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FOREWORD 

Democracy is the crucial foundation on which the magnificent 

edifice of our modern Indian society is conceived and 

engineered by the founding fathers of our Nation and free and 

fair elections, based on universal adult franchise, lies at the 

very heart of this splendid conception. The Election Commission of India, 

functioning under the Constitutional mandate, has laudably and outstandingly, 

ensured the progressive realization of this glorious vision through its outstanding 

direction, superlative control and sterling superintendence of successive elections to 

the Parliament and State Legislatures, always setting ever-higher standards of 

excellence, which are globally acknowledged as international benchmarks in election 

management.  

  Arguably, one of the most critical, and often overlooked, component of a 

successful election is the comprehensive, theoretical and practical, training and robust 

capacity building of the multitude of officials who are required to perform myriad 

election related functions like Sector Officers, Expenditure Monitoring Officials, 

Flying Squads, Micro-observers, Presiding Officers and other Polling Officers, 

Counting Staff etc. More often than not, it has been disconcertingly observed that due 

to the immense pressure of time-bound multifarious statutory and non-statutory 

election functions on the Returning Officers, the training aspect is inadvertently given 

a short-shrift in this trade-off, which many a times impinge on the efficiency and 

smooth conduct of the poll process. Quite often, the training schedules are cursorily 
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drawn, the training material is jaded and insipid, the training is reduced to a mere 

formality, where reluctant and ill-equipped trainers impart highly mechanical, 

impersonal and ineffective training, simultaneously to thousands of officials and the 

training venues cut a sorry picture of confusion and disorganization, with the sole 

focus being on attendance and supply of poll material. It was the conscious desire and 

abiding ambition of the District Election Office, South-West to make a healthy and 

much-needed departure from the past election training practices and herald a new era 

of election training, characterized by heightened efficiency, customized training 

material, modern and scientific training-aids, smooth and queue-free attendance using 

biometric identification and near-individualized attention through more interactive 

and feed-back oriented evaluation and assessment.  

  The above objectives, though highly noble, were equally arduous and 

daunting and were creditably achieved through sheer dint of hard-work, commitment 

and professionalism of all the officers and staff of the Training Cell. We were able to 

usher in a slew of innovations and intelligent modifications in the training activities 

like biometric-based attendance system, automated issuance of Show-cause notices 

and emails to absentees, SMS based intimation and updates, tailor-made bi-lingual 

training material, customized power-point presentations, documentaries, tip-sheets, 

end-of-training evaluation quizzes, strict adherence to classroom training approach in 

small batches and personalized practical training and guidance through EVM 

Laboratory manned by skilled Master Trainers.  



4 
 

  Inarguably, the piece de resistance of our efforts and initiatives is the 

25-minute Short Film on the System of Postal Ballots, which besides demystifying 

the whole process of postal balloting, is also an excellent training tool for all election 

functionaries across the country on the various aspects and nuances of preparing 

Postal ballots, their actual casting at Facilitation Centres and their eventual counting. 

I feel extremely elated to record the superlative effort of our district election 

machinery in undertaking this humongous task of conceptualization, scripting, 

directing, editing and finalizing this Short Film in the very midst of the General 

Elections, circumventing the pressure of crushing time-lines of multitudinous election 

duties and responsibilities through unvarnished zeal and commitment. The merit of 

this feat is also accentuated by the fact of its attainment through the employment of 

very meager financial and material resources, utilizing the services of the officials 

and staff of the district itself. The achievement of the highest number of cast Postal 

Ballots in South-West District amongst all the districts in Delhi in the ensuing 

elections is also a tribute to the effectiveness and quality of this effort.  It is avidly 

hoped that the fruits of this labor find worthy realization through its widespread use 

for standardization and systemic improvement of Postal Balloting across the country.  

  I feel duty-bound to place on record my sincerest appreciation for the 

untiring efforts, unwavering commitment and infectious passion exhibited by Shri 

Prince Dhawan, IAS (Probationer), who as Nodal Officer (Training & Postal Ballots) 

virtually transformed the election training paradigm in the district through the able 

commandeering of the limited financial, manpower and logistic resources available. 
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My heartfelt thanks are also rightfully due to Shri Alok Sharma, SDM (Vasant 

Vihar), Anil Bhola, DANICS, Shri Jung Bahadur Dy. Director (Education) and Shri 

R.S. Rana along with the team of dedicated Master Trainers and hard-working Data 

Entry Operators who burnt midnight oil on numerous occasions to ensure sterling 

success of the training program. I would also ardently acknowledge the excellent 

contributions of Shri Subhash Gupta, SDM (Elections) South-West, Shri Suchet 

Singh, In-charge (Election Cell) South-West and all other enthusiastic and devoted 

officials of the Election Cell, South-West in extending their unflinching support and 

cooperation towards operationalizing the various election training initiatives and 

achieving the tight time-lines.   

 It is my passionate hope and humble expectation that this modest effort 

serves the intended purpose of providing a substantial and worthwhile boost to the 

most laudable endeavors and noble aspirations of the Election Commission of India 

in cementing the systems and structures for securing free, fair and peaceful elections 

in the country. 

