Elections / Most Immediate

TELANGANA STATE ELECTION COMMISSION
5" Floor, DTCP Building, Opp: PTI Building, A.C. Guards, Hyderabad — 500 004.

CIRCULAR

No.382/TSEC-ULBs/2015-2 Date:01.07.2015
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Sub:  ELECTIONS — Ordinary Elections to Municipal Corporations / Casual election of
Ward Member of Municipal Corporation - Polling personnel selection,
appointment and training - Instructions - Issued.

Ex 4

Under Section 30 of the Greater Hyderabad Municipal Corporations Act, 1955, it is the
duty of the Returning Officer to appoint polling personnel namely a Presiding Officer,
one or more Polling Officers for each polling station in connection with conduct of direct
election to ward member of Municipal Corporations,

The State Election Commission, Telangana has decided that the polling personnel to be
drafted on duty in a Municipal Corporation should be drawn from a revenue division
other than the one in which the Municipal Corporation is located.

The mode of election for the office of Mayor of a Municipal Corporation is indirect.
Therefore, a voter has to cast only one vote to elect a Ward Member.

The State Election Commission, Telangana has decided to use electronic voting machines
in the ensuing elections.

To facilitate smooth polling from 7-00 A.M to 5-00 P.M. on the polling day, the State
Election Commission, Telangana issued guidelines in Circular No.381/TSEC-
ULBs/2015, dt.29.06.2015 to fix the strength of a polling station at 1200 voters with
marginal adjustments. As only one vote is to be cast by a voter, the personnel required for
a polling station is one Presiding Officer and four Polling Officers. Their duties in brief
are given below:

(a) 1* Polling Officer : Incharge of identification of electors and
marked copy of electoral roll

(b) 2nd polling officer : Responsible for application of indelible ink on
left fore-finger of voter maintenance of register
of voters.

(c) 31 polling officer : Incharge for issue of voter slips

(d) 4 polling officer : Incharge of control unit of voting machine

2.3.2 An extra polling officer shall be provided to polling station where the number of electors

is more than 1200. In such polling stations, duties may be assigned to the polling officer
as under
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(a) 1* Polling Officer : Responsible for identification of voters and
marked copy of the electoral roll

(b) 2™ Polling Officer :. Responsible for application of indelible ink
On left forefinger of elector.
(c) 3" Polling Officer : Incharge for maintenance of register of voters
(d) 4" Polling Officer : Incharge for issue of voter’s slip and
() 5" Polling Officer : Incharge of Control Unit of the Voting Machine

SELECTION OF POLLING PERSONNEL

The Commissioners of Municipal Corporations are requested to work out the
requirements of polling personnel on the above basis by adding 10% in excess of their
requirement so as to keep certain personnel in reserve also to meet any contingency.

As more number of polling personnel will be required for the conduct of direct election
of ward members, all the gazetted and non-gazetted government servants other than the
employees of Municipal Corporations shall be drafted as election personnel. The
Returning Officer should in no case cancel the appointment orders of any individual,
except under extraordinary circumstances when the employee substantiates his plea for
exemption with documentary evidence.

The Commissioners of Greater Warangal Municipal Corporation and Khammam
Municipal Corporation should immediately take necessary action to address all the heads
of offices to lend the services of their sub-ordinates for appointment as polling personnel
and obtain the lists of such personnel well in advance. Generally, the Presiding Officers
and Assistant Presiding Officers must be appointed from persons working under Central /
State Government holding posts not lower in rank than that of superintendents. The
remaining Polling Officers may be selected from amongst the persons in government
service i.e. (state or central) or employees working in statutory corporations. The persons
other than government servants should not be entrusted with the duties of Polling
Officers which involve identification of voters. Care should be taken to see that
emplovees of municipal corporations including teachers of municipal corporations are not
drafted as polling personnel.

The lists of polling personnel selected for posting to the various polling stations should be
finalized with the approval of the Returning Officer as per the provision of Section 30 of
GHMC Act, 1955.

For the purpose of efficient contrel of the polling personnel and of economy in
expenditure on travelling allowances etc., each district, as far as practicable, should use its
own personnel. All the available personnel working under the state and central
government offices in the state, as well as under the local bodies except employees of
municipal corporations have to be mobilized and an assessment of the availability of the
requisite number has to be made well in advance. This work calls for a lot of forethought
and planning.

