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West Suffolk

BaCkgI‘Ound Counc"

 The Electoral Registration Officer has a legal duty to undertake a
canvass (each year, between 1 July and 30 November) of all
households and to publish a revised Register of Electors by 1
December.

 The purpose of the canvass is to request that households check
the list of those registered at the address and to either confirm
that the information is correct or to provide an update.




West Suffolk

BaCkgI‘Ound Counc"

« Historically the canvass involved sending a form to every residential property
in the district and this was then followed by a series of reminders and personal
visits.

« The canvass changed in 2020 to streamline the process for those households
where the ERO believes there has not been a change to household
composition. To assist this, there is a separate data matching stage prior to
any communication with residential properties.

 The Electoral Services Team completes a data matching exercise of the
electoral register with national DWP data and local datasets such as council
tax and Adult Social Care data. The purpose of this step is to check the
household electorate with other datasets to allocate properties to two different

canvass approaches
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Canvass process and comms T Coundil
- Route 1, ‘reduced canvass’ for

properties where the data suggests Reformed Canvass Model

there is no change in the

household; o y J
- Route 2, ‘full canvass’ for properties — kel

where the data highlights there C;;e;ngJ sy

could be a change to the - Empty

information held for the property i l - J

i.e. the person on the register no —

longer lives at the address;
- Route 3, separate process for —[ e

properties where people live but do

not form a single household i.e.
care homes, student
accommodation and military bases.




Canvass process and comms

Route 1 Matched Properties

E-comms: Email or SMS communication where

contact information held

Route 2 unmatched Properties

Post route 2 form to all E-comms: Email or SMS

Route 2 properties

communication where
contact information held

Route 3 — pre-defined properties

Send canvass forms to
the responsible person
for the property

Identify responsible
person for the property

and explain their role

Post route 1 form to properties that did not

respond to e-comms or where contact
information was not held for the property

West Suffolk

Council

Cycle completed — no further action

Send 2" Canvass Form to
all outstanding
properties

Personal contact via mobile
canvassers at outstanding
properties

Cycle completed- no
further action

ycle completed —
continue to engage with
responsible person
throughout the vear

Personal contact via Electoral
Services Team at outstanding
properties

Personal contact via
email or telephone



Route 1 and 2 - Email WEStSUffOIk
contact "~ Coundil

A4

elections@westsuffolk.gov.uk

Update your household information and submit

« Email/SMS communication must be AL EASERESPOND.— Elecioral A

Ily dd any new people they will also need to complete a separate
registration application. They cal dth at gov.ukiregister-to-vote.

responded tO. If no reSpOnSE |S I"ecelved Registration We willsend each person a paper form ifthey do not apply online
then a form will be sent in the post.

. West Suffolk Council is required by law to complete
] E mal I S to e I ecto rs are a I Ways se nt fro m We St S uffo I k this annual update of the glectoralyregister. P
If you need further information, please visit our

e|ECt|0nS@WEStSUffO|k.C]OV.Uk and they o \COU?]CT website www.westsuﬁolk.qov.L;k/canva332021.
are addressed to the name of the elector Please do not reply to this email

Yours sincerely

« Emails are only sent to electors that Please confirm who is eligible to be
were \matchedl at the data matCh|ng registered to vote at your address Electoral Services
stage i.e. we believe that they still live Dear Ben Smith West Suffolk House.

Western Way

e follow the steps below online by|:]
at th e a d d ress . ﬁsto confirm who is eligible to be registered to gﬂ%ﬁt Edmunds
vote at your address. IP33 3YU

o Th e e m a I I CO n ta I n S a I I n k to t h e Ikitoises jUSt Eigy nues-io reSpond' Thani yoR. We have ﬁoratgcted you via email as you have previously provided us with
. your email address.
h O u S e h O I d re S p O n S e W e b S I te W h e re t h e If you want to u.nsub‘scribe from being contacted by email for ‘the purposes
SRAR———, Offcar b cicking 1 ik and competng the onine orm. Pl note
CO n ta Cte d p e rS O n e n te rS t h e p ro p e rty www.householdresponse.com/westsuffolk we no longer hold your email address, we are still legally r.equired to ma;ke
. . - coqtaot Yvith you!' property .on an annual ba§is to update the e_lectpral
p O stco d e ( W h I C h I s n Ot I n CI u d e d O n t h e \/ :eogsutsg?t:zl;:he;igé. You will therefore receive future communication by
H I d t h 2 H t d t h t **************************************************
ema I ) an e Securl y codes at are e e This email is confidential and
SpeCIfIC to thel r pro pe rty. Your two part security codes are

