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DOWNTON PARISH COUNCIL 

 

CO-OPTION POLICY 
This policy has been produced to set-out Downton Parish Council’s Co-option process to fill vacant 
seats. 

 

 

 

 

This Policy was approved and adopted by a Meeting of the Council held on 12 May 2025. 

 

Signed:    Melanie Camilleri 
(Proper Officer and Responsible Financial Officer) 

Signed:    Cllr Jane Brentor (Chair)   

Date:    12 May 2025 
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1. What is co-option? 
Co-option is a process by which a vacant seat on a parish or town council is filled by 
appointment rather than an election.   

Vacancies can arise for various reasons such as insufficient candidates at an election, 
resignations, and disqualifications.   

Downton Parish Council (the Council) has 15 (fifteen) seats: 14 (fourteen) seats 
representing the Downton Ward, and 1 (one) seat representing the Charlton All Saints 
Ward. The Council must have a minimum of 5 (five) seats filled to be quorate.   

Elections are held every four years. 2025 is election year for the Council, elected 
Councillors taking office on 06 May 2025. 

2. Who is eligible to stand? 
Anyone wishing to join the Council via co-option must be eligible under s.79 of the Local 
Government Act 1972 and not disqualified under s.80 of the Local Government Act 
1972.  

3. What is the difference between an Ordinary vacancy and a Casual vacancy? 
 Ordinary vacancy Casual vacancy 
What is it? A vacancy immediately 

following an election due to an 
insufficient number of 
candidates nominated under 
Section 21 Representation of 
the People Act 1985. 

A vacancy following the 
departure of a councillor mid-
term due to resignation or 
other reasons, as stated in the 
Local Government Act 1972 
s87. 

When does the 
Council need to 
fill the seat? 

Provided the Council is 
quorate, it has 35 working 
days to co-opt from the date 
of the election.  

There is no statutory deadline, 
but Councils are encouraged to 
fill vacant seats as soon as 
practically possible. 

Does the 
Council need to 
post a notice of 
the vacancy? 

No. The Council will contact 
Wiltshire Council in the event 
of a casual vacancy. Wiltshire 
Council must give notice of the 
vacancy, displayed in a 
prominent place in the parish 
for at least 14 days (excluding 
bank holidays etc), allowing 
electors to request a by-
election*.  If no by-election is 
requested, Wiltshire Council 
will confirm that the Council 
may co-opt, at which point the 
Council may want to advertise 
the vacancy. 

https://www.legislation.gov.uk/ukpga/1972/70/section/79
https://www.legislation.gov.uk/ukpga/1972/70/section/79
https://www.legislation.gov.uk/ukpga/1972/70/section/80
https://www.legislation.gov.uk/ukpga/1972/70/section/80
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*by-elections will not be 
called when a vacancy 
occurs within six months of 
an ordinary election. 

 
 
4. What is the Co-option process? 

There is no statutory procedure for how Councils undertake their co-options.   

The Council has agreed the following 3-step Co-option process to ensure fairness, 
transparency, and consistency.  

Choosing someone to represent the Council is expected to be a transparent affair. 
Therefore Steps 2 and 3 will be conducted in open session of a meeting of full council. 

Step 1: Application form 
Candidates complete an application form and send it to the Clerk by the advertised 
deadline. The purpose of the form is to: - 

• confirm their eligibility 
• give more information about themselves 
• explain their reasons for wishing to join the Council and lists the skills, 

knowledge, and experience they believe they have which they can bring to the 
role 

Step 2: In-person statement 
The candidate will be asked to address Councillors, explaining their reasons for wishing 
to join the Council, and listing the skills, knowledge, and experience they believe that 
they possess which they can bring to the role. Councillors may ask the candidate 
questions. 

Step 3: Selection process 
1. If there is more than one candidate for a vacancy, the Chair shall place candidates’ 

names into alphabetical order before proceeding to the vote.   
2. Voting shall be in accordance with the Council’s adopted Standing Orders i.e. 

candidates require a proposer and seconder, and voting shall take place by a show 
of hands.  

3. To be successfully co-opted, a candidate must receive a vote of support by absolute 
majority decision.   

4. This means that they must receive more votes than the combined votes for all other 
candidates e.g. 4 people standing for one seat with 14 councillors voting: 

- Candidate A receives 5 votes 
- Candidate B receives 4 votes 
- Candidate C receives 2 votes 
- Candidate D receives 3 votes 

 



Page 4 of 4 
 

In this scenario, there is no majority because none of the candidates have more 
votes than all the other votes combined. Candidate C, however, would be 
eliminated from the process and the Council would vote again on Candidates A, B 
and D. This process shall be repeated until such time a candidate receives a vote of 
support by absolute majority decision. 

5. A successful candidate is declared co-opted once they sign the Declaration of 
Acceptance of Office form. It is advisable that co-opted councillors do not take 
office until the end of the meeting at which they are appointed. 

6. Within 28 days of being co-opted, the new councillor must complete a Register of 
Interests form. The Clerk will send the completed form to Wiltshire Council’s 
returning officer, details of which are published on the Wiltshire Council website 
and the Council’ s website. 

 
5. Is there any difference between a Councillor who has been elected and one who has been 

co-opted? 
No.  

 
 
 
 


