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Purpose

This guide is for Candidates and Election Agents.  It provides useful information to:

· help you contest the UK Parliamentary General Election on 4 July 2024; and
· explain how the Returning Officer (the “RO”) and his Election Team for this constituency will run the Election.

This guide can help you but it cannot replace the law, formal Notices published by the RO or guidance from the Electoral Commission.  You can find more information about elections in:

Laws
The relevant legislation includes:

· Representation of the People Acts 1983, 1985 and 2000;
· Political Parties Elections and Referendums Act 2000;
· Political Parties and Elections Act 2009;
· Representation of the People (Scotland) Regulations 2001; and
· Electoral Administration Act 2006
· Elections Act 2022 – a separate summary of the changes from this Act, new to this UK Election is included in the Nominations Pack.
Websites
Useful websites include:

The Electoral Commission
 www.electoralcommission.org.uk, particularly their Candidates and Agents Guidance at 

Guidance for Candidates and Agents at UK Parliamentary general elections in Great Britain | Electoral Commission
The City of Edinburgh Council  www.edinburgh.gov.uk/elections 

If you have any questions about the election or the nomination process, please contact the City of Edinburgh Council Elections Team at any time during office hours:  Monday to Friday 9am to 5pm.  We also monitor emails outwith these times in the lead up to the polls.
Please contact:

	
	

	Chris Highcock
	0131 469 3126  chris.highcock@edinburgh.gov.uk

	Elections Team
	elections@edinburgh.gov.uk


Please DO NOT deliver any election notices or forms to the Council’s HQ at Waverley Court or any other Council office.

	1
	Your nomination: the essentials

	a
	Take care!  
Your formal nomination information must be accurate, because we use it for our documents and to create the Ballot Paper. If you make a mistake, or if any information is wrong, your nomination may not be valid, or the Ballot Paper could contain a mistake that we could not correct.


	
	

	b
	Informal help
You are responsible for making sure your own information is correct, but we can help by checking it informally before you deliver your nomination formally.  

Our informal checks help you by trying to spot errors.  They also help to avoid a situation where voters are not able to vote for you or your party.

We will let you know what we are doing when we check your papers informally.  At the end of the informal check, if we find a problem, we will offer them back to you. Occasionally, nomination papers cannot be accepted and new or amended set are required in order to meet the statutory requirements.  It is in your own interest to make sure that you submit nomination papers in good time in case new or amended papers are required.  If we do not find a problem, we will offer to accept them formally. You can then decide what you want to do.
The RO and his staff do have the power to correct minor errors in a nomination paper, for example obvious errors of spelling in the details of a Candidate or registered party.


	
	

	c
	Deadlines for the return of your nomination
You can only return your completed nomination form and the other related documents between 10am and 4pm on:
Monday 3 June 2024 to Friday 7 June 2024
You must keep to these dates. By law, the RO cannot accept any forms received after the Closing Date (4pm on Friday 7 June 2024). 
The nomination period is very short and we will be taking nominations for all 5 Edinburgh constituencies during this time.  It will help us a lot if you make an appointment to deliver your nomination papers.  This will allow us to provide the best service possible without making you wait for staff to become available. 
Contact - email elections@edinburgh.gov.uk  to arrange an appointment.
Most of your forms must be delivered by hand to the Election Team in the City Chambers, High Street, Edinburgh, EH1 1YJ.
You can visit the City Chambers Reception on a “drop in” basis and ask for a member of the Election Team to help you, but you may have to wait until a member of the team is available, given the volume of nominations we have to process.


	
	

	d
	Delivering your Nomination Papers
The nomination form, consent to nomination form and home address form must be delivered by hand and cannot be submitted by post, fax or other electronic means.

The nomination and home address form may only be delivered by: 

· You (the candidate); 

· your proposer or seconder, or 

· by your election agent (if the RO has already received notification of their appointment). 



	
	

	e
	Nomination Pack
You can find blank copies of all the papers you need in the Nomination Pack, on the Council website at www.edinburgh.gov.uk/elections  and on the Electoral Commission website at:
Nomination papers - UK Parliamentary General Election (on or after 2 May 2024) (DOCX) 
We will provide paper copies of the forms if you need them and can help you fill them out if that is needed.