Part 1: 229129 : intended solely for the use of the individual to

Part 2: 48739360

whom it is addressed. If you are not the intended



mailto:elections@westsuffolk.gov.uk
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Route 1 and 2 - SMS contact  Coundil

. . 11:01 all = @)
« Email/SMS must be responded to. If no response is '
received then a form will be sent in the post. < SR
« Sent from Elections
Electoral Services - West Suffolk
« Addressed to the name of the elector Council: Dear Ben
- Emails only sent to electors that ‘matched’ at the data Clible 1o edloter tovore at your
matching stage Sl
. . . www.householdresponse.com/
« Contain a link to the household response website where westsuffolk and entering your two
part security code: 229129
the contacted person enters the property postcode (not 48739360 and your postcode.
included on the email) and the 2 security codes that are West Suffolk Councilis required by
specific to their property. e ety el update of

If you need any further information,
please visit www.westsuffolk.gov.uk/
canvass2021. Please do not reply to
this text message.

Electoral Services - West Suffolk
Council




Route 1 form - CCA

« Route 1 properties will receive a CCA West Suffolk [
communication advising them to

West Suffolk Council
West Suffolk House

check the information and respond if
there are changes to make. The

Email
elections @westsuffolk.gov.uk

posted form only needs to be X
responded to if there are any

Is the electoral register information correct for this address?

changes. ittt

any information is wrong, or if there are people eligible all information is comect and includes everyone
to register to vote at this address that are not included eligible to register to vote at this address.

- . -
[ ] FO rl l l I s re SC rI b e d b I a W a n d I S Information on who is eligible to register to vote can be found on page 2.
People we have registered to vote at this address:

addressed to the occupier o e B EE

« Only sent to route 1 properties (i.e.
all electors matched)

If you need to change your Postal Vote or Opt out Status, or make any other changes, the easiest
way is online. It only takes just a few minutes. To help us communicate with you digitally in the
future, please provide your email address via the website.

« Contain a link to the household 1) |

www.householdresponse.com/westsuffolk

response website where the contacted ~

Coundil

West Suffolk

If you need to update this information you will be required to declare that the information is true.
If you do not live at the address you will need to fell us who you are (e.g. landlord).

If you add any new people they will also need to complete a registration application. They can do this at
gov.ukiregister-to-vote. We will send each new person a form if they do not apply online.

If you have a query, or need further infermation, please contact us using the details on page 1

‘Yours faithfully

/L?..’—/‘—/( -

lan Gallin
Electoral Registration Officer

Who is eligible to register to voie?

You can register to vote if you are: You must also be either:
* Resident (usually live) in the UK and * ABrtish, Insh or European Union citizen, or
aged 16 or over (but you will not be able + A Commonwealth citizen who has leave to enter or
to vote until you are 18). remain in the UK, or who does not require such leave.

Postal and proxy votes

To arrange to vote by post or by proxy (someone you trust voting on your behalf) you can download an
application form at electoralcommission.org.uk/voter. To change any existing postal or proxy vote
arrangements contact us using the details on page 1.

The open register

The open register is an extract of the electoral register, but it is not used for elections. It can be bought by
anyone and used for many purposes including confirming name and address details and direct marketing
purposes. Removing your details from the open register does not affect your right to vote.

‘You can find out more information about both registers and how they may be used at
gov.ukiregister-to-vote or you can contact us using the details on page 1

Privacy statement

We collect information under the legal basis of a task carried out in the public interest, as set out in the
Representation of the People Act 1983 and related regulations. We look after personal information
securely and follow data protection legislation.

If you opted-out of the open register we will only use the information you give us for electoral purposes,
including matching it against other sources of data to support the electoral register. If you are currently
registered, where applicable, we have processed your data correctly. We will not give personal
information to anyone else, unless we have to by law. The law requires us to share your information with
candidates, political parties and campaigners for democrafic engagement purposes and credit reference
agencies to check your identity when you apply for cradit

If you have not opted-out of the open register your name and address can be bought by anyone and used
for lois of purposes, including direct marketing.

