
 

How to cast your Vote 

www.pakvoter.org 

 



 

1 | P a g e  
 

 

Contents 

Introduction .................................................................................................................................................. 2 

Activities ....................................................................................................................................................... 2 

Verbal Exercise........................................................................................................................................... 2 

Responsibilities of the Voter ......................................................................................................................... 3 

a) Returning Officer (RO) ...................................................................................................................... 4 

b) Presiding Officer (PrO) ..................................................................................................................... 6 

c) Polling Officer (PO) ............................................................................................................................ 7 

d) Assistant Returning Officer (ARO) .................................................................................................. 8 

e) Assistant Presiding Officer (APO) ................................................................................................... 9 

f) Election Monitoring Teams .............................................................................................................. 10 

g) Election Agent or Polling Agent ..................................................................................................... 11 

Casting Vote ................................................................................................................................................ 12 

Practical Exercise ......................................................................................................................................... 14 

Lessons Learnt ......................................................................................................................................... 15 

 

 

 

 

 

 

 

 

 

 

 

 



 

2 | P a g e  
 

 

How to cast your Vote 

Introduction 

Voting is one of the most critical ways by which individuals can influence the 

government decision making. This resource book will provide the teachers with the easy 

illustrations to teach the students how to cast their vote by doing simple enjoyable 

exercises in the classroom.  

The teacher will tell the students that today they are going to learn the procedure of 

casting the vote in the classroom by performing interesting and creative role-plays. The 

teacher will select the students from the class and they will be assigned different roles 

and responsibilities in accordance with the voting 

procedures. 

Activities  

The teacher will have to be very interactive and creative 

in involving the students in this exercise and make them 

learn and understand the voting procedure in the simpler 

way. The process will be divided into following group of 

activities; 

Verbal Exercise 

The teacher will select the students from the class who 

will be interested in taking part in the role-play. The 

teacher will assign each selected student with the roles 

and responsibilities of voters, presiding officer, election 

observer, assistant presiding officer, polling officer, polling 

agent, and returning officer etc.  Teacher will read out all 

Key terms 

Ballot – action or system of 

secret voting 

CNIC – National Identity Card 

provided to the citizen by the 

government 

Candidate - A person who is 

nominated for a political office 

Citizen - Connotes membership 

in a political society to which a 

duty of permanent allegiance is 

implied. 

Constituency – a body of 

individuals entitled to elect a 

representative to a legislative or 

other representative body 

Democracy – a government in 

which the supreme power is 

vested in the people and 

exercised by them directly or 

indirectly through a system of 

representation 

Election – a systematic process 

by which voters cast ballots for 

candidates or positions on issues 

 

http://www1.umn.edu/humanrts/edumat/studyguides/votingrights.html#ballot
http://www1.umn.edu/humanrts/edumat/studyguides/votingrights.html#candidate
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the roles and responsibilities to the individual student and guide him how to perform the 

mock-up exercise. The roles and responsibilities of voter and each election personal are 

given below. 

Responsibilities of the Voter 
Be a RESPONSIBLE Voter: 

Report problems or violations of election laws 

Ensure your address is current on the voter registration list. 

Smile! Treat area workers with courtesy. 

Protect the privacy of others. 

Obtain proper ID to verify your identity. 

Not sure? Ask! 

Study and know candidates and issues. 

Inspect your ballot for accuracy. 

Be on time; know your area hours of operation. 

Learn how to use the voting equipment properly. 

Enjoy your voting experience! 

 

                                                                                                        
 

 

 

Kids! You must remember that before the 

day of elections, you must confirm your 

electoral area details. The Election 

Commission of Pakistan (ECP) has 

launched a verification service for 

registered voters.  The service can be used 

via single Short Message Service (SMS) 

from any network, eligible voter can easily 

verify his registration by sending 

Computerized National Identity Card 

(CNIC) number on 8300 without “-” , i.e. 

digits only.  The reply would be having 

information like CNIC No. and Electoral 

Area name.  

 



 

4 | P a g e  
 

 

a) Returning Officer (RO)            

 

 

 

 

 

 

The responsibilities of the returning officer are given below in Box: 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BOX: 1 

 

Kids! It is important to know that Returning Officer holds very 

important duties during the elections. Returning Officer is the 

one who receives the nomination paper of the candidates and 

then scrutinize them. He has responsibility to conduct 

elections at constituency level. 