	
	

	f
	Completing your Nomination Papers

It is important that you pay particular attention to the rules for filling in nomination papers and related matters, found in Schedule 1 to the Representation of the People Act 1983.  If you have any questions, you should refer to the Electoral Commission Guidance which covers most questions
Guidance for Candidates and Agents at UK Parliamentary general elections in Great Britain | Electoral Commission
or you can always ask the Election Team for advice.


	
	

	g
	A checklist is provided as part of the Nomination papers, so you can ensure that you have completed all the papers that you need to submit.



	2
	Guidance for completing the forms

	
	An annotated set of nomination papers explaining how to complete each form is provided in the Nomination Pack and on the council website.

	a
	Guidance for completing The Nomination Paper 

· Include your full name

· Optional: complete commonly used name box(es) if commonly known by a name other than full name and wish to use it instead:
· Commonly used names are the only names shown on official notices and ballot papers

· For elections taking place on or after 2 May 2024, candidates may choose as commonly used names to use one of more of their names given on the nomination paper in a different manner

· For example, if Andrew John Smith-Jones is more commonly known as John Smith-Jones, they could ask for this name to be used

We have the power to reject a commonly-used name if it is obscene or offensive or if we consider that is likely to mislead or confuse electors.  There is no need to add a title (e.g. Mr, Dr, Cllr, etc.).  If you do add a title, it will not appear on either the Statement of Persons Nominated or the Ballot Paper.

· Description field – 3 options: 

· leave it blank

· Independent 
· party candidates can use the party name or a description authorised by a certificate issued by or on behalf of the Nominating Officer.

The description and party name must exactly match that given on the Electoral Commission’s register of political parties.  It if does not, we must by law reject your nomination. 

· Subscribers: 10 subscribers from the constituency are required.

· They must sign the form and should print their names.  You should check details of the subscribers against the electoral register that is in force on Tuesday 4 June (the last day for publication of notice of election)
· If they are not on that register, they cannot subscribe your nomination.

· Only ask subscribers to sign after completing the name and description fields on the form.
· Data protection requirements – the nominations forms include include information about data protection.

We must reject your nomination if the subscriber information is not correct, so please take time to make sure that this information is all included and is right.
You will need to check the electoral register to find the elector numbers for your subscribers.  You can see a copy of the electoral register at public libraries in Edinburgh, the National Library of Scotland or at the Electoral Registration Officer’s office at 17a South Gyle Crescent, Edinburgh EH12 9FL.

Email  enquiries@lothian-vjb.gov.uk   or telephone 0131 344 2500.



	
	

	b
	Guidance for completing The Home Address Form 

· Must state home address in full

· Must state if you do not want your address to be made public and to appear on the ballot paper. If so:

· give the name of the constituency or the relevant area in which your home address is situated or,

· if you live outside the UK, the name of the country in which you reside.

The meaning of “relevant area”
For home addresses in England:
· if the address is within a district for which there is a district council, that district;

· if the address is within a county in which there are no districts with councils, that county;

· if the address is within a London borough, that London borough;

· if the address is within the City of London (including the Inner and Middle Temples), the City of London;

· if the address is within the Isles of Scilly, the Isles of Scilly. 

For home addresses in Wales:
· if the address is within a county, that county;

· if the address is within a county borough, that county borough.

For home addresses in Scotland:
· the local government area in which the address is situated.

For home addresses in Northern Ireland:
· the local government district in which the address is situated.



	
	

	c
	Guidance for completing The Consent to Nomination Form 

All candidates must give their consent to being nominated!

On the consent to nomination form you will be asked to state:

· that you are qualified and not disqualified from standing

· your date of birth

· the name, address and signature of a witness

· that you are not a candidate in another constituency

In signing this form the candidate also declares that they are not disqualified from being an MP.
Candidates must not sign the form if they are not qualified to stand.  Please read the section “What you need to know before you stand as a candidate | Electoral Commission in the Commission’s guidance for candidates and agents 
The witness should actually witness the candidate signing the form and then sign themselves.
Candidates must not sign the form earlier than one calendar month before the deadline for submitting their nomination papers – so not before 7 May 2024.
Again, you can find more guidance on the Electoral Commission website at Guidance for Candidates and Agents at UK Parliamentary general elections in Great Britain | Electoral Commission


	
	

	d
	Guidance for completing the Certificate of Authorisation and the Request for a Party Emblem 

Party candidates must have written permission to use the party name/description from the Nominating Officer (or a person appointed to act on their behalf). 