The Electoral Reqgistration Officer is the Controller. They must have a policy document known as a privacy
notice setting out how they process personal data. Refer to the privacy notice at

www.westsuffolk gov.ukiprivacy/ or contact us to request a copy.

lan Gallin

West Suffolk Council, West Suffolk House, Western Way, Bury St Edmunds, Suffolk IP33 3YU

01284 757131

person enters the property postcode

and the 2 security codes that are 3 [ e
specific to their property.

e ]
TS :

Page 2 CCA-E-MONC



Route 2 form - CCB

« Route 2 properties will receive a CCB communication in
the post.

« Form is prescribed by law and is addressed to the
occupier.

« The customer can respond online to update the
information for their household. If nothing has changed
and the information on the form is correct then one of
the following automated response methods can be
used:

« Online - at www.householdresponse.com/westsuffolk

 Phone - call the household response number (detailed on
the form)

« Text (SMS) - text NOCHANGE followed by the security
code to 80212 (detailed on the form).

« Customer Services - If a customer contacts Customer

Services to report a no change, then the CS Agent will be
able to action this.

West Suffolk

> vl
Council

West Suffolk [
e e e el

Councll

‘West Suffolk Council
West Suffolk House

www,westsuffolk gov uk/canvass2021

Reference Number IDale

Dear

You must respond so we can check who is eligible to register to vote.
People we have registered to vote at this address:

Information on who is eligible to register o vote can be found on page 2.
You are legally required to respond to this letter. Please respond by
The easiest way is online. It takes just a few minutes.

Visit the website:
www.h C
A 4
E Enter your uni ique security code: Part 1- Part 2-
N
Update your household information and submit
Include the names and nationalities of everyone who lives at this address

If the details above are correct, you can also respond by:

« Cailing 0800 197 9871 and when prompted enter part 1 and part 2 of your security code, or

+ Texting NOCHANGE followed by your security code to 80212 (if nobody is eligible to vote
include a reason after your security code e.g. empty, business, 2nd home, none, other).

———————
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Route 2 form - CCB

« A leaflet will be enclosed with
the form to Route 2 properties
advising them how to respond

a ACTION NEEDED -
RESPOND TODAY

WHY HAVE | RECEIVED THIS FORM?

 Route 2 properties must
respond. If they do not respond
then they will be sent reminders
by email/SMS (where contact
information is held).

HOW TO RESPOND

| HAVE RECENTLY
REGISTERED TO VOTE

- If a response is not received
then a 2" form will be sent
which is a Canvass Form and
allows for amendments to be
made in writing and the form to
be returned in a pre-paid
envelope.

AM| REQUIRED TO PROVIDE MY PHONE

ALL THE DETAILS ON THE FORM NUMBER AND EMAIL ADDRESS?

ARE CORRECT - DO | STILL NEED
TO RESPOND?

NEED ANY MORE HELP OR ADVICE?

« If a response is still outstanding
then personal contact will be
made via mobile canvassers. -

MY FORM STILL HAS THE PREVIOUS
OCCUPIERS DETAILS ON

AM | ELIGIBLE TO REGISTER?

Council

WHAT DO | DO IF THE HOUSE IS
EMPTY?

| AM ASTUDENT /I HAVE A SECOND
HOME?

US FORCES

ACTION NEEDED - RESPOND TODAY



West Suffolk

Coundil

Route 2 form - canvass
form

« Route 2 properties that do no respond to the CCB of email/SMS communication will be
sent a canvass form in the post.

« Form is prescribed by law and is addressed to the occupier.

 The customer can complete and return the form using the pre-paid envelope provided
or respond online to update the information for their household. If nothing has
changed and the information on the form is correct then one of the following
automated response methods can be used:
« Online - at www.householdresponse.com/westsuffolk
 Phone - call the household response number (detailed on the form)
« Text (SMS) - text NOCHANGE followed by the security code to 80212 (detailed on the

form).

« Customer Services - If a customer contacts Customer Services to report a no change, then
the CS Agent will be able to action this.




Route 2 form — canvass Vf\—l—efSt SUffe-I-:IS
form Coundil

3 Declaration

As far as | know, the details on this form are true. | understand that it may be an offence to fail to provide the
information asked for in this form and if convicted | may be fined up to £1000.

