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1. Introduction  

Danbury Parish Council has to follow the procedure below when a casual vacancy has arisen on the 

Parish Council and no poll (by-election) has been called. 

To ensure that a fair and transparent process is undertaken, the procedure below will be followed by 

Danbury Parish Council. 

2. Procedure 

a) On receipt of written confirmation, from electoral service of Chelmsford City Council the 

Casual Vacancy can be filled by means of co-option, in this instance the Clerk will: 

i) Advertise the vacancy for 4 weeks on the council notice boards and website, and 

place an advertisement in the village magazine. 

ii) Advise the Council that the Co-option Policy has been instigated by sending a 

memorandum to all councillors. 

b) The Clerk will recommend that the prospective councillor attends some Parish Council 

meetings. 

c) The Clerk will arrange an appointment with the prospective councillor explaining the 

commitment required. 

d)  If the Applicant is still interested they will be requested to send the Clerk a CV. 

e) The CV will be distributed on pink paper (private and confidential) to all Members of the 

Parish Council with the appropriate Agenda 7 days prior to the meeting. 

f) The applicant will be requested to attend the next Full Parish Council Meeting where 

Members of the Council will be able to question them and asked to speak. 

g) Voting will be according to the statutory requirements in that a successful candidate must 

receive an absolute majority vote of those present and voting. If there are more than two 

candidates for one vacancy and no one, at the first count, receives a majority over the 

aggregate votes given to the rest, the applicant with the least number of votes will be taken 

off the list. The remainder will be put to the vote again, this process, if necessary, be 

repeated until an absolute majority is obtained. The vote is undertaken in Private and 

Confidential part of the Meeting.  The vote shall be by secret ballot. In case of an equality of 

votes the chairman of the meeting has a second or casting vote. Any candidate will be 

requested to leave the meeting for this vote. 

h) The Chairman will declare the successful candidate duly elected. 

i) The Clerk will inform the applicant of the decision both by telephone and in writing. 


