on the table for the 
voter to pick up. 
 

4. Floor markers (stickers or free standing) to facilitate socially distance queuing 
at voter registration desk. 
 

5. Hand sanitisers to be at each desk one for the voter and one for the Polling 
staff. 

D13 Shared objects 
 

1. Do not provide shared pens/pencils. Single-use pens/pencils should be 
provided where voters have not brought their own. 
 

2. Minimise handling of shared objects e.g. voters’ lists, corresponding numbers 
list, ballot papers, electronic tablets and wash or sanitise hands and clean / 
disinfect between uses.  

D14 Protect people at increased risk for severe illness  

1. Staff at higher risk for severe illness from Covid-19 should be assigned tasks 
that minimise direct contact with voters and other election staff and should be 
subject to a personal Covid-19 risk assessment. 
 

2. These staff should be encouraged to practice preventive actions, such as 
social distancing, wearing of face masks, and hand washing etc. 

D15 Welfare of Staff 

1. Provision to be made for Polling Station staff to be able to take regular breaks.  
 

2. Only one person in the rest area, toilet or kitchen area at any one time. 
 

3. Polling Station staff to be asked to bring their own crockery and cutlery and 
take it home to wash. 
 

4. Polling Station staff to be asked to clean kettles, and other hand contact 
surfaces using disinfectant wipes before and after use. 
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5. No fabric cloths to be used for drying hands equipment and/or utensils. 
Disposable single use paper towels to be provided for hand drying purposes. 
 

6. Lined bins to be provided for used paper towels. 
 

7. Provision of drinking water and disposable cups. 
  

8. All Polling Station staff and persons attending the Polling Station to be 
advised to bring their own refreshments and to take home any waste and 
used cutlery or crockery. Staff must not share food with each other.  
 

D16 In the event of a coughing or sneezing fit or someone becoming unwell at 
the Polling Station 

 
1. If someone becomes unwell at the Polling Station they should be ‘isolated’ 

from others until they can be taken home or taken to hospital safely.  
 

2. The isolation room/area should be an empty, separate, well-ventilated area. 
 

3. In the unlikely event that someone requires first aid for a non-Covid related 
illness another area will be required to administer first aid.  
 

4. The area where they became unwell or had a coughing or sneezing fit to be 
screened barriered or tapped off prior to cleaning and disinfection. 
 

5. Increase the ventilation. 
 

6. Remove any potentially contaminated papers. 
 

7. Clean and disinfect the area. 

 D17 Voters with symptoms 

1. Voters with symptoms should be self isolating and should not attend the 
polling station.  
 

2. Where possible offer alternative voting options for voters with symptoms, 
those who are sick or are known Covid-19 positive.  
 

3. Under no circumstances should any polling station staff assist voters who they 
believe maybe positive to COVID or are displaying symptoms 
 

4. Current electoral regulations would not allow the Presiding Officer to prohibit 
entry to the Polling Station for the purposes of the voter casting their ballot. 
 

 D18 Track and Trace 
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A clear audit trail of all those who are present in polling stations for the 
purpose of observing proceedings or for other legitimate reasons must be 
maintained. 

E. Counting Operations 
 
E1 Pickup / Delivery of Equipment and Sundries  
 

1. Social distancing and appropriate hygiene measures must be maintained. 
 

2. Staggered time-slots for staff to pick-up the necessary materials to minimise 
the number of people present at any time. 

 
3. Consider a range of pick-up points for Verification and Counting materials. 

 
4. Arranging the delivering of bulky equipment directly to Verification and 

Counting venue in advance of polling day may assist in minimising the 
amount of people needed to attend other venues to collect materials. 
 

5. If delivering equipment directly to Verification and Counting venue, contractors 
used must demonstrate that their arrangements are in line with recognised 
and current Covid-19 secure measures.  
  

