PROCESS FOR CO-OPTION
When a vacancy can be filled by co-option, a Notice should be posted on the noticeboard(s) within the Parish and on the Council’s website inviting written applications from interested and qualified persons. 
Contact details for the Clerk should be given so that prospective candidates can contact the Clerk if they wish to obtain further information.  
An application form and a guidance note on eligibility criteria should be made available (i) on the Council’s website and (ii) in paper form for supply on request. 
A deadline should be given for the receipt of applications.

Any applications received should be circulated to members of the Council in advance of the meeting at which the co-option is to be considered (ideally a week before the meeting but certainly no later than three clear days before such meeting). 
If an existing Councillor is related to a candidate, that Councillor should not take part in (or seek to influence) the co-option process.  At the co-option meeting the Councillor will be expected to declare a prejudicial interest and withdraw from the meeting.
The Council’s procedure could invite presentations from candidates at the meeting at which the co-option will take place (this is not a legal requirement but, again, is regarded as good practice).  All candidates must be treated equally, and each should be afforded the same opportunity to address the Council (a maximum time limit should be set for each address).  No other candidate should be present in the meeting while another is addressing the Council.
Once all candidates have addressed the Council, discussion about the applications should take place in formal session without intervention from the candidates or public.  Assuming that the debate and vote on the co-option is conducted in the public section of the meeting, it follows that candidates, as members of the public, will be entitled to be present during the proceedings.
(Some councils consider applications in closed session only - this should be set out in Standing Orders).
The voting should take place in open session.  It is normally by secret ballot but it can be by show of hands - again this needs to be clear in the procedure.
(The Council’s Standing Orders should cover the process for voting on appointments).

The statutory requirements mean that a successful candidate must receive an absolute majority vote of those present and voting.  If there are more candidates than vacancies, and no-one at the first vote receives an absolute majority over the aggregate votes given to the rest, steps must be taken to strike off the candidate with the least number of votes and a further vote must be taken in respect of the remaining candidates. This process must, if necessary, be repeated until an absolute majority is obtained.  

Where the number of candidates matches the number of vacancies, a vote is still required and there should be a show of hands to ensure the candidate(s) receive a majority of support.  
The Council may reject a candidate with good reasons for doing so.

If insufficient candidates are co-opted to fill all available vacancies, the co-option process must be repeated.  As a general principle, the Council is under an obligation to fill any vacancy at the earliest opportunity.  
After the vote has been concluded, the Chairman should declare the successful candidate(s) duly elected.

The successful candidate(s) become(s) a Member of the Council upon signing their Declaration(s) of Acceptance of Office (this can be done at the meeting at which they are co-opted - if so, allow for the signing(s) and attestation(s) by the Proper Officer (usually the Clerk) or a Member of the Council to take place and then the co-optee(s) can participate in the remainder of the meeting).  
(A template Declaration of Acceptance of Office is attached).

Any co-optee must also complete and return a Register of Members’ Interests Form within 28 days of the date of their co-option.  Such forms are held in a public register maintained by the Borough Council’s Monitoring Officer.
(A copy of the current Members’ Interests Form is attached).

Any co-optee will remain a councillor until the next ordinary election of the Council, or until they voluntarily resign, or become disqualified to hold the position of councillor.
N.B. The above is for general guidance only and is not intended as a full statement of the law.
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