[image: ]
CASUAL VACANCY  •  URBAN WARD
COUNCILLOR CO-OPTION APPLICATION PACK
Everything you need to apply for the vacant Urban Ward seat.
	CO-OPTION APPLICATIONS ARE OPEN
Pembrokeshire County Council Electoral Services has confirmed that no election was requested. Complete and return this pack by 12 noon on Friday 23 October 2026.



	Vacancy / ward
	Narberth Urban Ward

	Application deadline
	12 noon on Friday 23 October 2026

	Co-option meeting
	Tuesday 3 November 2026 at 7.00 pm, Narberth Community Library

	Submit to
	clerk@narberthtowncouncil.gov.wales

	Postal address
	Narberth Town Council, c/o Narberth Community Library, 3 Town Moor Mews, Narberth, Pembrokeshire, SA67 7DF

	Document control
	Version 1.1 - October 2026



What this pack contains
This pack explains the route from a casual vacancy to co-option, the eligibility rules, how the Council selects a candidate, and the information you need to provide.
• A plain-English explanation of election and co-option.
• The Council's co-option process and fair-selection principles.
• An application form and candidate statement.
• An eligibility declaration, consent and privacy notice.
	ACCESSIBLE FORMATS
If you need this pack in Welsh, large print or another accessible format, or need reasonable help to complete it, please contact the Town Clerk.





UNDERSTANDING THE VACANCY
ELECTION OR CO-OPTION?
The public election-request period always comes first.
The election route
When a casual vacancy arises, the Electoral Registration Officer prepares or confirms the formal Notice of Casual Vacancy. The Council publishes that notice in the affected ward and online.
If ten electors make a valid request by the deadline in the notice, an election is called. The Returning Officer then sets the statutory election timetable. Candidates stand through the formal nomination process and electors vote if the election is contested.
The co-option route
If no valid election request is received, the Returning Officer tells the Council that the seat may be filled by co-option. Except where the vacancy arises within the final six months before an ordinary election, the Council must then fill the vacancy by co-option as soon as practicable.
Co-option is not a public election. Eligible people apply to the Council; serving councillors consider the candidates and vote at a public meeting. The successful candidate signs a declaration of acceptance of office and becomes a councillor with the same rights and responsibilities as an elected councillor.
	ELECTION-REQUEST PERIOD COMPLETE
Electoral Services has confirmed that no election was requested. The Council is therefore inviting applications and will determine the co-option at its advertised public meeting.



The co-option process
	1  Advertise
The Council publishes a co-option notice, application deadline and meeting date through the vacancy page, noticeboards and appropriate community channels.
	2  Apply
Candidates submit the same application papers by the stated deadline. Late applications cannot normally be accepted.

	3  Public meeting
Candidates may be invited to introduce themselves or answer the same questions. The Council's debate and vote take place in the public part of the advertised meeting.
	4  Appointment
Councillors vote in accordance with standing orders. The successful candidate signs the declaration of acceptance and the outcome is published.




BEFORE YOU APPLY
ELIGIBILITY AND DISQUALIFICATION
Candidates for co-option must meet the same legal qualifications as candidates at an election.
Age and citizenship
You must be at least 18 years old and have the required citizenship status under current electoral law. This may include British, qualifying Commonwealth, eligible EU and qualifying foreign citizens. Because immigration and electoral status can be complex, use the current Electoral Commission guidance rather than relying on an old form or summary.
Local connection
You must also satisfy at least one of the statutory local-connection qualifications for the relevant period. In summary, these concern being registered as a local government elector, occupying land or premises, having your principal or only place of work in the area, or living in the community or within the permitted distance.
Disqualification
Certain offices, employment, convictions, election offences and other legal restrictions may disqualify a person from being a councillor. The Council cannot give personal legal advice or decide eligibility in advance on incomplete information.
	CHECK BEFORE SIGNING
Read the Electoral Commission's current guidance for candidates at local government elections in Wales. If you are uncertain about your own circumstances, seek independent legal advice before submitting the declaration.



Current candidate guidance: electoralcommission.org.uk — local elections in Wales
What councillors are expected to do
• Attend and prepare for Council and committee meetings.
• Represent residents and help shape Council priorities and decisions.
• Follow the Code of Conduct, declare interests and complete required training.
• Work respectfully with fellow councillors, staff, partner organisations and the public.
• Handle confidential and personal information appropriately.
How applications are assessed
The Council will use the published application requirements consistently. Applicants should show their connection with Narberth, understanding of the role, relevant experience and skills, commitment to public service, and ability to work constructively. Political affiliation is not required.