6. Hand sanitisation and face coverings must be maintained by all contractors 
making deliveries. 
 

7. Return and retrieval of materials and equipment must be Covid-19 secure, 
e.g. agreeing a non-contact handover, taking cleaning materials to clean and 
disinfect any surfaces that could act as touch points and ensuring regular 
hand washing by anyone making contact with materials. 

E2 Counting Venues 
 

1. The overall suitability of a venue will be informed by a Covid-19 risk 
assessment (suggested template attached).  This risk assessment should 
determine the maximum capacity for the venue in order to ensure social 
distancing is maintained. The choice of venue will be influenced by the 
anticipated number of people likely to attend the verification and count at any 
one time and by local constraints on the availability of alternative venues and 
other relevant local factors.  
 

2. Ensure that any changes to operations due to Covid-19 controls do not limit 
accessibility to counting staff, candidates, agents and counting agents and 
media personnel with disabilities. 

E3 Candidates, Agents and Counting Agents – prior to the count 
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1. Communication with candidates, agents and political party representatives 
about the timing of the verification and count to take place as early as 
possible to gain support for the plans and to manage expectations. 
 

2. If it is intended to restrict numbers of counting agents then the rationale for 
this should be clearly explained to candidates and agents at the earliest 
opportunity. 
 

3. The venues for postal vote opening and the count must be confirmed to the 
media, and explain how they will operate to promote confidence that the 
venue is Covid-19 secure.  
 

4. A designated entrance and exit will be provided for candidates, agents and 
counting agents. 
 

5. Candidates, agents and counting agents requested to arrive at the verification 
and/or count at a specified time slot. 
 

6. Designated and socially distanced accommodation will be provided to 
candidates, agents and counting agents. 

E4 Information to candidates, agents, counting agents and media  
 

1. Provide an information pack on arrival at the venue to include: 

• A reminder about the public health guidelines and Covid controls 

that will be in place at the verification and count venue. 

• A floor plan showing the planned layout and any one-way routing  

2. Regular announcements to be made during the event. These will help to: 

• Promote transparency by updating on progress with the verification 

and count stages,  

• Provide reinforcement of messaging about physical distancing and 

hygiene measures.  

• If a split venue is being used each area must receive the same 

information. 

E5 Media – prior to the count 
 

1. Communication with the media about the timing of the verification and count 
as early as possible to gain support for the Covid-19 secure plans and to 
manage expectations. 
 

2. Establish in advance what media personnel are likely to attend, how many 
individuals and their requirements. This will allow for planning as to the space 
required for social distancing. 
 

3. Designated media entrance and exit to be allocated. 
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4. Media should be requested to arrive at the verification and/or count at a 
specified time slot to enable individual(s) to enter and be located before 
proceedings commence. 
 

5. Provide socially-distanced areas for media representatives to allow them the 
opportunity to oversee the proceedings from a distance. 
 

6. Provide reasonable socially distanced communication arrangements between 
the media and election staff during the verification and count activities. 
 

7. Face coverings must be worn at all times. 
 

8. Ensure there is a method of the media receiving updates as to the progress of 
the verification process, the count, declaration etc. 
   

9. Facilitate the role of the media to report on the progress and results 
throughout the verification and count events. 
 

10. Provide socially distanced facilities for the media to conduct interviews with 
candidates, agents. 

E6 Cleaning 
 

1. Establish what cleaning protocols the building owner/occupier has in place 
prior to set up and occupancy and/or deep clean of the Verification and 
Counting venues the day before the poll. 
 

2. Frequently cleaning and disinfecting throughout the event hand touch 
surfaces such as computers, tablets, desks, door handles, toilets, writing 
instruments, seating areas and desks outside of the ballot box. 
 

3. Detailed cleaning schedules to be produced showing what requires cleaning 
and their locations such as frequently cleaning high touch surfaces such as 
computers, desks, washrooms, writing instruments, outside of the ballot box, 
seating areas and tables (including hand contact points), method, frequency, 
chemical and cleaning equipment to be used and who undertakes. Template 
to be provided. 
 

