	STOTFOLD TOWN COUNCIL
GUIDANCE FOR APPLYING TO BE CO-OPTED AS A TOWN COUNCILLOR



This guidance explains the process for applying to be co-opted to Stotfold Town Council when a casual vacancy arises and no election is called.
Step 1 – Check that you are eligible
To be eligible to be co-opted, you must be:
· 18 years of age or over; and
· A British citizen, an eligible Commonwealth citizen, a citizen of the Republic of Ireland, a qualifying EU citizen, or an EU citizen with retained rights.
In addition, you must meet at least one of the following qualifications:
· you are registered as a local government elector for Stotfold;
· during the 12 months before your application, you have occupied as owner or tenant any land or other premises in Stotfold;
· during the 12 months before your application, your principal or only place of work has been in Stotfold; or
· during the 12 months before your application, you have lived in Stotfold or within three miles of it.
If you are unsure whether you qualify, please contact the Town Clerk before applying. Telephone: 01462 730064   Email: townclek@stotfoldtowncouncil.gov.uk
Step 2 – Check that you are not disqualified
You cannot be co-opted if any of the following apply to you:
· you are employed by Stotfold Town Council, or hold a paid office or position of profit under the Council (other than the office of Chair or Vice-Chair);
· you are subject to a bankruptcy restrictions order, an interim bankruptcy restrictions order, a debt relief restrictions order, or an interim debt relief restrictions order;
· within the last five years, you have been convicted in the United Kingdom, the Channel Islands or the Isle of Man of an offence and received a sentence of imprisonment of three months or more (whether suspended or not) without the option of a fine;
· you have been disqualified from being a councillor because of an electoral offence; or
· you are subject to the notification requirements of Part 2 of the Sexual Offences Act 2003.
If you think any of the above may apply, please speak to the Town Clerk in confidence before submitting an application.
Step 3 – Understand the role
Before applying, it is recommended that you familiarise yourself with the role of a town councillor. You may wish to read The Good Councillor’s Guide (available on our website, on the councillor co-option page) and speak to the Town Clerk if you have questions about the role, meeting commitments, training, or the Council’s work.


Step 4 – Submit your application
To apply, please send:
· a completed Co-option Application Form including a supporting statement explaining why you wish to be co-opted and what you believe you can bring to the role of Town Councillor.
Your supporting statement may include, for example:
· your knowledge of Stotfold and local issues;
· relevant work, voluntary, community or civic experience;
· skills you could bring, such as communication, teamwork, analysis, problem-solving or community engagement;
· your willingness to attend meetings, read agenda packs, undertake training and work constructively with councillors, staff and partner organisations.
Applications must be received by the published deadline for the vacancy. To ensure your application can be considered, please follow the instructions set out in the vacancy notice.
	Return applications to:
The Town Clerk
Stotfold Town Council
Greenacre Centre, Valerian Way, Stotfold, Hitchin, SG5 4HG
Email: townclerk@stotfoldtowncouncil.gov.uk



Step 5 – After the closing date
Once the application deadline has passed, eligible applications will be considered by the Council at a Town Council meeting held in public. The meeting date, time and venue will be set out in the agenda, and the vacancy notice or correspondence from the Clerk.
Applicants may be invited to attend the meeting and, where the Council’s process allows, may be given a short opportunity to introduce themselves. The Town Clerk will confirm the arrangements in advance.
If there are more candidates than vacancies, councillors will vote on the appointment in accordance with the law, the Council’s Standing Orders and the adopted Co-option Policy. Where more than two candidates are considered for one vacancy and no candidate receives an absolute majority, the candidate with the fewest votes is removed and a fresh vote is taken until a candidate receives an absolute majority.
Step 6 – If you are successfully co-opted
· You will be required to sign a Declaration of Acceptance of Office.
· Within 28 days of appointment, you must complete a Register of Interests form.
· You will receive an induction from the Town Clerk on the role of a councillor and how Stotfold Town Council operates.
· Further training may be provided through Bedfordshire Association of Town and Parish Councils or other appropriate providers.
What the Council is looking for
The Council welcomes applications from people with a broad range of backgrounds, experience and perspectives. You are not expected to demonstrate every possible skill. In general, the Council is likely to value:
· an interest in local matters and the well-being of the community;
· the ability to represent residents and work as part of a team;
· good communication and interpersonal skills;
· the ability to read papers, weigh evidence and contribute to decision-making;
· a willingness to attend meetings, undertake training and work positively with councillors, staff and partner organisations.
Confidentiality and data protection
Personal information supplied as part of the co-option process will be used only for administering the vacancy and assessing eligibility. Information about possible disqualification will be handled confidentially and in accordance with the Council’s data protection arrangements.
