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1 Purpose
This policy establishes a fair, open and transparent procedure for filling casual vacancies by co-option where no election has been called. The Council will appoint solely on merit whilst encouraging applications from all eligible members of the community.
2 Legislative Framework
The policy operates under the Local Government Act 1972, Representation of the People Act 1983, Equality Act 2010 and relevant data protection legislation.
3 Principles
The Council will ensure openness, consistency, impartiality, transparency and equal opportunity throughout the co-option process.
4 Advertising a Casual Vacancy
Following notification from Staffordshire Moorlands District Council that the vacancy may be filled by co-option, the Clerk/RFO will advertise the vacancy on the Council website, noticeboards and social media. The advert will include the ward, closing date after two weeks, eligibility criteria, application process and meeting date. 
5 Eligibility
Applicants must satisfy the statutory qualifications to hold the office of Parish Councillor under the Local Government Act 1972.
To be eligible, an applicant must:
· Be at least 18 years of age on the date of co-option. 
· Be a British citizen, an eligible Commonwealth citizen or a citizen of the Republic of Ireland. 
· Meet at least one of the following qualifications: 
· Be registered as a local government elector for the parish; or 
· Have occupied, as owner or tenant, land or other premises within the parish during the whole of the previous 12 months; or 
· Have had their principal or only place of work within the parish during the previous 12 months; or 
· Have lived within the parish, or within three miles of its boundary, during the whole of the previous 12 months. 
Applicants must also not be disqualified from holding office. A person is disqualified if they:
· Are employed by Cheddleton Parish Council or hold a paid office under the Council. 
· Are subject to a relevant bankruptcy restrictions order. 
· Have, within the previous five years, been convicted of an offence resulting in a sentence of imprisonment of three months or more (whether suspended or not) without the option of a fine. 
· Are disqualified under legislation relating to corrupt or illegal electoral practices. 
· Are otherwise disqualified under any enactment relating to local government. 
The Clerk/RFO will undertake an initial assessment of eligibility before applications are circulated to councillors. Where eligibility cannot be confirmed from the information provided, the applicant may be asked to provide further information before their application is considered.
6 Application Process
Applications must be submitted using the Council's application form before the closing date. Late applications will not normally be accepted. Applicants are requested not to lobby councillors during the process. All applications will be handled confidentially in accordance with UK GDPR.
7 Assessment of Applications
Application forms will be circulated to councillors before the meeting together with the Person Specification. Councillors should consider only the information supplied and any presentation given by candidates.
8 Meeting Procedure
Each eligible applicant will be invited to attend and may give a presentation of up to five minutes followed by factual questions from councillors. Candidates will not be present whilst other candidates present or whilst voting takes place. The Council may resolve to move into confidential session if discussion about individual applicants becomes necessary.
9 Voting Procedure
Nominations must be proposed and seconded. Voting will be conducted in accordance with Standing Orders. A successful candidate must obtain an absolute majority of councillors present and voting. Where there are more candidates than vacancies, the lowest polling candidate will be eliminated after each round until a majority is achieved. The Chair has a casting vote where permitted by Standing Orders.
10 Following Appointment
The successful applicant will sign the Declaration of Acceptance of Office before acting as a councillor or at the first meeting attended following co-option. The Clerk/RFO will arrange completion of the Register of Interests, induction training, council email account and notify Staffordshire Moorlands District Council.
11 Equality & Data Protection
The Council welcomes applications from all eligible persons and is committed to equality of opportunity. Personal information will only be processed for administering the co-option process.
12. Review
18.1 This co-option policy shall be reviewed annually by Cheddleton Parish Council or sooner if legislation or operational requirements dictate.
Adopted by Cheddleton Parish Council on: __________________
Minute Reference: __________________
Signed: ___________________________
Chair of Cheddleton Parish Council
Date: __________________
Appendix A – Person Specification
	Area
	Essential
	Desirable

	Personal Attributes
	Integrity, community commitment, sound judgement, interest in local issues.
	Knowledge of local organisations.