 

 Ensuring the conduct of elections in accordance with the law; 

 Publishing public notice for election; 

 Receiving   nomination   papers   from   candidates within the specified time frame; 

 Scrutinizing   candidates’   nomination   papers   in accordance with the provisions of law; 

 Selecting   suitable   public   buildings   for   polling stations; 

 Appointing impartial polling personnel to staff the polling stations; 

 Supplying  election  material  on  time  for  use  at polling stations; 

 Educating the polling personnel in the method of voting; 

 Collecting results of the count from PrOs; 

 Communicating unofficial results to the DRO or as may be directed by the Election Commission; 

 Consolidating results furnished by the PrOs; 

 Submitting the consolidated results to the Election Commission   and   the   PEC, with   the   

copy   to REC/DEC; 

 Deposit polling bags in the Treasury and supply of copies of all information/data/ reports/ 

comments at the end of all stages to the DRO/PEC/ECP; 

 Disposal of complaints and exercise of magisterial powers, where required; 

 The DRO and the RO shall be responsible to ensure implementation of the Code of Conduct, in 

their capacity as Magistrate First Class, through district/local administration, district   police or 

other law enforcement agencies in the area  of their jurisdictions; violation thereof by any 

candidate or political party shall be tantamount to malpractice as per law and rules and shall 

entail legal action as per law and rules including disqualification of the candidate. 
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Kids, you must 

form a queue at 

the time of 

casting vote to 

avoid any kind of 

inconvenience.  
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b) Presiding Officer (PrO) 

The Presiding officer has been assigned with the following given responsibilities. See 

Box: 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Box: 2 

 

 Displaying  of  his / her  ID  card  (issued  by  the  RO); 

 throughout the poll day; 

 Checking election materials & reporting missing items immediately; if any 

 Setting up of polling station for maximum efficiency; 

 Seal  the  ballot  boxes  in  the  presence  of  available; 

 Polling Agents and get their signature for confirmation; 

 Ensuring that only those voters who are qualified to vote and are on the electoral 

roll are permitted to vote; 

 Opening & closing of the poll; 

 Supervising the work of APO & PO; 

 Ensuring that the ballot boxes are not tampered with; 

 Ensuring secrecy of each  voter’ s   vote; 

 Ensuring that observers, polling agents, candidates & voters conduct themselves 

properly; 

 Making security arrangements  at  the  polling  station and limiting access only to 

those who have a legal right to be there; 

 Completing all relevant forms & procedures; 

 Conducting the count and preparing a statement of count /ballot paper account; 

 Displaying result at the polling station in a prominent place; 

 Dispatching unused materials as per instructions; 

 Providing copy of statement of count and ballot paper account to the candidates/ Polling 

Agents; 

 Sending sensitive/ non-sensitive material to the RO; 

 Register and address complaints, and exercising power of Magistrate First Class as and 

when required; 

 Communication of authentic copy of statement of count promptly to the RO. 
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c) Polling Officer (PO) 

For the responsibilities of Polling Officer, see Box: 3 

 

 

 

 

 

 

 

 

 

Box:3 

 Speak out name and serial number of voter in the electoral roll; 

 Ensuring that each and every voter has a valid National Identity Card; 
 Ensuring that voters' names are struck off from the electoral roll before 

issue of ballot paper; 
 Inspecting   each voter for any   sign of indelible ink; 

 Applying indelible ink to the cuticle of the right hand thumb of each voter; 

 Assisting the APO in conducting his/her duties; 

 Performing any other function assigned to him/her by the PrO or the APO. 
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d) Assistant Returning Officer (ARO) 

The Returning Officer is being assisted by ARO, whose responsibilities are given in 

Box: 4 

 

 

 

 

                                   

BOX: 2 

  

 

 

 

 

 

Box: 4 

 

 

 

 

 

 

 Performing specific duties assigned to 

him/her by the RO; 

 Generally assisting the ROs in his/her 

functions under the law. 