4. Verification and counting staff to be asked to clean hand contact points (door 
handles, locks, flushing mechanisms, taps) after visiting the toilet using 
disinfectant wipes provided before and after use. 
 

5. After the Verification and Counting venue closes, clean and disinfect all facility 
areas and items, including tables, chairs, door handles, floors and toilets and 
any other areas used by polling staff. A separate cleaning schedule to be 
devised for this purpose. 

E7 Infection control measures  

Infection control measures include, but are not limited to: 
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1. Provide access to hand washing facilities (where possible) and placing hand 
sanitising dispensers at entry and exit points, on desks and tables and in 
prominent locations throughout the Verification and Counting Venues.  
 
Provide additional respiratory etiquette supplies such as tissues and lined 
waste containers. 
 

2. Enough waste bins with liners to be provided at strategic areas for tissues, 
hand drying tissues and other waste. 
 

3. All verification and counting staff to wear face masks (IIR Fluid Resistant Face 
Masks). 
 

4. All other attendees to wear a face covering, unless exempt. Provide supplies 
of face masks (IIR Fluid Resistant) for any attendees who have not brought 
their own. 
 

5. All verification and counting staff to be provided with plastic disposable gloves 
for cleaning purposes only, once the task is finished gloves to be removed 
and disposed of and hands washed. 
 

6. People should be advised to dispose of their face coverings themselves after 
they have left the verification and counting venues. 

E8 Ventilation – see appendix for further details 
 

1. The Count venue should be sufficiently well-ventilated with an adequate 
supply of fresh air and windows and doors can be propped open. 
 

2. Increase circulation of outdoor air as much as possible, for example by 
opening windows and doors.  
 

3. If mechanical ventilation systems to be relied upon they should: 

• Operate properly and ensure that recent maintenance has taken 
place. 

• The system does not automatically reduce ventilation levels due to 
lower than normal occupancy levels. 

• See Appendix 2 for further details on ventilation.  

E9 Signage and information 
 

1. Display signs to discourage anyone with symptoms from entering the 
Verification and Counting venue.  
 

2. Signage to be accessible to individuals with disabilities e.g. by providing large 
print or Braille versions or having audible messages with the same 
information. 

3. Signs to remind individuals of the need to follow public health guidelines such 
as social distancing, the wearing of face-coverings and only entering if 
symptom-free.  
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4. Floor marking (stickers or free standing) identifying social distancing 

requirements. 
 

5. Floor marking (stickers or free standing) for one way system and social 
distancing. 
 

6. Signage for entry and exit points. 

E10 Receipt of Ballot Boxes etc. from the Presiding Officers 
 

1. Designated and secure Parking area to be provided for Presiding Officers 
only. 
 

2. Presiding Officers to be provided with Designated Parking Pass to be 
displayed in car window. 
 

3. The Presiding Officer to clean and disinfect the Ballot Box(es). 
 

4. Presiding Officers will stay in their vehicles until called to drop off the Ballot 
Boxes and other packets and parcels. 
 

5. A separate entrance will be provided for Presiding Officers to drop off their 
Ballot Box. 
 

6. A one-way routine will operate. 
 

7. The Presiding Officer to wear a face mask (IIR Fluid Resistant Face Masks). 
inside the venue. 
 

8. Only one Presiding Officer will be allowed into the drop off ballot box area at a 
time. 
 

9. The ballot box will be placed on a table and the relevant documentation will 
not be physically handed to the venue staff but placed onto a designated 
area. 
 

10. The venue staff will wear face masks (IIR Fluid Resistant Face Masks) whilst 
handling the packets and sacks received from the Presiding Officer. 
 

11. The venue staff will clean and disinfect: 

• the outside of the ballot box before moving it to await the verification 
area. 

• Packets and sacks. 
 