West Suffolk Canvass Form
yyest AT

Council | understand that it is an offence to knowingly provide false information in this form, or o do 50 with reason to suspect

Address 1 Check who le to register to vote that the information is false and if convicted | may be imprisoned for up o six months, andior face an unlfimited fine.
West Suffolk Council Signat Full CAPITALS
\West Suffolk House We need to know whe lives at this address in order to check whe is eligible to register to vote. lgnature ull name )
Westem Way The easiest way to respond is online | | |
Bury StEdmunds - Go to www.householdresponse.com/westsuffolk and enter part 1 and part 2 of your security code. Phone | |
1P33 3¥U f nothing has changed and the information below is carrect, you can also: Today's date {dd/mmiyyyy) foptional)
Helpline - Call 0800 157 9871 and when prompted enter part 1 and part 2 of your security code. | | I I ‘ Email [ |
01284757131 - Text NOCHANGE followed by your security code to BD212 (if nobody is eligible to vote include a reason after (optional}
5':;::'5 R your security code e.g. empty, business, 2nd home, none, other), i you don't ive at this address, please tell us who you are (e.g. landlord).
Web - our security code is [ |
e westsufiolk gov uk/canvass2022

Alternatively, complete the form and post it back 1o us.
Reference Number |Date - — - - — Who is eligible to register to vote?

Add the details of anyone eligible to register to vote at this address. This includes anyone

Dear Resident over the age of 16 You can register to vote if you are: You must also be either:
* Resident (usually live) in the UK and * A Biitish, Irish or Europaan Union citizen, or
You must respond so we can check who is eligible to register to vote. Aged 78 aged 16 or over (but you will not be able * ACommonwealth citizen who has lsave to enter or
ar aver 1o vote until you are 18). remain in the UK. or who does not require such leave.
‘You are legally required to respond. Please respond by o (exempt from  Fhone Email
. i X Full Name Nationality jury service)  (optional) (opticnal)
The easiest way is online. It takes just a few minutes_ Postal and proxy votes
“fes 0 NaJ
B To arrange to vote by post or by proxy (someone you trust veting on your behalf) you can download an
Visit the website: ves OnoOd Jicati

form at electoralcommission.org.uk/voter. To change any existing postal or praxy vote

www.h holdresp com! ffolk Yes O Mo arrangements contact us using the details on page 1.

es [ Me[]

e ; Th ist
ves [ No[] e open register

Enter your unique security code: Part 1- Part 2 ‘es[] No[] The open register is an extract of the electoral register, but it is not used for elestions. It can be bought
by anyone and used for many purposes including confirming name and address details and direct
Providing an email and phone number gives a quick and easy way to contact you about your registration. markating purposes.
hd Mot enough space? Please write further names on a separate sheet of paper. Each person added will also Removing your details from the open register does net affect your right to vote.
- . - need ta complete a registration application. They can do this at gov.ukiregister-to-vote. We will send each You can find cut more information about both registers and how they may be used at
Update your househeld information and submit new person a form f they do not apply online. gov.ukiregister-to-vote ar you can contact us using the details on page 1.

Include the names and nationalities of everyone who lives at this address

Privacy statement
in this section if there is no one at this address who is eligible to register to vote

If the details overleaf are cormrect, you can also respond by We collect information under the legal basis of a task cammied out in the public interest, as set out in the Representation of the

- Caling 0800 197 9871 and when prompted enter part 1 and part 2 of your security code, or Please tick. D MNone of the residents are eligible to vote because of People Act 1983 and related regulations. We look after personal information securely and follow data protection legislation.

- Texting NOCHANGE followed by your security code to 80212 (if nobody is eligible to vote [ The property is empty their nationality. Please give their nationalities If you optad-out of the open register we will only usa the information you give us for electoral purposes, including
include a reason after your security code e.g. empty, business, 2nd home, none, other). | matching it against other sources of data to support the electoral register. If you are currently registered, whare

Altematively, complete the form and post it back to us. |:| This is solely a business premises applicable, we have processed your data comectly. We will not give personal information to anyone else, unless we

have 1o by law. The law requires us to share your information with candidates, political parties and campaigners for

|:| This is a second home | | democratic engagement purposes and credit reference agencies to check your identity when you apply for credit.

Other reason (please state)

If you have a query, or need further information, please contact us using the details above.

