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GUIDANCE NOTES FOR THE COMPLETION AND RETURN OF YOUR  PUBLIC NOMINATION FORM
DEADLINE FOR RETURN OF NOMINATION FORMS
Your completed nomination form must be received by the Returning Officer, Electoral Reform Services, The Election Centre, 33 Clarendon Road, London, N8 0NW no later than 5pm on Wednesday 18 May 2011. Any nomination forms received after this time and date will be ruled invalid. 

Nomination forms must be returned by post.  Please return your nomination form in the special reply envelope provided. Please ensure that you send the signed original, as original signatures of both yourself and those of your supporters must be visible for your nomination to be valid.  

The safe return of your form is the responsibility of you: - the candidate. We recommend its safe receipt by the Electoral Reform Services (ERS) is checked by contacting the Electoral Reform Services on 020 8365 8909 or caroline.hinchcliffe@electoralreform.co.uk All nomination forms received will be acknowledged within 24 hours by first class post to the address provided.
SECTION ONE: To be completed by the candidate

· In order to stand for election a candidate must:-

1. Be a member of the Royal Devon and Exeter NHS Foundation Trust.

2. Live in the constituency for which they are standing, if they are standing as a public representative. 

3. Have the support of 2 other members who are willing to sponsor their nomination and who are also members of the same constituency for which the candidate is standing.

4. Not be prevented from being a member of the Council of Governors by paragraph 8 of Schedule 1 of the  Health and Social Care (Community Health and Standards) Act 2003, or by any provision of the constitution of the Trust.

· You must complete all parts of section one of the nomination form, as applicable, including the declaration of interests.

· Please ensure a daytime telephone number is provided at which you may be contacted in the event that there are any queries about the detail on your nomination paper.

Election Statement – Preparation Instructions

· You are invited to provide an election statement, describing why you think you should be elected, on either page 2 of the nomination form, a separate sheet of paper (word processed if possible), or emailed as a Word attachment to ftnominations@electoralreform.co.uk clearly stating your name, the name of the Trust and the constituency in which you wish to stand. 

· You may wish to consider the following themes when preparing your statement: your reason for standing as a governor/member, the skills you could bring to this role and your

relationship/contact with the Trust.

· Your election statement will be reproduced and circulated to voters with the ballot paper. Please note that in the interest of fairness, ERS makes every effort to ensure candidates’ election statements are reproduced exactly as they have been submitted. Therefore, please check your election statement carefully for any grammatical or spelling errors before submitting it.

· It must not exceed the word limit of 150 words. Please state the total number of words used at the end of your election statement. 

· Please ensure that any handwriting is legible. The Returning Officer will not seek clarification of any illegible words and will make a best considered judgement of the same for reproduction in any documents sent to voters. The Returning Officer will not accept any responsibility for producing inaccurate information as a result of illegible handwriting.

· Royal Devon and Exeter NHS Foundation Trust and the Electoral Reform Services will edit an election statement that exceeds the word limit and reserve the right to not to publish any statement if it is factually inaccurate or contains libellous material. 

· Failure to provide an election statement by close of nominations will not invalidate your candidacy. Instead, the words ‘statement not received’ will be published in the space that would have contained your election statement. However, you must declare your interests. 
DETAILED RULES RELATING TO STATEMENT PREPARATION
a) Every word no matter how small, e.g. “I”, “or”, “and”, “the” etc, will be counted as one word.

b) Numbers in a block will be treated as one word, e.g. “1989”, “1/128”, “1988/89” and “1988/1989.” 

c) Any acronyms or groups of initials will be treated as one word. For example NHS would count as one word. If, however, full titles for acronyms or groups of words are used then they will count as separate words. For example National Health Service will count as three words.

d) Compound words or hyphenated words, such as co-operation, will be treated as one word.

e) All biographical details will be printed using a common typeface and type size font.

f) Selected words or sentences can be emboldened, capitalised, underlined or placed in italics.

g) Entire election addresses submitted in any of these formats will, however, be reproduced in the common typeface and type size font detailed in Paragraph (e) above.

h) The use of bullet points and numbering to make separate points is allowed and these will not be counted as words.

i) Words or phrases can be centred or indented. Boxes around particular words or phrases will not, however, be reproduced.

j) Your statement may be up to one hundred and fifty words in length (subject to the definitions given above in the points given above). Any part of the statement exceeding that one hundred and fifty word limit shall not be reproduced, and the wording ‘statement cut at word count’ will be inserted at the end of the statement.