APPLICATION FORM — PART 1
YOUR DETAILS
Please type or write clearly. Use extra pages if necessary.
	Full name
	

	Preferred name
	

	Home address
	



	Postcode
	

	Email
	

	Telephone
	

	Vacancy / ward
	Narberth Urban Ward



Your connection with Narberth
Briefly explain your connection with the community and how long that connection has existed.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Why you want to become a councillor
Tell us what has motivated you to apply and what you hope to contribute.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


APPLICATION FORM — PART 2
EXPERIENCE, SKILLS AND PRIORITIES
Please give concise examples relevant to the councillor role.
Experience and skills
Describe relevant community, employment, voluntary, governance, financial, communications or other experience. Formal qualifications are not required.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Priorities for Narberth
What do you see as the key opportunities or challenges for the town, and how would you approach them?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Working with others
Give an example of how you have listened to different views, worked collaboratively or helped resolve a difficult issue.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


APPLICATION FORM — PART 3
CANDIDATE STATEMENT
This is the concise statement councillors will receive with the application papers.
	PUBLIC INFORMATION
The Council may publish your candidate statement and name as part of the public co-option process. Your private contact details will not be published without your explicit consent.



In no more than 400 words, introduce yourself and summarise why you would be a good councillor for Narberth.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
	Word count
	

	Candidate initials
	





APPLICATION FORM — PART 4
ELIGIBILITY DECLARATION
Tick every statement that applies and complete the declaration.
I confirm that on the date of application:
☐  I am 18 years of age or over.
☐  I have the citizenship status required to stand at a local government election in Wales.
I also qualify through at least one of the following local connections:
☐  I am registered as a local government elector for the relevant community area.
☐  For the whole of the 12 months before this application, I occupied as owner or tenant land or other premises in the relevant community area.
☐  For the whole of the 12 months before this application, my principal or only place of work was in the relevant community area.
☐  For the whole of the 12 months before this application, I lived in the relevant community area or within 4.8 kilometres (three miles) of it.
Disqualification and accuracy:
☐  I have read the current Electoral Commission guidance and, to the best of my knowledge, I am not disqualified from being a councillor.
☐  The information in this application is true and complete. I understand that eligibility is a continuing legal responsibility.
	LEGAL NOTE
This form is an administrative declaration, not a substitute for the law. Signing it does not prevent a lawful challenge to a person's qualification or disqualification.



	Full name
	

	Signature
	

	Date
	





APPLICATION FORM — PART 5
CONSENT AND MEETING ARRANGEMENTS
Tell us how your application may be used and whether you need adjustments.
Required processing
☐  I acknowledge that the Council will process my application to administer and determine this co-option under its public-task and legal-obligation responsibilities.
☐  I understand that my name and candidate statement may appear in public meeting papers, minutes and the published outcome; private contact details will be redacted unless I separately consent to their publication.
☐  I understand that councillors may receive my application papers for the purpose of the co-option decision.
Optional publicity
☐  I consent to the Council publishing my candidate statement on its website before the meeting.
☐  I consent to the Council publishing the following contact detail for the co-option process: ________________________________
Meeting attendance on Tuesday 3 November 2026
☐  I intend to attend the co-option meeting.
☐  I cannot attend but wish my application to be considered.
Reasonable adjustments or access requirements:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Final declaration
I confirm that I wish to be considered for co-option, agree to follow the Council's published process, and will sign the declaration of acceptance of office if selected.
	Full name
	

	Signature
	

	Date
	





INFORMATION AND SUBMISSION
PRIVACY NOTICE AND CHECKLIST
Keep a copy of your completed application for your records.
How we use your information
Narberth Town Council is the data controller for this application. We use the information to administer the casual-vacancy and co-option process, verify that the required declarations have been made, communicate with candidates, prepare meeting papers, record the Council's decision and meet legal or governance obligations.
The lawful bases will depend on the information and purpose and may include public task, legal obligation and consent. Information may be shared with councillors, authorised Council staff, the Electoral Registration Officer or Returning Officer, professional advisers and other bodies where legally required.
Private contact details will not be published without consent, but the Council's debate and vote take place in public and the successful candidate's name will be published. Some records may need to be retained under the Council's retention schedule and information may be disclosed where required by law.
You may ask to access or correct your personal information and may withdraw optional consent for future use. Withdrawal does not affect processing already carried out or information the Council must retain by law.
Privacy enquiries: clerk@narberthtowncouncil.gov.wales | 01834 504020
Submission checklist
☐  Parts 1 and 2 — personal details, connection, reasons, skills and priorities.
☐  Part 3 — candidate statement (maximum 400 words).
☐  Part 4 — eligibility declaration completed and signed.
☐  Part 5 — consent and final declaration completed and signed.
☐  Any additional pages clearly labelled with your name and the section they relate to.
	SUBMIT BY 12 NOON ON FRIDAY 23 OCTOBER 2026
Email the complete pack to clerk@narberthtowncouncil.gov.wales or deliver it to the postal address on the cover. The Council will acknowledge receipt. Do not send sensitive identity documents unless the Clerk specifically requests them through a secure route.



Further information
Council vacancy page: narberthtowncouncil.gov.wales/vacancies
Electoral Commission guidance: local elections in Wales
Procedure note: This Council document has been prepared with reference to current Welsh Government guidance and member guidance from One Voice Wales and the Society of Local Council Clerks. It does not reproduce those organisations' restricted model documents.
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