The certificate may:

· allow the use of the party name or a description

· allow the candidate to choose whether to use the party name or any of the descriptions registered with the Electoral Commission

This certificate must be submitted with the other nomination papers by 4pm on June 2024. 

If the ‘certificate of authorisation’ states a particular description or the party name to be used then that must be used by the candidate.  If the certificate allows the candidate to choose, they must choose either the party name or a description registered with the Electoral Commission.  Party names and descriptions are on the Commission website and must match exactly. No alteration is permitted.
Party candidates can ask for an emblem to be printed on the ballot paper.  The emblem request form must be submitted by 4pm on 7 June 2024.  
Party candidates should supply an electronic version of the emblem to the Returning Officer if required, but we will check the reference with you.



	
	

	e
	Guidance for completing the Withdrawal of Nominations 

If you decide to withdraw your nomination, you must deliver a Notice of Withdrawal to us before the Closing Date (4pm Friday 7 June 2024).  It must be signed by both you and a witness.  
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	Paying your Deposit

	a
	You must pay a deposit of £500 to stand for election.  Each candidate must deposit £500 with the RO so that the nomination is valid.

We must get your deposit by the Closing Date (4pm Friday 7 June 2024).  If you use an electronic, online or BACS payment, it is your responsibility to make sure that your deposit is actually in our bank account by the closing date.


	
	

	b
	How to pay your deposit

You can pay by legal tender (cash), banker’s draft (where the drawer is a UK bank), credit or debit card, or an electronic transfer of funds (which is preferred).  
Certified cheques and banker’s drafts should be made payable to The Returning Officer for the Edinburgh *(fill in name of constituency) Burgh Constituency.

(e.g. The Returning Officer for the Edinburgh South Burgh Constituency.)

Electronic, Online or BACS Payments
If you wish to pay your deposit by electronic, online or BACS payment, which is the preferred method, please use these details:
Sort code

83-06-08

Number

00740589
Bank name

Royal Bank of Scotland 

Currency

GBP

Branch name

36 St Andrew Square Edinburgh  
Short name

CEC-Income account 

IBAN

GB10RBOS83060800740589

BIC

RBOSGB2L 

Make sure your “payment reference” is clear and shows your name or party (maximum 18 characters).  If your reference is not clear then the payment might not be accepted, which would cause problems with your nomination.

Your deposit is only accepted when the money arrives in the Council’s bank 

account.  It is not enough for you to show us a receipt.  It is your responsibility

to make sure that we have your deposit in our account by the Closing Date (4pm Friday 7 June 2024). 
We recommend you contact the Election Team by e-mail BEFORE making the payment to tell us the:

· Date money is to arrive in the council’s account;
· The amount of money;
· Name of party /Candidate; and
· Contact in the party if there is a query.
If you do not tell us in advance, your payment may be difficult for us to trace and this might cause a delay in processing and accepting your nomination.
Paying by Cash
If you wish to pay cash, please tell the Elections Team in advance so that we can make the necessary arrangements.
Debit or Credit Card

We will be able to accept payment by debit or credit card.



	4
	Returning Your Deposit

	
	As long as you get the necessary number of votes, we will return your deposit.  The necessary number of votes is one-twentieth (5%) of the total number of votes polled by all the Candidates standing in the constituency.  If you do not get the necessary number of votes, your deposit will not be returned but will, instead, be paid to the Treasury.

We will refund the money by the next working day after the day on which the result of the election is declared.  Included in the Nomination Pack is a form that tells us the details of where you want the deposit to be paid to if we are able to return it. 



	5
	Your Election Expenses

	
	A table showing the basis for the calculation of election expenses is shown in the Nomination Pack.  Please note that the electorate figure used to calculate the figures is based on the Register as at 4 June 2024, so the exact spending limits cannot be calculated until this number is available.
Queries about election expenditure are best directed to the Electoral Commission as they monitor and regulate this area.  We just collect the records from you after the election and make them available for inspection.


