
 

WHITEHILL TOWN COUNCIL 

Procedural Guidance for co-opting a Town Councillor 

Casual Vacancies  

Parish & Town Councils are permitted the power to co-opt a person(s) on to the Council to fill a 

casual vacancy when the requirements to hold an election have not been met (the vacancy) has 

been the subject of a public notice and less than 10 registered voters have requested an election by 

the deadline specified by the returning office or the vacancy occurs within six months of the next 

ordinary retirement of the councillor.  

On confirmation from Electoral Services that a casual vacancy must be filled by Co-option, the Town 

Clerk will insert a ‘Co-option Notice’ onto the website, noticeboards and Facebook page notifying 

electors there is a vacancy with the reason for it and confirming there is to be a co-option to be held 

at a Town Council meeting.  

The advertisement must also state the rules for eligibility and direct interested parties to write to 

the Town Clerk confirming their eligibility to sit on the Town Council, completing the Whitehill Town 

Council application form, explaining the reasons why they want to become a Town Councillor. There 

will be a deadline for responses from the date of the insertion. The date of the meeting when the 

Co-option is to be made, will be stated on the advertisement. 

At the Meeting  

At the Council meeting when the Co-option takes place: 

The Town Clerk is to confirm that each candidate is qualified to become a Councillor and is not 

disqualified for being a Councillor as set out in the Local Government Act 1972 S79 AND S80. 

Chairman should give candidate an opportunity to speak to the Council for up to 3 minutes to 

discuss their letter/application form and to allow members the chance to ask questions of the 

candidate. 

Only councillors present at the meeting may nominate, second or vote upon a person to fill the 

vacancy.  If there is more than one vacancy, then a councillor may nominate one person per seat, 

each Councillor has one vote per seat.  

There is no obligation upon any councillor to nominate any of the applicants if they do not consider 

the person suitable for the office of Councillor.  

In order to be co-opted onto the Council, the candidate must receive an absolute majority of the 

vote of those present and voting. Candidates will be asked to leave the room during the discussion 

and vote process.  

When all the nominees have spoken the Chairman shall seek proposers and seconders for each 

nomination (whether or not they have spoken) and the vote will follow. The voting process will 

follow standing order 8(a) below: 

Where more than two persons have been nominated for a position to be filled by the Council and none 

of those persons has received an absolute majority 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 of votes is given in favour of one person. A tie in votes may be settled by the 

casting vote exercisable by the chairman of the meeting. 



The successful candidate(s) are then declared co-option to the Council by signing a Declaration of 

Acceptance of Office during the meeting and completing a Declaration of Interest form within 28 

days of their appointment. The Town Clerk will notify Electoral Services of the new Councillor(s) by 

sending them the following paperwork and add it to the Town Council website. The successful 

candidate(s) are then declared co-opted to the Town Council and summoned to attend the next  

Whitehill Town Council meeting.   


