
Co-option Procedure 
 
Barford and Wramplingham Parish Council 
 
Introduction  
If no request for an election is received by South Norfolk Council by the date on the Notice of 
Vacancy, the Democratic Services Department will advise the Parish Council that it may co-
opt to the vacancy. Co-option is the process by which the Parish Council selects a new 
Councillor and it is done as an agenda item within a regular Parish Council meeting.  
 

The Parish Council manages the process of co-option by itself and strives to demonstrate 
that it is fair and equitable by following the procedure set out below:  
 

Procedure  
1. Vacancies are advertised on the Village Facebook page and the Council website. All 

persons eligible to stand will be encouraged to attend a meeting and all reasonable 
efforts made to assist any queries they may have and share information.  
 

2. At the Parish Council meeting candidates are invited to say something about 
themselves and Councillors have the opportunity to ask questions of the candidates. 
Each candidate will be allocated a maximum of three minutes.  

 

3. The Chairman will place the names of those nominated into alphabetical order and 
proceed to vote. Councillors will have one vote per vacancy to be filled.  

 

4. Voting will be in accordance with Standing Orders by sealed ballot and will continue 
until one candidate has received an absolute majority of those Councillors present. 
At this stage, the successful candidate will be declared co-opted.   

 

5. Should no single candidate receive a majority on the first vote, the candidate with the 
lowest number of votes is eliminated. Voting will then take place for the remaining 
candidates until one person receives an absolute majority.  

 

6. The successful candidate is then declared co-opted to the Parish Council and will be 
asked to join the meeting.  They will complete their declaration of acceptance of 
office immediately, and will receive a copy of the South Norfolk Declaration of 
Interests form to complete and return to the Monitoring Officer within 28 days. 

 

7. The successful candidate is a councillor in their own right and is no different to any 
other member; co-option is a legitimate form of election as part of the election 
process.  

 
COVID-19 ADDENDUM 
Whilst meetings are being held virtually, those nominated will be moved into the ‘waiting room’ 
whilst there is discussion and secret ballot shall be undertaken via email to the Clerk.  The Clerk shall 
confirm that she has received an email from each Councillor present ( be it a vote or absention) 
before any count shall take place. 