 

NIKHIL KUMAR IAS  

District Magistrate & District Election Officer,  

South-West District. 

Dated: 22nd of November, 2013   
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Preface 

Training of all polling personnel, sector officers, staff responsible for expenditure 

monitoring, micro-observers and other related staff deployed for election duty has always 

been an elephantine challenge. Unfortunately, due to the sheer numbers that are handled 

during this training process, the quality of training usually suffers. In fact, the whole focus 

shifts on only conducting these training sessions and ensuring that the requisite numbers of 

staff actually join duty and mark their attendance. It would not be wrong to say that training 

till date has been one of the most neglected areas of the entire electoral process. Somewhere, 

in the rush of things, we seem to have forgotten that the quality of the elections is directly 

linked to the quality of the training imparted to the staff that is responsible for conducting 

these elections.  

During the Delhi Legislative Assembly Elections-2013, we in the District South-West under 

the able and visionary leadership of D.M. and D.E.O. Sh. Nikhil Kumar, IAS decided to 

take this challenge head on. Our aim was to bring about a paradigm shift in the way training 

is conducted. We have evolved many innovative practices to make sure that training leads to 

actual and tangible value addition for the trainees and it is a joyful experience for both the 

trainers and the participants. We have also evolved best practices to ensure that all 

administrative necessities such as attendance, issuance of ID-cards, Form-12, casting of 

Postal Ballot, processing exemptions etc are undertaken during the training sessions without 

any hassle for the trainees.  

This mammoth restructuring of the entire training process has been a team effort and no 

single individual can claim credit for it alone. Each step of the erstwhile mundane and 

outdated training process has been optimized for efficiency and effectiveness. We have put 

in place innovations such as biometric attendance leading to quick processing of attendance 

and issuance of show-cause notices to defaulters; notifications to trainees by SMS, emails 

etc; automatic sorting of Form-12 AC wise; creating a competent team of Master Trainers; 

making quizzes for the Master Trainers and trainees; designing the training content in 

Hindi; discussing case-studies; screening documentary movies; preparing special comic 

strips to highlight important points; preparing tip-sheets etc. In fact, our efforts have also 

resulted in the production of a movie on Postal Ballots that can be used across the country. 

We also set-up an EVM Lab in our District whereby a team of Master Trainers is available 
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during office hours and polling personnel can drop in anytime to have a hands-on 

experience on the EVMs and also clarify their doubts with the Master Trainers individually. 

This was a phenomenal success since it opened up a forum for the polling personnel, sector 

officers and other staff to interact with the trainers individually outside the class. We also 

created lab-sheets that are small but important exercises to be performed on the EVMs. 

In my opinion, the core strength of the Training Cell of District South-West has been its 

impeccable organization and foresight of all possible contingencies and preparing 

adequately for them. Our team of Master Trainers was thoroughly trained to ensure that they 

know their training content well. They had to take quizzes and the people who didnôt 

perform satisfactorily were recalled for subsequent training sessions. Once this team was 

prepared, the training process was smooth. 

I believe that this booklet on Best Practices of Training of Polling Personnel will go a long 

way in restructuring the entire training process of staff on election duty across the nation 

and will be widely adopted and improved upon by all. The ultimate expectation is that the 

entire experience of training undergoes a sea change and turns into one where the individual 

learns, gains and grows. 

I must thank Mr. R.S. Rana (Overall Co-coordinator, Training Cell), Mr. Satish Kumar 

(Head-Trainer, Training Cell), Mr. Shashank Gupta (Master-Trainer, Training Cell), Mr. 

Jung Bahadur (Supervisor, Training Cell), Mr. U.K. Sinha (Supervisor, Training Cell) and 

last but not the least Mr. Anil Bhola (State Level Master Trainer,) for their efforts in 

revamping the entire training process and documenting our journey in this booklet. 

 

 

Prince Dhawan, IAS (P) 
Nodal Officer, Training Cell 

District South-West Delhi 
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A Journey Through Pictures : Poll Training, South West District, New Delhi  
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Inside View of the Training Building  Flex Board indicating the training hall nos floor 

wise 

Map of Dwarka Assembly Constituency  Polling personnel  searching Training room  
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 Nodal Officer -Training  briefing  to MTs Discussion on Training Procedure  

Biometric registration of Attendance being Supervised by 

MTs 
Collection of Postal Ballot Boxes from PB Casting 

rooms  

DISTRICT ELECTION OFFICER; DISTRICT SOUTH-WEST, NEW DELHI 
A JOURNEY THOUGH PICTURES 
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Marking attendance through finger  

DISTRICT ELECTION OFFICER; DISTRICT SOUTH-WEST, NEW DELHI 
A JOURNEY THOUGH PICTURES 

 

MT Explaining the process of filling up of form 21  Enrollment   of  POs on  Biometric Machine  

Referring of Ref.ids  Registering Biometric Attendance  


































































































