12. The Presiding Officer will leave the drop off area by a separate exit, return to 
the Designated Parking area and leave or proceed into the venue if involved 
in the verification or the count. 
 

13. Ballot papers will be quarantined for 24 hrs prior to being handled by staff. 
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E11 Counting and Election Staff 
 

1. To alleviate concerns regarding the transmission of the virus from handing 

ballot papers the opening of ballot boxes for verification can be delayed until 

9.00am the Saturday after the poll closes. 

2. This should allow the count for the Council elections to be completed before 

midnight the following Sunday so that newly elected councillors are able to 

take up office on the Monday after the poll. 

 
3. Designated entrance and exit for verification, counting and election staff will 

be provided. 
 

4. Staggered arrival times will be allocated and to reflect pairings and/or groups. 
 

5. Contact between individuals will be minimised. 
 

6. Staff split into groups or teams of no more than six. 
 

7. The same group of staff to undertake the verification and the count if the 
verification and count undertaken on the same day. 
 

8. Members of each group will be socially distanced.  
 

E12 Emptying of Ballot Boxes on to Verification and Counting Tables 
 

1. Verification tables must be socially distanced.  
 

2. Staff will wear face masks at all times (IIR Fluid Resistant Face Masks). 
 

3. The counting clerk will stand away from the verification table to allow for social 
distancing whilst the Ballot Box is emptied. 
 

4. Each verification table to be provided with hand sanitiser. 
 

5. The verification table will be provided with a clear Perspex Screen to allow the 
counting agents a clear and unobstructed view of the verification process and 
higher enough to protect the sitting verification and counting staff. 
 

6. A system of flags or similar will be used for counting clerks or Counting 
Agents who wish to attract the attention of the count overseers, to avoid 
shouting or the raising of voices. 
 

7. Everyone working with shared documents and papers should take great care 
to avoid touching their faces, and regularly and frequently wash / sanitise their 
hands.    
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E13 Counting Arrangements 

 
1. Counting tables must be socially distanced. 

 
2. Perspex screens must be placed between the counting clerk and counting 

agents. 
 

3. Candidates and agents must be allowed to oversee the proceedings at the 
count and postal vote opening venues, and given the opportunity to object to 
rejected votes.  
 

4. The numbers of counting agents must allow for the same for each candidate. 
 

5. Counting clerks must be socially distanced and wear face masks (IIR Fluid 
Resistant Face Masks). 
 

6. A system of flags or similar will be used for counting clerks or Counting 
Agents who wish to attract the attention of the count overseers, to avoid 
shouting or the raising of voices. 

E14 Adjudication of Doubtful Ballots 
 

1. An area which will allow for social distancing to be identified for candidates 

and agents to observe the adjudication of doubtful ballots. 

 

2. Depending on the available space at the venue, it may not be possible to 

gather candidates and agents together for the adjudication while complying 

with social distancing measures. In which case technology may assist, such 

as to project the adjudication of doubtful ballot papers onto a large screen. 

 

3. If space does allow for all candidates and agents to socially distance and 

gather for the adjudication, the designated area should be floor marked to 

accommodate the Returning Officer and all candidates and agents. 

 

4. Access to the adjudication area should follow a one-way routine with no 

overtaking as an individual moving into and away from the area. 

 

5. The Returning Officer will be behind a table with a Perspex screen between 

them and the candidates and agents. 

 

6. The Returning Officer will wear a face mask (IIR Fluid Resistant Face Masks) 

and sanitise their hands before each adjudication process begins.  

 

7. At the conclusion of the adjudication process the Returning Officer will 

immediately sanitise their hands. 

 

E15 Declaration 
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1. An area which will allow for social distancing will be identified to communicate 

provisional results to candidates and agents and to seek their agreement on 

the announcement of the result. 

 

2. Depending on the available space at the venue, it may not be possible to 

gather candidates together for the announcements and allow acceptance and 

concession speeches while complying with social distancing measures.  

