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Elections Staff - Job description

Ballot Box Filling and Distribution

Responsible to Electoral Services Team Leader
Hourly rate to be advised in appointment letter.
RED @ PEY A time sheet must be completed and handed in to your
supervisor at the end of your shift.
To be confirmed in appointment letter and associated
communications, usually :-
Duration of role Ballot Box Filling : The week before the election (1 -5
days)
Distribution: The Tuesday before the election (1 day)
Ballot box filling: 9.00am — 5.00pm daily (depending on
Hours workload, and may be required to stay later to finish task)
Distribution : 8am — 8pm
Location District Community Centre, Gentian Mews, Didcot OX11 6GR
Either:
Returning Officer (District and Parish Elections
Employer Deputy Returning Officer (County Council Elections)
Local Returning Officer (UK Parliamentary Elections)
Counting Officer (Referendums)
DBS check required No
Es(tjeaigg description For May 2024

Purpose of the posts

To ensure that the correct paperwork and equipment is issued to each polling station.

Ballot Box Filling Officer (box layout)
To lay out and label all ballot boxes and fill with equipment to ensure that the correct
equipment is issued to each polling station.

Ballot box Filling Supervisor (ballot paper checking)
To work with the Ballot Box filling supervisor to ensure that all ballot papers are proofed
and checked and issued to the correct polling station.

Ballot box Filling Assistant (ballot paper checking)
To work with the Ballot Box filling supervisor to ensure that all ballot papers are proofed
and checked and issued to the correct polling station.
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Ballot Box Distribution

To work with the Ballot Box Distribution Manager to ensure that on arrival, Presiding
Officers are issued with the correct ballot box, stationery, and ballot papers. Adhering to a
strict appointment system.

Summary of responsibilities and personal duties

The duration and requirements of the roles will vary dependant on progress and workload.

All roles will require an element of lifting and moving items of various weights, shapes and
sizes. Please follow all instructions given, and read the council’s Health and Safety
Manual Handling Policy (attached). Trolleys will be provided, you should work in pairs
where appropriate and if required, you must wear High Viz.

You are requested to wear comfortable and suitable clothing and sturdy footwear. Ballot
box distribution will involve outside working so you should also wear weather-appropriate
outdoor clothing.

If you are unable to, or unconcerned about any tasks, please speak to your supervisor in
the first instance.

Ballot Box Filling — officers, supervisors and assistants
e To lay out each ballot box, and label in accordance with instructions issued. Ensure
that all ballot boxes are fit for purpose and have the necessary Ballot Paper sleeve

and slot highlighters on lids.

e Place Stationery items in each ballot box, ensuring every single ballot box is
complete and has no missing or broken items.

e Place any bespoke items (kettles, additional signage etc) with the correct ballot
boxes.

e To check and collate all paperwork to ensure the correct documents are placed with
the correct ballot box.

e To check each ballot book (ordinary and tendered) against a master list and
example ballot papers to ensure that all are correctly printed, numbered and
labelled, and place with the corresponding ballot box awaiting collection.

e To ensure that every ballot box is complete, carefully packed and correctly labelled

¢ To maintain a safe system of work at all times for yourself and all colleagues.

e To clear away all rubbish and packaging appropriately.
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e To carry out any other duties at the request of the Supervisor, Manager or Electoral
Services Team Leader

Ballot Box Distribution

e To work with the Ballot Box Distribution Manager to ensure that all ballot boxes and
associated items are delivered to the correct Presiding Officer on arrival.

e To maintain the appointment system to ensure Presiding Officers are seen to at the
correct appointment time.

e To maintain a safe system of work at all times for yourself and all colleagues.

e To carry out any other duties at the request of the Supervisor, Manager or Electoral
Services Team Leader

Special Conditions

Remote working is not available for this role.

Person specification

Experience
Understanding of the elections process would be beneficial but not essential as training
and instructions will be given.

Skills/personal attributes
e Must be able to deal with the physical aspects of the task — lifting and carrying, use
of trolleys etc
Numerate
Calm under pressure
Accuracy and high attention to detail
Punctual and reliable

Essential requirements

The post holder must not have helped or been employed in any way, either for or against,
any candidate, election agent or political party involved with the election.

The post holder must not have been convicted of an offence under electoral registration.

The post holder must accept and adhere to the terms of the Statement of Secrecy.

In accordance with the Immigration, Asylum and Nationality Act 2006, the post holder must
demonstrate that they are permitted to work in the UK (evidence will be required such as a
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passport showing that the post holder is a British citizen or a citizen of the United Kingdom
and Colonies having the right of abode in the United Kingdom).

Version Control

Reviewed for May 2024 SJB
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INTRODUCTION

1. Ower one third of the accidents reported fo the Health and Safety Executive each year
result from manual handling activities. Some typical injuries associated with manual
handling include internal injuries such as hemia, prolapsed disc, muscle and ligament
strain and extemal injuries such as cuts, bruises, lacerations, crush injuries. Manual
handling activities can also cause cumulative damage due to [ifting or moving a load
repetitively or in a fixed working posture.

