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1. What is a Chief Returning Officer or Chief Electoral Officer?
In your role as Chief Returning Officer (CRO) or Chief Electoral Officer (CEO) you will be reporting directly to your respective council. You will be responsible for all aspects of elections, ranging from the administration of the voting to ruling on difficult election matters. 

As a CRO/CEO you should remain neutral with the respect to the outcome of the election and be knowledgeable about your constitution and university regulations. You should also be ethical, diplomatic, decisive and organized. 

The CRO sets the tone of the election.  If the CRO is in anyway seen to have links or ties to any of the election candidates, it can undermine the trust and faith students place in the outcome of the election. 

The CRO will act as the official representative of the faculty councils during the election interacting with Centre for Student Community & Leadership Development (SC&LD) and other university administrators to ensure that the election is run smoothly. 

2. Duties/responsibilities
-Run a fair and constitutionally sound election

-Be knowledgeable about your constitution and university regulations
-Have copies of the constitution and by-laws available to all potential candidates
All specific duties to each council will be outlined in your respective constitution. Always consult your constitution to ensure you are in compliance with it.

3. Hiring DRO/DEO
Hiring a Deputy Returning Officer or Deputy Electoral Office 

In some instances you may hire a Deputy Returning Officer (DRO) or Deputy Electoral Office (DEO) to aid you in the execution of elections. They should also be held to the same guidelines as outlined for the CRO/CEO position.

4. Overview of Elections

a. Voter Eligibility
Basic Eligibility: affiliation with faculty council is enrolled in at least one half (3.0) course and be undergraduate student.  Your constitution will relay the specific qualifications to voter eligibility.
If any special voter eligibility is required please make the ERO aware as soon as possible. For example, only students living in residence can vote for residence representative.

b. Elected Members

i. Spring
Spring – Election of executives

Example:
-President/Chair


   
-Vice-President positions


 
-Director positions


  
-Representative positions
ii. Fall
--Fall – 

Example:
-First year representatives positions



-Any remaining vacancies

c. By-election
A by-election is held when a vacancy occurs during regularly scheduled elections or in special circumstances. If a by-election is necessary conduct it in the same manner as the Spring or Fall election unless otherwise stated in your constitution.

5. Nomination Period
The period where those students interested in becoming apart of your respective council collect signatures of fellow constituents. Or they nominate themselves during the election meeting. 
a. Acclaimed/Contested Positions
Acclaimed positions: A student has run unopposed and has successfully claimed said position. 
Contested positions: One or more student is buying for the position and an election will be held.

b. All Candidates Meeting/Election Debates
An all candidates meeting is held to inform all candidates of the rules during the campaign and voting period. This meeting outlines the timeline for the remainder of the election timeline, the terms for disqualification as well as explaining the duties of the each of the positions. 

c. Election Debates

Election debates are a good idea to hold if there is a lot of interest in a particular position. Candidates can outline their intended pursuits for the upcoming school year as or reasons why they should be re-elected, if the case arises.

You, as CRO, can ask questions or ask those in attendance to ask questions. Those constituents who have come out to the debate are most likely to vote in the election. 

6. Campaign Period
The Campaign period is when those students, who have successfully completed the Nomination Period, advertise around campus that they are vying for a position of a council.
Campaigning is not allowed in residence. 
No pre-campaigning should take place before the campaign period has started, or this can result in a disqualification.
Please consult your constitution, as it may outline a specific timeline in regards to the campaign period. 

-Social Network Websites
It is up to you to make the decision as to allow the use of social network sites i.e., faebook, youtube, twitter. If you allow candidates to campaign on facebook, etc, you will have to set out rules for every candidate to follow and closely monitor all groups/events/pages/status’. If you do not want to allow facebook campaigning you, the CRO, can make a facebook event displaying all appropriate information and have all communication go through you.
b. Postering

All posters should be approved by the CRO and must include all relevant information i.e., voting times, locations,  

Poster Placement

· Election posters may be placed on regular bulletin boards during the campaign. Please note that all bulletin boards are generally cleaned once a week -- to determine which night materials are removed, check the day listed in the upper left hand corner of the board. In Central Square/Curtis Lecture Hall, boards are usually cleared on Sunday evenings.

· Posters may also be placed on walls during the period before voting begins.

· Posters may not be placed on ceilings, windows, fire doors, elevator doors and elevators, fire stairways, exit doors, inside classrooms or computer labs and ceiling vents -- these are all prohibited locations.

NOTE: the Colleges and Faculties (e.g. Bethune, Stong, Vanier, etc. and Schulich, Osgoode, FES) only permit posters to be placed on bulletin boards and staff will remove posters not placed on bulletin boards. Posters may also be removed from dining halls in the event of a special function.

Use of Banners
· Banners are permitted. They must meet University fire-code standards (approved material available in the Centre for Student Community & Leadership Development -- SC&LD, S172 Ross Building, 416-736-5144).

· Permission for banners in the central complex of the University (Central Square and Curtis Lecture Halls) must be obtained from SC&LD.

· Permission for banners in the colleges should be obtained through the Office of the Master.