 

3. If space does allow for all candidates to socially distance and gather for the 

declaration, the designated area should be floor marked to accommodate the 

Returning Officer and all candidates. 

 

4. Face coverings must be worn at all times. 

 

5. Access to the Declaration area should follow a one-way routine with no 

overtaking as an individual moving into and away from the area. 

 

6. The Returning Officer will be to the front of the Declaration area with a socially 

distanced designated area for the any acceptance and concessions 

speeches. 

 

E16 Welfare of Staff 

1. Provision to be made for Polling Station staff to be able to take regular breaks.  
 

2. Only one person in the rest area, toilet or kitchen area at any one time. 
 

3. Count staff to be asked to bring their own crockery and cutlery and take it 
home to wash. 
 

4. Count staff to be asked to clean kettles, and other hand contact surfaces 
using disinfectant wipes before and after use. No fabric cloths to be used for 
drying hands equipment and/or utensils. Disposable single use paper towels 
to be provided for hand drying purposes. 
 

5. Lined bins to be provided for used paper towels. 
 

6. Provision of drinking water and disposable cups. 
 

E17 Refreshment areas 
 

1. No refreshments will be provided at the verification or the count. 
 

2. All verification and counting staff and persons attending the count to be 
advised to bring their own refreshments and to take home any waste and 
used cutlery or crockery. 
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E18 In the event of a coughing or sneezing fit or someone becoming unwell at 
the Count venue 

 
1. If someone becomes unwell at the verification or count they should be 

‘isolated’ from others until they can be taken home or taken to hospital safely. 
  

2. The isolation room/area should be an empty, separate, well-ventilated area. 
 

3. In the unlikely event that someone requires first aid for a non-Covid related 
illness another area will be required to administer first aid.  
 

4. The area where they became unwell or had a coughing or sneezing fit to be 
screened barriered or tapped off prior to cleaning and disinfection. 
 

5. Increase the ventilation. 
 

6. Remove any potentially contaminated papers. 
 

7. Clean and disinfect the area. 

E19 Track and Trace 
 

1. A clear audit trail of all those who are present in polling stations for the 
purpose of observing proceedings or for other legitimate reasons must be 
maintained. 
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APPENDIX   1 Contact – Definition 
 

A contact is a person who has been close to someone who has tested positive for 

COVID-19 with a polymerase chain reaction (PCR) test. They can be a contact 

anytime from 2 days before the person who tested positive developed their 

symptoms, and up to 10 days after, as this is when they can pass the infection on 

to others. 

A contact can be: 

• anyone who lives in the same household as someone with COVID-19 

symptoms or who has tested positive for COVID-19 

• anyone who has had any of the following types of contact with someone who 

has tested positive for COVID-19 with a PCR test: 

• face-to-face contact including being coughed on or having a face-to-

face conversation within one meter 

• been within one meter for one minute or longer without face-to-face 

contact 

• sexual contacts 

• been within 2 meters of someone for more than 15 minutes (either as a 

one-off contact, or added up together over one day) 

• travelled in the same vehicle or a plane 

 

APPENDIX   2    

General ventilation in building associated with the Election 

• There must be an adequate supply of fresh air in the workplace, Polling 
Stations and Count venues. 

• Good ventilation can help reduce the risk of spreading coronavirus, improving 
general ventilation, preferably through fresh air or mechanical systems. 

• Where possible, consider ways to maintain and increase the supply of fresh 
air, for example, by opening windows and doors (unless fire doors). 

• Also consider if circulation can be improved with outside air and prevent 
pockets of stagnant air in occupied spaces. This can be done by using ceiling 
fans or desk fans for example, provided good ventilation is maintained.  

• The risk of transmission through the use of ceiling and desk fans is extremely 
low providing there is good ventilation in the area it is being used, preferably 
provided by fresh air. 
 