We recommend that you do not use a word count function provided by word processor software to count the number of words used in your election statement. When counting words, such software does not apply the rules detailed above and tends to understate the actual number of words used.  For example, Microsoft Word treats a group of words such as “Technical/Professional/Scientific” as one word (because it contains no spaces) whereas ERS would count that as three separate words. The word count function provides a useful guide when preparing your election statement but we would recommend that you perform a manual count of your final election statement prior to its submission.

Declaration – to be completed by the candidate

· This section must be signed and dated for your nomination to be valid.

SECTION 2: SUPPORTERS’ DETAILS - to be completed by the supporters

Your supporters must complete this section in full. They are required to include their full name, address and indicate to which constituency and class, i.e. Public: Mid, North, West Devon & Cornwall, that they belong and sign the form.

If your supporters are not currently members of the Trust, they will be required to submit an application for membership. This process can be started by them indicating in the boxes in this section and signing. Even if they are not members at the time of nomination, they must also complete the earlier part of the form with their full details and signature.

· The supporters must be members of the Trust and be eligible to vote in the same constituency and class as the candidate.

· A supporter may only support one candidate.

· The nomination form may be photocopied to obtain the signatures of 2 supporters. If it is photocopied, the photocopied forms and the original must be submitted together and all signatures must be originals (i.e. faxed or photocopied signatures will NOT be accepted).

· Supporters details are not published.

Additional Information

· Candidates will be listed in random order on the ballot paper. A candidate’s first name will also be listed but not their title.

· The following information will be published on each candidate in the biographical statement which will be circulated with the ballot papers:-

1.   An election statement (if provided)

2.   Declaration of interests (compulsory)

· Please ensure that you complete the form correctly as failure to do so may invalidate your nomination.

If you require any further information on completing this nomination form, or would like to check that you have completed it correctly, before you formally submit your nomination, you are encouraged to contact Caroline Hinchcliffe on 020 8365 8909 or caroline.hinchcliffe@electoralreform.co.uk
EXCLUSION AND DISQUALIFICATION CRITERIA
Please note, the additional information supplied below, is referred to in the Declaration on page 2 of the nomination form. If you decide to nominate yourself you must take note of this information when signing the Declaration.

A person may not become a Governor of the Trust, and if already holding such an office will immediately cease to do so, if:

· they are a Director of the Trust, or a Governor or Director of another NHS Foundation Trust.

· they are under sixteen years of age.

· being a member of the public, they were entitled to be a member of one of the classes of the staff constituency until less than two years ago.

· being a member of one of the public constituencies, they refuse to sign a declaration in the form specified by the Council of Governors that they are member of the relevant public constituency and are not prevented from being a member of the Council of Governors.

· they have been adjudged bankrupt or their estate has been sequestrated and in either case they have not been discharged.

· they have made a composition or arrangement with, or granted a Trust deed for, their creditors and have not been discharged in respect of it.

· they have within the preceding five years been convicted in the British Islands of any offence, and a sentence of imprisonment (whether suspended or not) for a period of three months or more (without the option of a fine) was imposed.

· they are subject of a sex offender order. 

· they have within the preceding two years been dismissed, otherwise than by reason of redundancy, from any paid employment with a health service body.

· they are a person whose tenure of office as the Chairman or as a member or Director of a health service body has been terminated on the grounds that his appointment is not in the interest of the health service, for non-attendance at meetings, or for non-disclosure of pecuniary interest.

· they have had their name removed, by a direction under section 46 of the 1977 National Health Service Act from any list prepared under Part II of that Act, and have not subsequently had their name included in such a list.