	Skills
	Communication, teamwork, willingness to learn, respectful debate.
	Finance, planning, project management, governance experience.

	Availability
	Attend meetings, training and community events.
	Committee experience.


Appendix B – Co-option Process
1. District Council confirms vacancy may be filled by co-option
2. Vacancy advertised (14 days)
3. Applications received
4. Eligibility checked by Clerk/RFO
5. Applications circulated to Members
6. Candidates present to Full Council
7. Council votes
8. Successful applicant signs Declaration of Acceptance
9. Register of Interests completed and induction arranged
Appendix C – Application Form for Co-option as a Parish Councillor
APPLICATION 
Thank you for your interest in becoming a Parish Councillor.
Please complete this form and return it to the Clerk/RFO on clerk@cheddleton-pc.gov.uk
by the closing date stated in the vacancy notice.
Section 1 – Personal Details
Full Name: 		___________________________________________________
Address: 		___________________________________________________
			___________________________________________________
			___________________________________________________
Postcode:		___________________________________________________
Telephone Number:	___________________________________________________
Mobile Number: 	___________________________________________________
Email Address: 	___________________________________________________
Ward applying for (if applicable) _______________________________________

Section 2 – Eligibility
To be eligible for co-option you must be aged 18 or over and meet the statutory qualifications.
Please tick all that apply
☐ I am aged 18 or over.
☐ I am a British citizen, qualifying Commonwealth citizen, citizen of the Republic of Ireland, or otherwise eligible to stand under current electoral legislation.
I also meet at least one of the following qualifications:
☐ I am registered as a local government elector within Cheddleton Parish.
☐ I have lived within Cheddleton Parish, or within three miles of its boundary, for the previous 12 months.
☐ I have occupied as owner or tenant land or premises within Cheddleton Parish during the previous 12 months.
☐ My principal or only place of work has been within Cheddleton Parish during the previous 12 months.
Section 3 – Disqualification
Please tick each box to confirm the following statements apply.
☐ I am not employed by Cheddleton Parish Council.
☐ I am not subject to a bankruptcy restrictions order or interim order.
☐ I have not within the last five years been sentenced to imprisonment for three months or more (whether suspended or not) without the option of a fine.
☐ I am not disqualified from being a councillor under any legislation relating to local government or electoral law.
Section 4 – Supporting Statement
Why would you like to become a Parish Councillor?
(Please continue on a separate sheet if necessary.)






What knowledge, skills, qualifications or experience would you bring to Cheddleton Parish Council?
(For example: finance, project management, planning, business, education, community groups, voluntary work, communications, legal knowledge, governance etc.)






Are there any particular areas of Council work that interest you?
☐ Finance
☐ Planning
☐ Environment
☐ Community and Craft Centres
☐ Parks & Open Spaces
☐ Footpaths
☐ Community Events
☐ Heritage
☐ Other (please specify)

Looking ahead, what would you like Cheddleton Parish Council to have achieved by the end of your four-year term as a councillor?
We are interested in hearing about your ideas, aspirations and priorities for the parish. There are no right or wrong answers—we simply want to understand your vision for the future of Cheddleton.




Section 5 – Availability
Council meetings are generally held during the evening starting from 7pm.
Are you able to attend:
	
	Yes
	No

	Full Council meetings
	☐
	☐

	Committee meetings
	☐
	☐

	Training sessions
	☐
	☐

	Community events where possible
	☐
	☐


Section 6 – Declaration
I declare that:
· The information provided on this application form is true and complete to the best of my knowledge. 
· I understand that, if appointed, I will be required to sign a Declaration of Acceptance of Office and complete a Register of Interests. 
· I understand that this application will be shared with councillors for the purpose of considering my application for co-option. 
· I understand that my personal data will be processed in accordance with UK GDPR and the Council's Privacy Notice. 

Print Name: 				Signature:			Date:
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