 
 
 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection#tests-for-covid-19
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Air conditioning 

• The risk of air conditioning spreading COVID-19 is extremely low as long as 
there is an adequate supply of fresh air and ventilation. 

• Most types of air conditioning system as normal. But, if you use a centralised 
ventilations system that removes and circulates air to different rooms it is 
recommended that you turn off recirculation and use a fresh air supply. 

• There is no need to adjust air conditioning systems that mix some of the 
extracted air with fresh air and return it to the room as this increase the fresh 
air ventilation rate.  

• There is no need to adjust systems in individual rooms or portable units as 
these operate on 100% recirculation. There should still however maintain a 
good supply of fresh air ventilation in the room. 

• Advice of your heating ventilation and air conditioning (HVAC) can be sought 
from an engineer or adviser. 

• See HSE and CIBSE advice for further information 
• https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-

conditioning-and-ventilation.htm  
• https://www.cibse.org/coronavirus-covid-19/emerging-from-lockdown  

 

APPENDIX   3   Key Advice for Voters:  How to Vote Safely3 
 
The virus that causes COVID-19, is mostly spread by respiratory droplets released 
when people talk, cough, or sneeze. It may be possible that a person can get 
COVID-19 by touching a surface or object that has the virus on it and then touching 
their own mouth, nose, or possibly their eyes.  

Personal prevention practices (keeping 2 meters distance from others (social 
distancing), wearing a face covering, hand washing, staying home when sick) and 
environmental cleaning and disinfection are important actions you can take to help 
lower the risk of COVID-19 spread. 

Register for postal voting for the lowest risk 
This is your safest option and lets you vote from home.  

Vote early to avoid crowds 

If you’re unable to do postal voting then voting early or choose a time when the 
polling stations are less crowded is your best bet, such as late morning or early 
afternoon.  

 

3 Sources: USCDC, France, Italy and Germany and the University of Chicago School of Medicine 

https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
https://www.cibse.org/coronavirus-covid-19/emerging-from-lockdown
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Protect yourself with masks, 2 meter distance and hand sanitizer 

The best things you can do to stay safe when voting are what you’re already doing 
every day. 

• Keep at least 2 meters of distance from other people.  
• You will need more space if you’re in a poorly ventilated area. 
• Wear a face covering if you’re inside the Polling Station and ideally if 

you are in a queue outside 
• Avoid touching your face covering or face UNLESS you have just 

cleaned your hands 
• Sanitize (or wash) your hands before AND AFTER you cast your vote 

You may be able to use your own black ballpoint or felt-tipped pen or pencil to fill out 
your ballot, but you MUST check with Poll Clerks at your voting location first to see if 
that’s acceptable. If not, use the pencils they provide you and wash or sanitize your 

hands afterward. 

Consider how you will get there 

If you’re able to, avoid public transport during rush hour and if you are taking a bus 
or taxi make sure you’re wearing a face covering and the driver is too. It’s best to 
keep the windows down so there’s lots of fresh air in the vehicle. 

Plan to wait 

It’s not uncommon to face small queues during regular elections. But the social 
distancing requirements of the COVID-19 pandemic mean long waits may be all but 
inevitable in some locations. Plan ahead. Take something to read. In addition to all 
the standard social distancing and face covering, that means you may want to make 
sure you have a small water bottle with you or snacks. If you’re diabetic or are 
asthmatic, keep things like an inhaler or insulin with you, too. If you need to remove 
your face covering to eat or drink, do your best to keep it brief. 

Make sure you're feeling well 

While COVID-19 can cause severe illness, it can also have very mild symptoms that 
seem more like seasonal allergies. If you’re sick or feel unwell, you absolutely need 
to stay home and avoid people. That’s even more reason to consider voting early or 
by post. 

I know it can be intimidating to go into a crowded place right now, especially when 
you don’t have control of other people’s safety precautions. But the important thing to 
remember is that there are steps you can take to stay safe when you’re casting your 
ballot. Just make sure you have a plan. 