If you have not opted-out of the open register your name and address can be bought by anyone and used for lots of

Yours faithfully purposes, including direct marketing.
1 The Electoral Registration Officer s the Controller. They must have a poiicy document known as a privacy notice setting
R out how they process personal data. Refer to the privacy notie at www.westsufiolk gov.uklprivacy! or contact us to
A "
A request a copy.
lan Gallin
lan Gallin West Suffolk Council, West Suffolk House, Western Way, Bury St Edmunds, Suffolk IP33 3yU
Electoral Registration Officer 01284 75713
Page 1 CF4 Page 2 CF-B-E-MONO Page 3 CF-B-E

e
e ———
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Route 2 - personal visits ~ Coundil

* Route 2 properties that do no
respond to the CCB, email/SMS or
canvass form communication will
receive 1 personal visit from a
trained canvasser to encourage a
response.

 The canvassers use electronic
devices to record and store the
information from the property and if
there is no answer then they will
leave a calling card advising why the
visit was made and steps to take.

Annual Canvass \AIESt SUffOI_IS
of Electors Council

OUR VOTE MATTERS ’\' -

DON'T LOSE IT | S}

Why have I received this card?

You have received this card because we have not heard back from you in response to a form
that we sent recently about who lives in your property. You are required by law to respond. If you
do not respond then you might not be able to vote in the next election. It could also adversely
affect your credit score if you are not on the electoral register.

What do | need to do?

Check if you still have the form and follow the instructions to respond. The easiest way to
respond is online following the instructions on the form. If you do not have the form, please
contact us on 01284 757131.

___________________________________________________________________________

Any questions?

Visit www.westsuffolk.gov.uk/canvass or call 01284 757131
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Route 3 ~Coundil

« Route 3 properties are properties where people live but do not form a single household
i.e. care homes, student accommodation and military bases.

« HMOs could also be treated as Route 3 properties but the West Suffolk approach is to
treat the individual rooms of HMOs as individual households. As a result HMOs are sent

through the route 1 and 2 process.

« The approach at Route 3 properties is to identify a responsible person (i.e. care home
manager) to be the contact and to update on residents who have moved in or out
during the year. This applies to both the canvass and registration all year round.

« Route 3 properties do not go through the data matching exercise. Canvass forms are
sent to the responsible person to request an update. If no response is received then
telephone canvassing and personal visits are carried out.




West Suffolk

Key dates - routes 1 and 2 ~Coundil

Data matching (June)
» Data matching with DWP data
» Local data matching with C/Tax and Adult Social Care data

« Manual data matching of no-match electors to identify those that didn’t match due to typos, variants in
spelling etc

Route 1 properties
* SMS/Email communication - July
* Reminder SMS/Email communication - July
» CCA form postal despatch where email/SMS not held or did not respond to e-comms - August
* No further communication for route 1 properties

Route 2 properties
« CCB forms postal despatch - July
« SMS/Email reminders (where details held) - July
« Canvass form (CF) postal despatch to non-responding properties — August
« Personal visits - September/October

Publication

« The updated Electoral Register will be published on 1 December 2025 and distributed to those that have

—LC g Uested to receive it. B
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Raising awareness Council

Briefing pack shared with members, LT and partner organisations, such as parish and
town councils, that may be able to assist with sharing the messages

Briefing pack also shared with Police and Trading Standards and they are also notified
when personal visits begin.

Web content is linked to on all canvass material and communication messages:
www.westsuffolk.gov.uk/canvass

Customer Service are able to respond to FAQs and can assist customers that want to
respond by telephone

Press release is issued prior to 1st stage of communication with households and 2nd
release to encourage responses prior to canvasser visits

Social media posts throughout the canvass, especially at times of e-comms activity to
reassure those that receive emails/SMS contact



http://www.westsuffolk.gov.uk/canvass

West Suffolk

> e e
COI‘ltaCtS Council

« Customer Services operates a helpline for Electoral Services on 01284 757131
answering queries and assisting electors as the first point of contact.

« The Electoral Services Team is available to answer any queries from customers which
cannot be answered by Customer Services. Please email elections@westsuffolk.gov.uk
and the query will be logged for an appropriate person to respond.

« For further information and guidance please visit www.westsuffolk.gov.uk/canvass or
email elections@westuffolk.gov.uk



mailto:elections@westsuffolk.gov.uk
http://www.westsuffolk.gov.uk/canvass
mailto:elections@westuffolk.gov.uk
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