
 

 

 

Aim 

To outline the steps Electoral Registration Officers (EROs) and Returning Officers (ROs) 
are required to take to ensure the smooth running of their absent voting process, 
including the legislative framework and areas of good practice.   
This course will cover all types of absent voting and will consider the year-round process, 
as well as election-specific tasks. 

Objectives 

1. Clearly define the legal requirements governing the absent voting process and the 
duties of the ERO and RO. 

2. Examine the requirements of all types of absent voting applications, including postal, 
proxy, proxy postal and emergency proxies. 

3. Consider the process required when issuing postal votes at election time and to identify 
good practice. This will include the re-issue of lost and spoilt ballot papers.  

4. Consider the opening of postal votes at election time, including the adjudication of 
personal identifiers, and identify good practice. 

Who is this course for? 

This course is designed for anyone involved with administering absent votes including 
processing applications, issuing and opening postal votes, and the adjudication of 
signatures and dates of birth. 

Course overview 

You will comprehensively cover all aspects of absent voting from applications, proxy 
voting, issuing postal votes, how to deal with cancelled, lost and spoilt postal votes, 
opening postal votes and post-election requirements. 
Note: this course will cover the new requirements introduced by the Elections Act. 
However, the new requirements are not the sole focus of this course, which covers 
absent voting as a whole.  
The course will be delivered using a mixture of presentation material and reference to 
example documentation and official guidance. 
Discussion will be encouraged to enable you to exchange knowledge, experience, and 
ideas. 
You will be provided with a course pack prior to the course. 
Each course runs from 10:00 until 16:00 with suitable breaks, including for lunch. 
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Find out more about our full range of training courses  
and professional qualifications on our website 

Dates and venues 
Thursday 25 January 2024 Online – via Microsoft Teams 

Friday 15 March 2024 Online – via Microsoft Teams 

Cost 

First delegate AEA member – £250 (plus vat) 

Subsequent delegates AEA member - £125 (plus vat) 

Non-member Non-member – £312.50 (plus vat) 

Non-members who would like to join the Association can apply for membership online at 
www.aea-elections.co.uk/join 

*If delegates from the same authority would like to attend this course on different 
dates/at different venues please clearly indicate this on the booking form. 

Terms and conditions 

Cancellation  

If you cannot attend, a substitute from your local authority may attend in your place. 
Otherwise the following charges will apply: 

• Less than two weeks before the event 100%. 
• Less than four weeks before the event 60% 
• More than four weeks before the event £20. 

If for any reason a course is cancelled a full refund will be made. No payment for delegate 
costs that may have been incurred would be reimbursed. 

Non-Attendance 

Non attendees are liable for full payment of the event.  This includes face-to-face and 
online training. 

If attendees have any concerns regarding connectivity they can email training@aea-
elections.co.uk to arrange a pre course test. 

A Company Limited by Guarantee – Registered in England and Wales No.2406897 
Registered Office: Gibson House, Hurricane Close, Stafford, ST16 1GZ 
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