If you are self-isolating 
If you are self-isolating before the election day, try to register for a postal vote.  If you 
are self-isolating on election day you will be legally permitted to leave your house to 
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vote BUT you MUST wear a face covering at all times and sanitise your hands 
before entering the Polling Station, after casting your vote and after leaving.   

You MUST keep 2meters distance between you and others and you MUST indicate 
to the polling station staff on entering and presenting your voter card that you are self 
isolating so they can make sure the polling booth is sanitised for the next person.  
These simple steps are crucial. 

 

APPENDIX   4   Risk Assessment of Vulnerable Staff 
 

1. Good risk assessment of staff who may be vulnerable is essential.  It is 

particularly important to risk assess some categories of staff, and take steps 

to mitigate risk. Links are provided to risk assessment tools below. 

 

2. Advice on risk mitigation can be taken from Health and Safety or Infection 

Control Colleagues. Contact details of County Covid Security Health & Safety 

Manager to follow appointment.  

 

3. The Health and Safety Executive guidance is important to consider but does 

not provide individual level risk assessment tools. 

 

4. The Welsh Government has produced a generic risk assessment tool which is 

useful https://gov.wales/covid-19-workforce-risk-assessment-tool  

 

5. the Scottish Government tool is also helpful for risk assessing individual staff 

and includes age characteristics 

https://www.gov.scot/publications/coronavirus-covid-19-guidance-on-

individual-risk-assessment-for-the-workplace/  

 
6. The ALAMA guidance provides an individual level calculator 

https://alama.org.uk/covid-19-medical-risk-assessment/  

Particular attention should be paid to risk assessing: 

7. Staff with underlying health conditions especially immune conditions, 

inflammatory conditions like diabetes, heart disease, asthma etc and staff who 

are very overweight 

8. Staff who smoke 

9. Staff over 50 years of age 

10. Staff who are pregnant https://www.rcog.org.uk/en/guidelines-research-

services/guidelines/coronavirus-pregnancy/covid-19-virus-infection-and-

pregnancy/#coronavirus  

11. BAME Staff . The ALAMA calculator is the preferred tool 

https://alama.org.uk/covid-19-medical-risk-assessment/ But some colleagues 

may also find the Greater Manchester risk assessment tool helpful 

https://www.hse.gov.uk/coronavirus/working-safely/protect-people.htm
https://gov.wales/covid-19-workforce-risk-assessment-tool
https://www.gov.scot/publications/coronavirus-covid-19-guidance-on-individual-risk-assessment-for-the-workplace/
https://www.gov.scot/publications/coronavirus-covid-19-guidance-on-individual-risk-assessment-for-the-workplace/
https://alama.org.uk/covid-19-medical-risk-assessment/
https://www.rcog.org.uk/en/guidelines-research-services/guidelines/coronavirus-pregnancy/covid-19-virus-infection-and-pregnancy/#coronavirus
https://www.rcog.org.uk/en/guidelines-research-services/guidelines/coronavirus-pregnancy/covid-19-virus-infection-and-pregnancy/#coronavirus
https://www.rcog.org.uk/en/guidelines-research-services/guidelines/coronavirus-pregnancy/covid-19-virus-infection-and-pregnancy/#coronavirus
https://alama.org.uk/covid-19-medical-risk-assessment/
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o https://psnc.org.uk/greater-manchester-lpc/wp-

content/uploads/sites/118/2020/04/GM-BAME-Risk-Assessment-v6.pdf  

 

 

 

 

https://psnc.org.uk/greater-manchester-lpc/wp-content/uploads/sites/118/2020/04/GM-BAME-Risk-Assessment-v6.pdf
https://psnc.org.uk/greater-manchester-lpc/wp-content/uploads/sites/118/2020/04/GM-BAME-Risk-Assessment-v6.pdf