(a) While drafting Presiding Officers / Polling Officers, the availability of female
polling personnel should be examined for appointing Presiding / Polling Officer
for polling stations where the number of female voters especially burqua clad
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women are large. In such polling station there must be at least one women Polling
Officer who may attend to the duty of identification of woman electors.

(b) All such women, who are in advanced stage of pregnancy, whether on maternity
leave or not, or who are otherwise on medical advice not fit for any rigorous,
hazardous work, shall be exempted from being requisitioned for election duty.
The same will apply to women who are breast feeding a newly born child.

(c) Every female official called for election duty shall be informed in advance of the
arrangements made for her stay, private and separate arrangements for women at
the place of duty to meet the calls of nature as well as for bath and dressing.
Unless such arrangements are made and information in this behalf is furnished to
such a female official, she shall not be called to perform any election duty at any
such place where the above arrangements are not available.

In case the employees belonging to the revenue collection department (Central and State)
are busy in the collection of revenues they should be appointed in consultation with
departments incharge of the revenue collection. All representations in this connection
should be looked into and cases of disagreement, if any, should be brought to the notice
of SEC immediately.

Seniority of officials should be taken into account in every case and it should be ensured
that a senior official is not put on duty under an official who is junior to him/her.

While appointing a polling party for a polling station, Returning Officers should
authorize one of the Polling Officers to perform the duties of Presiding Officer, in case
the latter is unavoidably absent from the polling station. He may be designated as Asst.
Presiding Officer.

Any official against whom any disciplinary action was taken during earlier elections to
the Legislative Bodies or local bodies, shall not be drafted on any election related work
whatsoever in the ensuing elections.

PROPER MIXING OF POLLING PERSONNEL DRAWN FROM DIFFERENT
OFFICES:

In order to avoid any allegation of collusion among the polling personnel in favour of any
candidate or political party and to instill confidence in the minds of political parties and
candidates about free and fair elections, you should ensure proper mix of polling
personnel drawn from different offices and departments at the time of formation of a
polling party.

Suitable computer software should be employed for the above purpose of formation of

polling parties by proper mix of polling personnel drawn from different departments and
offices.

All Polling Personnel shall be drawn from a revenue division other than the one in
which the Municipal Corporation going to election falls

RESERVE POLLING PERSONNEL

Have a reserve list of Presiding and Polling Officers for each municipal corporation to
deal with emergencies at any of the polling station as well as for conducting re -polls, if
required.

APPOINTMENT OF POLLING PERSONNEL :




4.1

4.2

5.1

3.2

All the heads of offices shall be addressed to furnish the lists of employees working
under them along with their scale of pay for payment of flat rates of DA & TA for polling
duty. After obtaining the lists, the postings should be made carefully in respect of each
polling station. Care should be taken to see that in the polling stations exclusively set
apart for women, as far as possible, women officers are posted for these posts. In any
case, the Polling Officers kept in-charge of indelible ink and assigned the duty of
marking forefinger of the voters in every women polling station should invariably be a
woman. At a polling station, where there are considerable number of women voters
especially those who are burqua clad, women assistants may be employed wherever
practicable.

Thereafter, orders of appointment at each polling station should be prepared in the form
given in annexure appended and communicated to the persons after due authentication.
Orders of appointment of polling personnel kept in reserve should also be communicated
as all the Presiding Officers and Assistant Presiding Officers, including the reserve,
should attend the training classes. Blank form of orders of appointment have to be got
printed and sufficient forms of these orders shall be supplied by Returning Officer. The
orders of appointment so supplied should also contain the details of training classes. The
orders of appointment should be issued well in advance of the training classes
programme.

ADOPTION OF RANDOM NUMBER GENERATION TECHNIQUE

Random number generation technique adopted for the deployment of polling personnel
during ULBs elections, 2015, Assembly and Parliament elections shall be followed in the
ensuing elections also.

In this process, a code number (different from the polling station number) is assigned to
each polling station and just before departure of the party this is decoded to the actual
polling station number where the party has to reach. This method could effectively
eliminate complaints relating to any possible partisan conduct of polling personnel. The
criteria to be followed while constituting polling parties in enunciated below.