	6
	People that you can appoint to help you in the election

	a
	An Election Agent
The Election Agent is responsible for the proper management of your election campaign; particularly its financial management.
The notification of appointment must reach the RO by 4pm on 7 June 2024.  A form is included in the nomination pack.  You will become your own agent by default if none is appointed.

If you do not tell us who you want your Election Agent to be, the law says we must assume that you are doing this job yourself and we will publish your name on our formal notice listing the Election Agents for the constituency.  If you act as your own agent and do not provide an office address, your home address will be published on the notice of election agents, even if you have requested for this information to be withheld from the statement of persons nominated and the ballot paper.
The Election Agent must have an office in the Constituency or in a neighbouring one.



	
	

	b
	Other Agents

Other agents can be appointed to attend postal vote openings, polling stations and the count on your behalf to monitor and scrutinise the process.

You must give notice in writing of any people appointed as polling and counting agents by Thursday 27 June.  We will provide forms and Notification of appointment of agents forms can be found on the Electoral Commission’s website.  
The appointment of postal voting agents attending a particular opening session must be made before the start of each session.  We will give 48 hours’ notice by email to the Election Agent and online.

The Elections Team will contact your Election Agent about appointing these agents as soon as possible after the close of nominations.



	7
	Useful Information for your Campaign

	a
	The Register of Electors and the Absent Voters List

Once your nomination has been accepted as valid, you can request a free copy of the register of electors and the absent voters list.  By law, you can only use the register and/or list for electoral purposes.  You must only use the data for permitted purposes: to complete the nomination form; to help you campaign; to check that donations/loans are permissible.  Any person found breaching the restrictions on use of the electoral register could face a fine.   Again, please refer  to the Electoral Commission’s guidance for further details.

To request the register fill in the form provided in the Nomination Pack – Request for Register of Electors and Absent Voters.  We will sign it to confirm that you are a valid Candidate and then send it to the Electoral Registration Officer (ERO).  Normally, it will be supplied to you in data format but you can ask for a paper copy if you prefer.
The earliest someone can officially become a candidate is on the date the UK parliament is dissolved.  Once someone officially becomes a candidate, they are entitled to receive a free copy of the full electoral register and the lists of people voting by post or proxy (‘the absent voters lists’) for the constituency they are contesting.  Registered political parties are entitled to receive a copy of the full electoral register at any time.


	
	

	b
	List of Polling Places 

A list of Polling Places in each Constituency is provided in the Nomination Pack. 


	
	

	c
	Previous Election Results

The results of the UK Parliamentary General Elections held in 2019 and 2017, are available to download from the Council website at Election results – The City of Edinburgh Council


	8
	Conducting your campaign

	a
	Conduct and Behaviour

We cannot give you any legal or other advice about how you or your team conduct your election campaign or about how you behave during the campaign.

We only run the election, we do not “police” or regulate it.  If you have any specific concerns about the behaviour of any candidates or how they are campaigning then you should contact either Police Scotland or the Electoral Commission, as appropriate.
Please refer to and comply with the Code of Conduct for Campaigners at UK Parliamentary general elections in Great Britain, local elections in England and Police and Crime Commissioner Elections | Electoral Commission


	
	

	b
	Posters and Signage

Following a decision of Council on 2 June 2011, the City of Edinburgh Council prohibits the erection of election posters and signage on street furniture and lampposts.
You must not use street furniture or lampposts to put up any posters or campaign publicity material.  

Any such posters found on street furniture and lampposts will be removed.  The political party or independent candidate responsible for the erection of such posters may be charged by the Council for the posters’ removal. 
The Nomination Pack includes guidance on the use of ‘A’ Boards and other temporary adverts; there is a limited exemption to the usual city wide ban.


	9
	Some general information about this election

	a
	The Election Timetable

An election timetable showing all the important dates is provided in the Nomination Pack and is also on the Electoral Commission website.

UK Parliamentary general election timetable 4 July 2024 (docx)


	
	

	b
	Constituencies in Edinburgh

There are five constituencies for the UK Parliament in Edinburgh.  

