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1. INTRODUCTION

1.1 The normal process for filling a casual vacancy is election by the local electorate
at a by-election. Co-option is the process by which the Town Council selects a new
Councillor, rather than a by-election taking place.

1.2 There are two circumstances under which the Town Council may proceed to fill a
casual vacancy by co-option:

« When a seat has been left vacant because no eligible candidate stood for
election at the ordinary elections for a new council (currently every four
years).

« When a seat falls vacant but the required ten electors of the relevant ward
have not called for a poll (by-election) within the legally specified time period
following publication of the notice of vacancy (see section 2 below).

1.3 If the period of vacancy has six or more months to run until the next ordinary
election, the Town Council must use the co-option process, as soon as practicably
possible. If the next ordinary election is within six months, the Town Council does not
have to co-opt.

1.4 The Town Council is not obliged to select anyone from the candidates who apply
in the co-option process; if the process is unsuccessful (whether through lack of or
no suitable candidates which achieve a majority vote) then the Town Council will
rerun the co-option process, subject to the timescales at 1.3 above.

1.5 The Town Council will manage the process of co-option itself, with this policy
outlining the procedure to be followed by the Town Council when co-option is
considered, to ensure a fair and transparent process is undertaken.

2. TIMELINE OF A CASUAL VACANCY OCCURRING

2.1 Upon learning of a casual vacancy from a seat falling vacant (through the
disqualification, resignation, or death of a councillor, for example), the Town Clerk will
notify the relevant Electoral Services Department of the vacancy.

2.2 The Electoral Services Department will advertise the vacancy and require the
Town Council to make sure the notice of a casual vacancy is shared in conspicuous
places. The Town Council meets this requirement by displaying the notice on its
noticeboards, social media, and website.

2.3 A legal timeframe of fourteen days is assigned, from the date of the notice, for
ten or more electors in the relevant town ward with the vacancy to contact the
Returning Officer requesting that a poll (by-election) be held. If this occurs, the
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District Council will issue a notice of poll and manage the by-election process
accordingly.

2.4 If the requirements at 2.3 are not met and a poll is not requested by ten or more
electors, the Electoral Services Department will notify the Town Council that the
casual vacancy may be filled by co-option.

2.5 As alluded to at 1.2 and 2.1, the other way in which a casual vacancy can occur
(rather than by a seat falling vacant), is from the lack of eligible candidates at
ordinary elections. In this case, the Electoral Services Department would notify the
Town Council immediately after the results of the ordinary elections are known that
co-option can take place.

2.6 As per 1.3 above, where there is six months or more until the next ordinary
election, the Town Council will follow the process set out within this policy document
upon notification that co-option can take place.

2.7 If co-option is not used to fill a vacancy due to there being less than six months
to the ordinary election, that seat will be filled as usual in the ordinary election
process.

3. ADVERTISEMENT PROCESS

3.1 Although seeking ‘expressions of interest’ is not a legal requirement, the National
Association of Local Councils (NALC) recommends that councils always give public
notice of vacancies because this makes the process of co-option open and
transparent and should attract more potential candidates.

3.2 On receipt of written notice from the Electoral Services Department that a casual
vacancy may be filled by means of co-option (see section 2 above):

e The Town Clerk will advise the Mayor and Council of the vacancy to be filled
by co-option before ensuring this is advertised.

e The co-option advertisement will include the closing date for requests for
consideration which will be within 14 days of the publication, or by a specified
date to fit in with the date of the next full Council meeting and the number of
vacancies, and the meeting date when the co-option will be held. This will be
shared on the Town Council’'s website, social media platforms and
noticeboards.

3.3 Councillors may point out the vacancies and the process to any qualifying
candidate(s). Candidates found to be offering inducements of any kind will be
excluded from the process.

4. APPLICATION PROCESS
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4.1 Applicants for a vacancy will be asked to:

« Confirm their eligibility for the position of councillor within the statutory rules
and that they are not disqualified from standing. A copy of the criteria is set
out within the Councillor Casual Vacancy Application Form (Appendix A).

e Submit information about themselves by completing a Councillor Co-option
Application Form, including a description of their interest in becoming a
councillor and specifying any skills or qualifications which may benefit the
Town Council.

5. DECISION-MAKING PROCESS

5.1 Copies of all applications will be circulated, via agenda, to all Councillors by the
Town Clerk at least three clear working days prior to the Full Council meeting where
the co-option will be considered. The applications will be treated by the Town Clerk
and Councillors as strictly confidential. GDPR will be adhered to with personal details
being redacted.

5.2 The co-option process will be determined in a public session of the Town Council.

5.3 Councillors are bound to declare a prejudicial interest if they or a member of their
family or close associate are related to or have a close relationship to an individual
candidate. If a Councillor is uncertain of whether an interest is declarable, they can
seek the advice of the Town Clerk ahead of the meeting. If a dispensation is
requested and not granted, the Councillor will have to withdraw from the meeting for
the co-option item of the agenda.

5.4 A candidate can only be elected by co-option following a majority vote of Full
Council. A majority vote is a maijority of the total number of Councillors present at the
meeting e.g., if there are 13 councillors voting, the majority would be 7 votes.