(a) Presiding Officers and Polling Officers are classified on the basis of scale of pay,
their post and rank. Presiding Officers should be of higher scale/ grade in comparison
to all Polling Officers.

(b) No person should be assigned polling duties in a Municipal Corporation in which he
resides or works.

(c) All polling personnel shall be drawn from a revenue division other than the one in
which the Municipal Corporation going to election falls.

(d) Two members of the polling party should not be from the same department and in any
case the Presiding Officers and 1% Polling Officer should not be from the same
department.

(e) Each polling station exclusively set up for women electors must have atleast one
female Polling Officer. Female Polling Officers must be posted in all the areas
pre-dominantly inhabited by burqua clad women.

(f) Selection of Polling Officers of every party shall be done on random basis.




TRAINING TO POLLING PERSONNEL

In pursuance of the instructions given by Election Commission of India, training
on handling and operation of Electronic Voting Machines to the District Level Officers of
all the districts was organized by the state resource persons with the support of the
Electronics Corporation of India Limited (ECIL) technical personnel during the elections.
Training programmes were also conducted in all the districts at various centers by the
resource personnel to build up a pool of trained personnel at the district level for
imparting training to the polling personnel. These officials conducted training classes to
all the polling personnel drafted for the election duty in general elections to the State
Legislative Assembly and House of People, 2014.

The trained personnel who were deployed during Urban Local Bodies and
Assembly elections, 2014 can be drafted on election duty for the ensuing elections to
Municipal Corporations as they have earlier experience on handling and operation of
EVMs. The District Collector may decide the number of training classes required for
them. The State Election Commission is making arrangements for deputing ECIL
technical personnel to all the districts for imparting training to the polling personnel
wherever necessary. They will also check up the machines, undertake repairs wherever
necessary and replace batteries for the machines to be used in elections. The ECIL
personnel will be deputed to all the districts for giving proper guidance to the district
personnel on the day of polling and on the day of counting,

(BY ORDER AND IN THE NAME OF THE STATE ELECTION COMMISSIONER)

To

Sd/-M. Ashok Kumar
Secretary

All the Retuning Officers of Municipal Corporations.

The Election Authority and Commissioner & Director of Municipal Administration, Telangana,
Hyderabad.
All the Collectors & District Election Authorities.

Copy to:-

The Hyderabad & Warangal Regional Director-cum-Appellate Commissioner of Municipal
Administration.

The Prl. Secretary to Government, MA&UD Department, Telangana Hyderabad.

// ATTESTED //

SECTION OF R






Annexure

Elections to the Municipal Corporation ............c.oovvvievivnnnn., Order of appointment
of Presiding and Polling Officers.

In pursuance of Section :

I hereby appoint the Officers specified in column 2 and 3 of table below as Presiding
Officers and Polling Officers respectively for the polling station specified in the corresponding
entry in column 1 of the table provided for ..................cocoiiiiinn. Ward of Municipal
COrporation, ........o.vevririiir e

I also authorise the polling officer specified in column 4 of the table against that entry to
perform the functions of the Presiding Officer during the unavoidable absence, if any, of the
Presiding Officer.

TABLE
Polling Station | Name of the Names of the Polling Polling Officer authorised to
Code No Presiding Officers perform the functions of the
Officer Presiding Officer in the latter’s
absence.
(1) ) B): 4)
Date
Place : Signature of Returning Officer
................................... Ward
Municipal Council ........ooviiiiiiiinininerinincnnens
Note:-

1) The Training Classes to acquaint the Procedure of conduct of election will be held on
................................ at
................................ (............Place). The Presiding Officers and Assistant
Presiding Officers including those kept in reserve also should attend the Training Classes.

2) Thedateofpollis...........ooovviiiiiinininnn, between ........oooviiiii
and ... (hours).

3) You should report to the Returning Officeron ...,
Date) co.ooeeeeieien (HME) At ...t

(Place) for taking delivery of Polling materials.

Failure to attend polling duties will be viewed seriously. Defaulting Officers are not only liable
for disciplinary action but are also liable for prosecution.