· Edinburgh East and Musselburgh; 

· Edinburgh North and Leith; 

· Edinburgh South; 

· Edinburgh South West; and

· Edinburgh West.

We anticipate that they will all be contested at this election.  These new UK Parliamentary boundaries will take effect when Parliament is dissolved on Thursday 30 May. 

You can check the maps:  
 Edinburgh East and Musselburgh | Edinburgh North and Leith | Edinburgh South | Edinburgh South West | Edinburgh West |
The Ordnance Survey site also allows us to “zoom in” to a very small scale.

Election Maps (ordnancesurvey.co.uk)


	
	

	c
	The Returning Officer

The Returning Officer for the five Edinburgh constituencies is Andrew Kerr.  He is also the Chief Executive of the City of Edinburgh Council, but that is separate from his role as Returning Officer.  He will be retiring on 16 June and the role will be taken by Paul Lawrence.  Paul is leading our preparations for this election.
The Returning Officer is personally responsible for all aspects of administering the election.  For some day to day elements of this work the Returning Officer may appoint “deputes” to exercise some or all of his powers.



	
	

	d
	Postal Votes

We will be issuing postal Ballot Papers in batches with the first issue taking place on the 18/19 June 2024.

Starting on around 24 June – to be finalised -  there will be daily opening sessions for the Postal Vote packs that voters have completed and returned to the RO.  At these openings we only validate the voter’s identity.  The Ballot Papers themselves are kept face down at this time - we do not count any Ballot Papers until 10pm on 4 July 2024.

We will send invitations to attend these Postal Vote opening sessions, at least 48 hours in advance.



	
	

	e
	Counting of Votes 

We will provide more detailed information about the count shortly after the close of nominations (4pm Friday 7 June 2024).  This will include information about the Count Centre facilities, procedures and the standards of behaviour that will be enforced.

The venue for the count will be confirmed shortly. The count will start at 10pm on 4 July 2024, by opening the boxes of postal votes that have already been returned.  Other ballot boxes will be counted as soon as they have been delivered to the count from polling places.  There are a range of security measures in places for the transport of ballot boxes and the storage of papers and we can provide full details of these if that would be useful.

The following people are entitled to attend the count:

· Returning Officer’s staff;

· Candidates and one other person chosen by each of them;

· the Candidate’s Election Agent;

· any appointed counting agents;

· guests invited by the Returning Officer;

· representatives of the Electoral Commission; and

· any accredited election observers
We will provide security passes for each of these individuals.  Ideally these passes can be collected in advance but they can also be issued at the reception on the night.  They will only be issued to those on the count attendance list and photo ID will be needed.

There are usually representatives of the media in attendance, including TV, radio and newspaper journalists. 



	
	Security

Earlier this year the UK Government provided funding in support of defending democracy and the election process.  Part of this funding has been used to put in place private security provision for general election candidates.

 

Primary responsibility for security during the general election lies with policing. In the first instance, if you consider yourself to be at risk of harm, or you believe a crime has been committed, please contact your local police on 999 or 101. You can also contact your local Operation Bridger Single Point of Contact to relay concerns or issues. Police are able to fund additional patrolling in areas that might benefit from a policing focus. 

 

Dependant on fulfilling criteria and scope, and supplementary to policing activity, the Home Office can also provide private security. This ranges from accredited door supervisors to additional private security provision, available dependant on risk. The Home Office can also provide Situational Awareness Training and Cyber Security Awareness Training beyond that provided by policing.

The Home Office will consider requests for security on a case-by-case basis, judging each request on its own merits. 

 

To request security, please email HomeOfficeprivatesecurity@homeoffice.gov.uk.

Our key Police Scotland contact in Edinburgh for this election is: Inspector Colin Fordyce  -  (Colin.Fordyce@scotland.police.uk )  also supported by EdinburghOpsPlanning@scotland.police.uk   and  alastair.sadler@scotland.pnn.police.uk 

With respect to cyber security you should also review Defending democracy - NCSC.GOV.UK 



Further information about all aspects of the election is available on the City of Edinburgh Council website at www.edinburgh.gov.uk/elections 