5.5 Councillors will have one vote per vacancy to be filled. Voting is by a show of
hands.

5.6 When there are more applicants than vacancies, OPC will attempt to fill a
vacancy by

a. Favouring applicants which will fairly and reasonably represent the parish
geographically and demographically.

b. Selecting skills and experience which will complement and enhance those
of current Members.

5.7 Where more than 2 persons have been nominated for a position to be filled by
the Council and none of those persons have received an absolute maijority of votes
in their favour, the name of the person having the least number of votes shall be
struck off the list and a fresh vote taken. This process shall continue until a majority
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of votes is given in favour of any one person. Any tie may be settled by the
Chairman’s casting vote.

5.8 Where the number of candidates is less than or equal to the number of
vacancies, the candidates shall be appointed to the Council if they meet the eligibility
criteria.

6. SUCCESSFUL CO-OPTION — NEXT STEPS

6.1 Successfully co-opted candidates become Councillors in their own right, with
immediate effect (subject to the signing of the declaration of acceptance of office).

6.2 The co-opted members will be asked to sign a Declaration of Acceptance of
Office before or at the first meeting of the Town Council after their election and to
agree to be bound by the Town Council’s adopted Code of Conduct. They may then
take their seat at the Town Council and will have the ability to be appointed to
committees and/or become a representative to local organisations.

6.3 The Clerk will advise the Returning Officer of the District Council of the names of
anyone co-opted to the Council.

6.4 The Register of Members Interests form must be completed within 28 days of
election and sent to the Monitoring Officer.

6.5 Any newly co-opted members will be provided with a welcome pack and invited
to attend an induction session with officers. This should take place, where possible,
before the next Full Council meeting.

Amendment Record
Version 1: Proposed 07.04.25

Due for Review: April 2027
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Appendix A
Yateley Town Council

Co-option Application Form

Full name

Home address

Postcode

Telephone number

Mobile telephone number

Email

PLEASE ANSWER THE YES/NO QUESTIONS CAREFULLY AS THEY SET
OUT THE LEGAL QUALIFICATIONS FOR BEING ATOWN COUNCILLOR

QUALIFICATIONS

Are you a British citizen, a Commonwealth citizen or a citizen of a European

Union country? Yes/No

Are you 18 or over? Yes/No

(You only need one of the following four qualifications but please say Yes to all that apply)

Are you on the electoral register for the town? Yes/No

Have you lived either in the town, or within three miles of its boundary, for at

least ayear? Yes/No

Have you been the owner or tenant of land in the town for at least a year?

Yes/No

Have you had your only or main place of work in the town for at least a year?

Yes/No
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DISQUALIFICATIONS

Are you the subject of a bankruptcy restrictions order or interim order?
Yes/No

Have you within the last five years been convicted of an offence in the UK, the Channel islands
or the Isle of Man which resulted in a sentence of

imprisonment (whether suspended or not) for a period of three months or more without the
option of a fine?

Yes/No
Are you disqualified by order of a court from being a member of a local authority?
Yes/No

WHAT YOU CAN BRING TO THE TOWN COUNCIL SKILLS AUDIT

Please tick the boxes below relevant to your knowledge

Specific to Town Council

Knowledge of Yateley Town Council in general

Knowledge of Yateley Town Council specifically

Knowledge of the local authority involved with Yateley Town Council
Knowledge of the local statutory agencies involved with Yateley Town Council
Knowledge of national policy concerning Yateley Town Council

OO0O000

General to Town Council

Knowledge of the local area in general

Knowledge of current good practice for charities

Experience of other voluntary organisations (as committee)
Experience of other voluntary organisations (as staff or volunteer)
Campaigning

Partnership Working

Community Development

OO0O0O00O00
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Management/Organisation

General Management
Financial Management
Project Management
Monitoring and Evaluation
Planning

Policy Making

OoOoo0OooOoaa

Professional

Law

Accounting

IT

HR

Marketing/PR

Training/Development  Other please indicate:

OOo0OooOoaa

Committee

Chairing

Consensus building
Energy and Enthusiasm
Strategic thinking
Governance

OoOo00OnO

Do you have anything you wish to contribute to the Yateley Town Council not mentioned
above either in terms of experience, knowledge or skills?
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Please tell us your reasons for wishing to become a Town Councillor?

What is your perception of the role of a Yateley Town Councillor?

When is your preferred time for attending meetings Day/evening/either

(Unfortunately, under present legislation the Town Council is not permitted to contribute to
the cost of councillors’ childcare or care of dependants.)

Are there any factors, other than exceptional circumstances, that might prevent you from
regularly attending the six weekly Monday evening Town Meetings?

Are there any local issues that you are particularly interested in that you believe could be of
benefit to the community?
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What are your hobbies/interests?

Lastly are there any questions you would like to ask us?

As a councillor representing your community you will help keep it a great place to live and
work. You will be supported in your role and will be expected to undertake training. You
should be comfortable working electronically. You should have a positive outlook and a
can-do attitude and be willing to work as part of a team.

Please return to the Town Clerk:

Julie Routley, Yateley Town Council, Council Offices, Reading Road, Yateley, GU46 7RP

Email: clerk@yateley-tc.gov.uk
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