 

The ARO shall NOT: 

 Receive and/or scrutinize nomination 

papers; 

 Consolidate results; 

 Assume any of the functions of the 

RO on his/her own accord without 

prior permission from the Election 

Commission. 
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e) Assistant Presiding Officer (APO) 

 

First APO gives green ballot paper for the National Assembly and the second APO 

gives white ballot paper for the Provincial Assembly.  The roles and responsibilities to 

be performed by the assistant presiding officer are given below. See Box: 5 

 

 

 

 

 

 

 

 

 

 

Box: 5 

 Issuing ballot papers to the voters; 

 Affixing official stamp at  the  back  of  ballot 

papers and counterfoils and putting his/ her 

signatures; 

 Ensuring that all information   required   in 

counterfoils is properly entered; 

 Ensuring the secrecy of each vote; 

 Assisting the PrO in the performance of his/her 

duties; 

  Performing any other function assigned   to him/her 

by the PrO. 
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f) Election Monitoring Teams 

The responsibilities assigned to the election monitoring team are given in the Box: 6 

 

 

 

 

 

 

 

 

 

Box: 6 

 

 

 

 

 

 Box:06 

 

 

 

 

 

 

Implementation of code of conducts and campaign expenditure incurred 

on: 

 The number and sizes  of  posters,  hoardings  or banners larger than the 

sizes prescribed by the Election Commission; 

 Wall-chalking as part of an election campaign; 

 Using loudspeakers except at the election meetings; 

 Holding or attending any public meeting or joining any procession during a 

period of forty-eight hours ending at midnight following the conclusion of the 

poll; 

 Establishing election camps within the radius of four hundred yards or 

canvassing or erecting banners, etc.  within  the  radius  of  one  hundred 

yards of polling station; 

 Lending, employing, hiring, borrowing or using any vehicle or vessel for the 

purposes of conveying to or from the polling station any voter except 

candidate himself/herself and members of his/her immediate family; 

 Other illegal activities. 
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g) Election Agent or Polling Agent 

 

See Box: 7 to know the responsibilities of the poling agent. 

 

 

 

 

 

 

 

 

 

Box: 7 

Practical Exercise 

Once the students will be selected and have been told about their roles and 

responsibilities, the teacher will make the class arrangement in the form of a polling 

station where all the students will perform according to their roles. The list of things 

required for the exercise are given below; (Illustrations of the following list) 

 Ballot Box  

 Ink Pad 

 Stamp 

 Ballot Papers 

 Stationary Pack 

 Play Cards 

 Posters 

 Box:7  

 To cooperate with the polling staff for the smooth conduct of the election; 

 To  observe,  before  commencement  of  poll,  that  the  ballot boxes are empty and properly 
sealed; 

 To hear the name and serial number in the electoral roll  of each voter who presents 
himself/herself to vote; 

 To challenge the vote of any person who she/he believes is impersonating a voter or who is 
otherwise not eligible to vote at the polling station; 

 After  the  voting  is  concluded,  observe  the  count  and  the packing  by the PrO  of all 
relevant materials and lists in their proper packets; 

 To obtain a carbonized copy of statement of count and ballot paper account from the PrO; 

 To advise the PrO in a polite manner of any misconduct or irregularities she/he observes in the 
conduct of the voting and counting. 

The Polling Agent MUST: 

 Obey any lawful order given by the PrO or the APO 

The Polling Agent SHOULD NOT: 

 Directly  question,  or  otherwise  speak  to,  any  voter while in the polling station; 

 Interfere with the voting process; 

 Handle any materials, including ballot papers; 
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Casting Vote 
                                                              

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After getting the 

Ballot Paper from 

the Presiding 

Officer, you have to 

go behind the 

curtain and stamp 

your vote for your 

desired candidate. 
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After casting 

your vote, you 

will walk out of 

the Polling 

Station. 

After you cast 

your vote, fold the 

ballot papers and 

put the green 

ballot paper in 

green box and 

white ballot paper 

in white box. 
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Practical Exercise 

Once the students will be selected and have been told about their roles and 

responsibilities, the teacher will make the class arrangement in the form of a polling 

station where all the students will perform according to their roles. The list of things 

required for the exercise is given below;  

            

           Ballot Box                                                                         Ink 

 

 

                                  

  Stamp Pad  Ballot Paper 

 

                                                              Stationary 
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Lessons Learnt 

Teacher will ask following questions to students of class: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What is the role and 

responsibility of RO in 

election? 

 

 

 

What is the role and 

responsibility of Pro in 

election? 

 

 

 

What is the role and 

responsibility of PO in 

election? 

 

 

 

What is the role and 

responsibility of Monitoring 

Team in election? 

 

 

 

What is the role and 

responsibility of APrO in 

election? 

 

 

 

What is the role and 

responsibility of Voter in 

election? 