· No banners or posters permitted in the Vari Hall Rotunda.

· Banners are permitted to hang from the ceiling in Central Square only if they are secured with string to the support beams of the drop ceiling (please consult with the CRO before hanging such banners).

· Banners cannot hang below the bottom of the black trim, and must not exceed 10 feet in length, top to bottom, and 36 inches in width. You must respect the present location of currently hanging banners, and banners that have gone up before yours
Use of Tape
· Masking Tape is the preferred tape for mounting posters in most areas.

· Silver Duct Tape is only permissible in the East Bear Pit on the concrete walls.

· Other tapes (e.g. double backed carpet tape or packing tape) are not permitted due to the damage that is caused.
Use of East Bear Pit Area
· Only the East Bear Pit Area in Central Square may be used for larger signs. Due to special club programming in the East Bear Pit signs may not be hung from the ceilings – they may be placed against the concrete walls.

· The Chief Returning Officer, in conjunction with SC&LD, will be responsible for rationing any space in the East Bear Pit should such space be under pressure from competing interests/candidates.
Posters and Emergency Equipment
· No posters may cover fire hose cabinets, fire alarm pull stations, or exit signs. Repeat offenders may be subject to disciplinary action under Presidential Regulations 2 & 3 (Conduct of Students at York University).
Poster Location
· Signs/Posters (rather than banners) should not be posted on the black trim above the Central Square windows, on Building Directory Boards or official bulletin boards, on audio visual screens or projection booth windows, on TV monitors, in private areas, glass surfaces, doors, store windows, or in the Toronto Dominion Green Machine Centre.
Signs in Classrooms
· No signs in classrooms. University staff will remove signs in classrooms and other prohibited areas. Candidates will be billed for this cleanup (the charges may be placed on your student account).
Removal of Campaign Materials
· Immediately following the close of voting, candidates are required to remove all of their campaign material from all the notice boards and corridors. It is particularly important that signs mounted in hard to reach locations be removed.

Please note: Candidates will be charged for the removal of all posters/ banners/ flyers that are not taken down by the deadline. Facilities will charge $25.00 per hour with a minimum 6 hour charge.

a. Timeline

Please consult your constitution, as it may outline a specific timeline in regards to the voting period. 

b. Voting identification

For the YUvote platform, students can vote by signing in with their Passport York username and password. YUvote can also be accessed from personal computers.
*Please note if a voter requires special accommodation to vote let the ERO know as soon as possible*
C. Ballot Information/YUvote Platform
TEN (10) business days before the start of voting, the CRO must forward the elections ballot to SC&LD.  The ERO will then update and upload the ballot information to YUvote. You will need to give the ERO up to 48 hours to make any final changes. 

Election Ballot Information 
The CRO should list the positions being contested and the candidates who will be running for each position.  The names should be listed with the first name followed by the candidate’s last name separated by a comma.  Acclaimed candidates should still appear on the ballot.  The ballot should also specify the number of candidates that are to be selected for each position (e.g. Choose one candidate only). 

  Please keep in mind that administrative offices close at 4:30pm.  If your election concludes at 5pm, you will not be able to receive your elections results on the same day.

SAMPLE ELECTION BALLOT
Ballot 

	Election name: ie Vanier College Spring Election 2017

	

	Voting Criteria: ie. Who is eligible to vote

	

	Election start date and time (both date and time are required; please use 24-hour clock): 

	

	Election end date and time (both date and time are required; please use 24-hour clock):

	


	Question
: i.e Who would you like for the position of President 

	

	Number of answers possible: ie. How many individuals are able to be in the position.  


	

	Answer options: ie .List of all individuals running for the position. Please state their first name followed by their last name with a comma. John Doe, 

	


	Contact email: 

(Email that the election results will be sent to)


	


·         Check box if you would like to add abstain option 


ONLY one question can be asked per ballot.  

Election Results:

Within a week of the conclusion of the election, the CRO should submit the results of the election to their college council.  The election results will list the positions available, the names of the candidates and the final vote count for each candidate.   

7. Elections Report
Each CRO is required to submit a written final report at the end of elections. 

The final report should include the following: 

1.  Elections timeline 

1.  Names of all candidates 

1.  Positions Available 

1.  Election results 

1.  Summary of any major issues and complaints that arose during the election period 

1.  Voting statistics   

1.  Any recommendations for future changes to the process 

9. Elections Review Officer/SC&LD Support
Shelby Crawford our Student Elections Review Officer (ERO) will be working closely with each student government to help you facilitate your elections.  Shelby will assist governments with verifying registration status for candidates, setting up YUvote, obtaining voter's list and locations for polling stations (where applicable).  Shelby can be reached at ero@yorku.ca. 

Additionally, Jair Kallidumbil (jairak@yorku.ca) and Ross McMillan (rossm@yorku.ca)  are able to provide advice and insight.   

If you have any questions or concerns about planning your election, please do not hesitate to contact any of us and please let us know when you have selected your CRO.

I am certain that by working together, we can encourage more students to participate both as candidates and as voters in this year's elections. 