AlM

2. The aim of this procedure is to minimise as far as reasonably practicable the risks to
employees from the manual handling of loads and ensure compliance with legal
requirements.

LEGAL REQUIREMENT

« Health and Safety at Work Act 1974
« Manual Handling Operations Regulations 1552.

DEFINITIONS

3. Manual handling is defined as “any transporting or supporting of a load (including the
lifting, putting down, pushing, pulling, carmying or mowving thereof) by hand or by bodily
force.’

PROCEDURAL REQUIREMENTS

4. Managers must avoid the need for employees to undertake any manual handling
activities which involve a risk of injury if possible.

5. Where this is not possible then the manager must assess the risk of injuny from any
hazardous manual handling using the form available on the intranet - refer to appendix
four for a copy of the manual handling assessment form. The following are taken into
consideration:

the way the task is carried out (e.g. handler's posture)
load (weight, shape, size)

waorking environment (e.g. hot, cold, cramped)
individual capability.




6. Managers can use figure 1 in appendix one to make a quick and easy assessment. If the
manual handling activity is within the guidelines described then a detailed assessment is
not required. As a guide a packet of 500 sheets of A4 paper weighs 2.5 kg and a box of
the same 12.5 kg. Lifting items weighing less than 3 kg (women) and 5 kg (men) would
not require a manual handling assessment but one would be required for lifting the water
bottle. Providing boxes of paper are not kept on the floor or above head height and can
be lifted without extending the arms then a detailed risk assessment would not normally
be required for this, unless the employee was pregnant or suffering from ill-health.

7. Where possible, managers must consider mechanisation andfor manual handling aids.

8. Managers must include the employees involved in the work activity in the risk
assessment process to ensure that control measures introduced are effective and
practicable.

9. Where an assessment identifies a significant risk, such a risk must be reduced as far as
reasonably practicable. The manual handling risk assessment form identifies the
prablems to look for when making an assessment and ways to reduce the risk of injury.

10.Managers must review the manual handling assessment and the control measures at
least every three years, or when there is a reason to suspect that it is no longer valid, or if
there has been a significant change in the matter to which it relates, to check their
effectiveness and to ensure that controls are being maintained.

11.Wherever reasonably practicable, loads needing manual handling must be marked with
the weight of the load and an indication of their heaviest side.

12.Managers required to camy out manual handling assessments must be competent
(familiar with the work being carried out), for difficult or unusual cases please contact the
health and safety adviser.

13.A copy of each risk assessment must be sent to the health and safety adviser for review
and retention and the original retained electronically. Any manual handling assessment
relating to an individual must be sent to human resources so a copy can be retained on
the employee’s personnel files.

14 Employees must follow safe systems of work, use equipment provided for their safety,
co-operate with their manager, inform their manager of any hazardous handling activities
and ensure that their activities do not put others at risk.

TRAINING

15.Managers must make sure all employees required to manually handle loads are given
appropriate training in manual handling risk factors and preventative measures. In
particular, they should be trained in safe handling, including good handling techniques,
which are outlined in appendix two.

16. Training and instruction complements measures to reduce the risk of injury, it does not
replace them. Training can not overcome a lack of mechanical aids; unsuitahle loads;
had working conditions.




MONITORING

17.The health and safety adviser is responsible for auditing and reviewing this procedure at
least every three years, or when circumstances dictate.

YVersion 3 issued: September 2016
Review Due: September 2019




APPENDIX 1

General risk assessment guidelines

i ]

There is no such thing as a completely ‘safe’ manual handling operation. But working
within the following guidelines will cut the risk and reduce the need for a more detailed
assessment.

Use figure one to make a quick and easy assessment. Each box contains a guideline
weight for lifting and lowering in that zone. (As you can see, the guideline weights are
reduced if handling is done with arms extended, or at high or low levels, as that is where
injuries are most likely to occur.)

Women Men
10kg | 5kg
3
o Shoulder height
Shoulder height a0kg || 10kg
Tkg || 13kg e | :
Elbow height Lk . Elbow height
S
10kg || 16kg ) 25kg || 15kg
Knuckle height i Knuckle height
7kg || 13kg 20kg || 10kg
Mid lower leg height Mid lower leg height
g |7 10kg || Skg
Figure 1
3. Observe the work activity you are assessing and compare it to the diagram. First, decide

which box or boxes the lifter's hands pass through when moving the lcad. Then, assess
the maximum weight being handled. If it is less than the figure given in the box, the

operation is within the guidelines.

If the lifter's hands enter more than one box during the operation, use the smallest
weight. Use an in-between weight if the hands are close to a boundary hetween hoxes.

The guideline weights assume that the load is readily grasped with both hands and that
the operation takes place in reasonable working conditions, with the lifter in a stable body
position.

Twisting

6. Reduce the guideline weights if the handler twists to the side during the operation. As a

rough guide, reduce them by 10 percent if the handler twists beyond 45° and by 20
percent if the handler twists beyond 90°.




Frequent lifting and lowering

7.

