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[bookmark: introduction]1. Introduction
This policy sets out the procedure to be followed by Bradley Parish Council when co-opting a person to fill a casual vacancy on the Council.
The purpose of this policy is to ensure that the co-option process is conducted in a fair, transparent, consistent, and lawful manner.
[bookmark: legal-framework]2. Legal Framework
The co-option process is governed by:
· Local Government Act 1972
· Representation of the People Act 1985
· The Local Elections (Declaration of Acceptance of Office) Order 2012
· Relevant guidance issued by the Electoral Commission and National Association of Local Councils (NALC)
The Council may co-opt a person to fill a casual vacancy only when:
1. A casual vacancy has arisen; and
1. The statutory notice period has expired without ten local government electors requesting a poll.
[bookmark: eligibility-for-co-option]3. Eligibility for Co-option
To be eligible for co-option, a person must:
· Be at least 18 years of age; and
· Be a British citizen, qualifying Commonwealth citizen, or citizen of the Republic of Ireland
In addition, the person must meet at least one of the following qualifications:
· Be registered as a local government elector for the parish; or
· Have occupied land or premises in the parish during the previous 12 months; or
· Have had their principal or only place of work in the parish during the previous 12 months; or
· Have resided within three miles of the parish boundary during the previous 12 months
A person must not be disqualified from holding office as a councillor.
[bookmark: notification-of-vacancy]4. Notification of Vacancy
Upon a casual vacancy arising, the Clerk shall:
1. Notify the Returning Officer at the principal authority;
1. Arrange for the statutory Notice of Casual Vacancy to be displayed publicly; and
1. Ensure the notice remains displayed for the statutory period.
If an election is requested by the required number of electors within the statutory period, the vacancy shall be filled by election.
If no election is requested, the Council may proceed by co-option.
[bookmark: advertising-the-vacancy]5. Advertising the Vacancy
Where co-option is permitted, the Council will advertise the vacancy for a minimum period of two weeks wherever practicable.
The vacancy may be advertised through:
· The Council website
· Council noticeboards
· Social media
· Local newsletters or publications
· Community venues
The advertisement shall include:
· The number of vacancies
· Eligibility requirements
· Application deadline
· Details of the application process
· Date of the meeting at which co-option will be considered (where known)
[bookmark: application-process]6. Application Process
Applicants shall complete an official application form and submit it to the Clerk by the stated deadline.
Applications should include:
· Personal details and contact information
· Confirmation of eligibility
· Reasons for wishing to become a councillor
· Relevant skills, experience, and community involvement
Late applications may not be considered.
[bookmark: consideration-of-applications]7. Consideration of Applications
Applications will be considered at a meeting of Full Council convened in accordance with statutory requirements.
Applicants may be invited to:
· Attend the meeting;
· Introduce themselves; and/or
· Answer questions from councillors.
The Council shall consider all applicants fairly and without discrimination. Consideration must take place in public for transparency. 
[bookmark: voting-procedure]8. Voting Procedure
Voting on co-option shall take place in public session unless legislation permits otherwise.
Only serving councillors may vote.
Voting shall be by show of hands as per the parish council’s standing orders.
To be successfully co-opted, an applicant must receive a majority of votes cast.
In the event of an equality of votes, the Chair may exercise a casting vote where permitted.
The outcome shall be recorded in the minutes.
[bookmark: declaration-of-acceptance-of-office]9. Declaration of Acceptance of Office
A successful applicant must sign a Declaration of Acceptance of Office before acting as a councillor.
The councillor must also complete a Register of Interests form within 28 days of appointment.
[bookmark: records-and-transparency]10. Records and Transparency
The Council shall retain:
· Applications
· Voting records
· Minutes
· Declarations of Acceptance of Office
· Register of Interests forms
The Council will publish details of the appointment in accordance with transparency requirements.
[bookmark: review-of-policy]11. Review of Policy
This policy shall be reviewed periodically by the Council and updated as necessary to reflect legislative or procedural changes.
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