Process for co-option (Bradley Parish Council)

Purpose
· Set out the lawful, transparent steps Bradley Parish Council should follow to fill a casual vacancy by co-option and recommended best practice.

Executive summary
· When a casual vacancy arises, the Returning Officer issues a Notice under LGA 1972 s.87; electors then have 14 days to request a by‑election (ten electors). If no election is called, the council may co‑opt as soon as practicable after the expiry of that period. Good practice (NALC) recommends public advertising, a clear application process, and a fair selection meeting. 

Legal basis and mandatory steps
· Statute: Local Government Act 1972 (casual vacancies / public notice requirement) — notice is issued and the 14‑day period applies; if no poll is claimed the council may co‑opt. 
· Declaration of acceptance of office and prescribed form (s.83 and related Order) must be completed before acting as a councillor. 

Step‑by‑step procedure 
1. Immediately notify the Returning Officer (RO) and request the formal Notice of Casual Vacancy. (Clerk action). 
2. Display the Notice publicly (as returned by the RO). Start the 14‑day period during which ten electors may request a by‑election. If a by‑election is called, follow the election timetable.
3. If no poll is requested, advertise the vacancy widely for a reasonable period (recommend 2–4 weeks) on: council website, noticeboards, social media, local shop/hall. Use an application form (name, contact, eligibility statement, short statement/CV and confirmation of willingness to sign the Declaration of Acceptance of Office). NALC good practice recommends written applications and published selection criteria. 
4. Invite candidates to a public Full Council meeting (or a specially convened meeting) where councillors question candidates (or accept written statements). Keep records of questions/answers. 
5. Voting: if contested, vote at public meeting by show of hands. A candidate must receive a clear majority of councillor votes to be co‑opted; if tied, repeat votes or follow standing orders on chair’s casting vote. Document the vote and outcome in the minutes. 
6. Completion: successful candidate signs the Declaration of Acceptance of Office (in the prescribed form) and completes the Register of Interests within 28 days. Update council member registers, website and notify the district council/Electoral Services. (Clerk)

Templates, records and transparency (required/recommended)
· Keep: application forms, interview notes, minutes recording vote (names of candidates, number of votes), signed Declaration, Register of Interests entry, and confirmation to Returning Officer. Publish vacancy notice, co‑option decision and new councillor details under Transparency Code (Bradley’s precept band requires online publication). - Day 0: vacancy occurs → RO notice issued and displayed.
· Days 1–14: period for 10 electors to request election.
· Day 15–end of advertising: receive applications.
· Next practicable council meeting: selection and co‑option; then completion of declarations and updates.

Checklist for the Clerk (actionable)
· Notify RO; obtain Notice → display
· Advertise vacancy (website/noticeboards)
· Prepare application pack and deadline
· Arrange selection meeting and briefing for councillors
· Record vote; obtain Declaration; update Registers; notify RO and publish

Next steps for Bradley Parish Council
· Adopt a short co‑option policy (model templates available from NALC) so members and the public know the process and timelines. Run an open advertising campaign to broaden candidate pool.
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