The guideline weights are for infrequent operations - up to about 30 operafions per hour,
where the pace of work is not forced, adequate pauses to rest or use different muscles
are possible, and the load is not supported by the handler for any length of time. Reduce
the weights if the operation is repeated more often. As a rough guide, reduce the weights
by 30 percent if the operation is repeated once or twice per minute, by 50 percent if the
operation is repeated five to eight times a minute, and by 80 percent where the operation
is repeated more than 12 times a minute.

Pushing and pulling

8. The task is within the guidelines if the following figures are not exceeded:

Men Women
force to stop or start the load 20 kg 15 kg
sustained force to keep the load in motion 10 kg T kg

9.

Refer to appendix three ‘Good handling technigue for pushing and pulling’ for some
examples of forces required to push or pull loads.

Using the results: Do | need to make a more detailed assessment?

10.Using Figure 1 is a first step. If it shows the manual handling is within the guideline

figures (bearing in mind the reduced limits for twisting and for frequent lifts) you need not
do any more in most cases. But you will need to make a more detailed assessment if any
of the following apply:

the conditions given for using the guidelines {(e.g. that the load can be readily grasped
with both hands) are not met

the person doing the lifting has reduced capacity, e.g. through ill health or pregnancy
the handling cperation must take place with the hands beyond the boxes in the diagram
the guideline figures in the diagram are exceeded

.For pushing and pulling, you should make a more detailed assessment if any of the

following apply:

there are exfra risk factors like uneven floors or confined spaces;

the worker can't push or pull the load with their hands between knuckle and shoulder
height;

the load has to be moved for more than about 20 m without a break; or
the guideline figures in the table are likely to be exceeded.

12.Work outside the guidelines is likely to increase the risk of injury, 50 you should examine

it closely to make sure it has been properly assessed and the risk of injury has been
reduced.




APPENDIX 2

Good handling technique for lifting

Here are some practical tips to remember when loads are lifted or handled. In the following
section a basic lifting operation is taken as an example.

1.

Think before lifting/handling

« Plan the lifi.

« Can handling aids be used?

« Consider the route to take, are there any obstructions, doors to open, etc.

« ‘Where is the load going to be placed?

« Will help be needed with the load?

« Remove obstructions such as discarded wrapping materials.

« For a long lift, consider resting the load midway on a table or bench to change grip.

Keep the load close to the waist
« [Keep the load close to the body for as long as possible while ifting.
« Heep the heaviest side of the load next to the body.

« [f a close approach to the load is not possible, try to slide it towards the body before
attempting to lift it.

Adopt a stable position

» The feet should be apart with cne leg slightly forward to maintain balance (alongside
the load, if it is on the ground).

« The worker should be prepared to mowve their feet during the lift to maintain their
stability.
« Avoid tight clothing or unsuitable footwear, which may make this difficult.

et a good hold

« VWhere possible the load should be hugged as close as possible to the body. This may
be better than gripping it tighthy with hands only.

Start in a good posture

« At the start of the lift, slight bending of the back, hips and knees is preferable to fully
flexing the back (stooping) or fully flexing the hips and knees (squatting).

Don't flex the back any further while lifting
* This can happen if the legs begin to straighten before starting to raise the load.

Avoid twisting the back or leaning sideways, especially while the back is hent.
« Shoulders should be Kept level and facing in the same direction as the hips.
« Tuming by maving the feet is better than twisting and lifting at the same time.

Move smoothly. Keep the head up when handling
» Look ahead, not down at the load, once it has been held securely.

i



 The load should not be jerked or snatched as this can make it harder to keep control
and can increase the risk of injury.

9. Don't lift or handle more than can be easily managed

* There is a difference hetween what people can lift and what they can safely lift. If in
doubt, seek advice or get help.

10. Put down, then adjust

« [f precise positioning of the load is necessary, put it down first, then slide it info the
desired position.

APPENDIX 3

Good handling technique for pushing and pulling

Here are some practical points to remember when loads are pushed or pulled.

1.

Handling devices

» Ajds such as bamows and trolleys should have handle heights that are between the
shoulder and waist.

» [Devices should be well-maintained with wheels that run smoothly (the law requires
that egquipment is maintained).
 When purchasing new trolleys etc, ensure they are of good quality with large diameter

wheels made of suitable material and with castors, bearings etc which will last with
minimum maintenance.

« Consultation with employees and safety representatives will help, as they know what
waorks and what doesn’t.

Force

« As a rough guide the amount of force that needs to be applied to move a load over a
flat, level surface using a well maintained handling aid is at least two percent of the
load weight. For example, if the load weight is 400 kg, then the force nesded to move
the load is eight kg. The force needed will be larger, perhaps a lot larger, if conditions
are not perfect (e.q. wheels not in the right position or a device that is poorly
maintained). The operator should try to push rather than pull when moving a load,
provided they can see over it and control steering and stopping.

Slopes

+ Employees should enlist help from another worker whenever necessary if they have
to negofiate a slope or ramp, as pushing and pulling forces can be very high.

Uneven surfaces
«  Moving an object over soft or uneven surfaces require higher forces.

Stance and pace
* To make it easier to push or pull, employees should keep their feet well away from the
load and go no faster than walking speed.