· they fail to attend two meetings in any Financial year, unless the other Governors are satisfied that the absences were due to reasonable causes and they will be able to start attending meetings of the Trust again within such a period as they consider reasonable.

· in the case of an elected Governor, they cease to be a member of the Trust.
· in the case of an appointed Governor, the appointing organisation terminates the appointment.

· they have refused to undertake any training which the Council of Governors requires all Governors to undertake. 
· they have failed to sign and deliver to the Secretary a statement in the form required by the Council of Governors confirming acceptance of the code of conduct for Governors.

GOVERNORS’ CODE OF CONDUCT

Your attention is drawn to the following code of conduct by which all governors will be expected to abide.

The Royal Devon & Exeter NHS Foundation Trust is an apolitical organisation

All members of The Royal Devon and Exeter Foundation Trust (RD&E NHSFT) Council of Governors will:

a. Abide by the Seven Principles of Public Life (Nolan), which are:

Selflessness

Holders of public office should take decisions solely in terms of public interest.  They should not do so in order to gain financial or other material benefits for themselves, their family, or friends.

Integrity

Holders of public office should not place themselves under any financial or other obligation to outside individuals or organisations that might influence them in their performance of their official duties.

Objectivity

In carrying out public business, including making public appointments, awarding contracts, or recommending individuals for rewards and benefits, holders of public office should make choices on merit.

Accountability

Holders of the public office are accountable for their decisions and actions to the public and must submit themselves to whatever scrutiny is appropriate to their office.

Openness

Holders of public office should be as open as possible about all the decisions and actions they take.  They should give reasons for their decisions and restrict information only when the wider public interest clearly demands.

Honesty

Holders of public office have a duty to declare any private interests relating to their public duties and to take steps to resolve any conflicts arising in a way that protects the public interest.

Leadership

Holders of the public office should promote and support these principles by leadership and example.

These principles apply to all aspects of public life.  The Nolan Committee has set them out here for the benefit of all who serve the public in any way.

b. Actively support the vision and aims of the RD&E in developing as a successful NHSFT;

c. Act in the best interests of the Trust at all times;

d. Contribute to the work of the Council of Governors in order for it to fulfil its role as defined in the Trust’s constitution;

e. Recognise that the Council of Governors exercises collective decision-making on behalf of all patients, members, local public and staff;

f. Not expect any privilege arising from being a governor;

g. Recognise that the Council of Governors has no managerial role within the RD&E NHSFT;

h. Value and respect governor colleagues, and all members of staff;

i. Respect the confidentiality of information received in their role as governors;

j. Attend meetings of the Council of Governors, members’ meetings and development days, on a regular basis, in order to carry out their role;

k. Conduct themselves in a manner that reflects positively on the RD&E NHSFT, acting as an ambassador for the Trust;

l. In undertaking the role of Governor of this NHS Foundation Trust all governors shall sign the following declaration:

i. If I am a member of any trade union, political party or other organisation, recognise that I must declare this fact and that I will not be representing those organisations (or the views of those organisations) but will be representing the constituency (patient, public or staff) that elected me;

ii. Seek to ensure that my fellow governors are valued as fellow colleagues and that their views are both respected and considered;

iii. Accept responsibility for my own actions;

iv. Show my commitment to working as a team member by working with all my colleagues in the NHS and the wider community;

v. Seek to ensure that the membership of the constituency I represent is properly informed and given the opportunity to influence services;

vi. Seek to ensure that no-one is discriminated against because of their religion, belief, race, colour, gender, marital status, disability, sexual orientation, age, social and economic status or national origin;

vii. Comply with the constitution;

viii. Respect the confidentiality of individual patients;

ix. Not knowingly make or permit, any untrue or misleading statement relating to my own duties or the functions of the RD&E NHSFT;

x. Make every effort to contact the Divisional Manager Corporate Affairs & Communications before giving a response to a question from the media;

xi. Support and assist the Accountable Officer of the RD&E NHSFT in his/her responsibility to answer to the regulator, commissioners and the public for the performance of the Trust.
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