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______________________________________________________________________________ 
27th November 2018 

Notice is hereby given that a MEETING of the PROPERTY AND PERSONNEL 
COMMITTEE will be held in the NEW MILLENNIUM CHAMBER, MANOR HOUSE, 
CHURCH STREET, LITTLEHAMPTON on MONDAY 3 DECEMBER 2018 at 
6.30PM to consider matters set out in the following Agenda 

Committee: Cllrs Baker (Chair), Ayres, C 
Blanchard-Cooper, Purchese 
Rickeard and Squires 

PETER HERBERT 
Town Clerk 

AGENDA 
2018/2019 

1. EVACUATION PROCEDURES

2. FILMING OF COUNCIL MEETINGS, USE OF SOCIAL MEDIA AND MOBILE
PHONES
During this meeting the public are allowed to film the Town Council and
Committee meetings and officers only from the front of the public gallery,
providing it does not disrupt the meeting. Any items in the Exempt Part of an
agenda cannot be filmed. If another member of the public objects to being
recorded, the person(s) filming must stop doing so until that member of the
public has finished speaking. The use of social media is permitted but
Members and the public are requested to switch their mobile devices to silent
for the duration of the meeting.

3. APOLOGIES

4. DECLARATIONS OF INTEREST
Members and Officers are reminded to make any declaration of disclosable
pecuniary or personal and/or prejudicial interests that they may have in
relation to items on this Agenda.

You should declare your interest by stating:
(a) the item you have the interest in
(b) whether it is a disclosable pecuniary interest, whereupon you will be

taking no part in the discussions on that matter, or
(c) (i) whether it is a personal interest and the nature of the interest 

(ii) whether it is also a prejudicial interest
(iii) If it is a prejudicial interest, whether you will be exercising your

right to speak under PUBLIC FORUM
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It is recorded in the register of interests that: 
• Mr Purchese is a Member of Arun District Council and West Sussex

County Council
• Mrs Ayres is a Member of Arun District Council

These interests only need to be declared at the meeting if there is an agenda 
item to which they relate. 

5. MINUTES
To confirm the Minutes of the meeting held on Monday 22nd October 2018,
circulated herewith (pages 3 – 5).

6. PUBLIC FORUM
Members of the public are invited to ask questions or raise issues which are
relevant and are the concern of this committee.  A period of 15 minutes is
allocated for this purpose.  If possible, notice of intention to address the
committee should be given to the Clerk by noon of the day of the meeting.

7. CHAIR’S REPORT AND URGENT ITEMS

8. OFFICER’S REPORT
8.1 Standing Order / Urgent Action – A Team Van – summary attached (pages 

6 – 8). 
8.2 Staff Sickness – report attached (pages 9 - 10). 
8.3 Local Government Pension Scheme (LGPS) Internal Dispute Resolution 

Procedure (IDRP) – report attached (pages 11 – 21). 
8.4 Manor House Room Hire Fees and Car Park Charges Proposals 2019/20 

– report attached (pages 22 - 36).
8.5 Manor House Grounds – report attached (page 37). 
8.6 Museum Working Group – report attached (pages 38 – 51 ). 
8.7 Keystone Centre – oral update 

9. FINANCE
9.1 Committee Finance Report 2018/19 – attached (pages 52 - 54). 
9.2 Committee Budget Proposals 2019 – 2022 – report attached (pages 55 - 64). 

10. EXEMPT BUSINESS
It is RECOMMENDED that:

The public and accredited representatives of the 
press be excluded from the Meeting under 
Section 100 Local Government Act 1972 due to 
the confidential nature of the business to be 
conducted. 
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_______________________________________________________________________________________

MINUTES of an EXTRAORDINARY MEETING of the PROPERTY AND 
PERSONNEL COMMITTEE held in the NEW MILLENNIUM CHAMBER, 
MANOR HOUSE, CHURCH STREET, LITTLEHAMPTON on MONDAY 22ND

OCTOBER 2018 at 6.30PM 

Present: Cllrs Baker, (Chair), 
Ayres,  
C Blanchard-Cooper, 
Chester (Substitute for 
Cllr Rickeard) Purchese 
and Squires 

2018/2019 

24. EVACUATION PROCEDURES
The evacuation procedures were noted.

25. FILMING OF COUNCIL MEETINGS USE OF SOCIAL MEDIA AND
MOBILE PHONES
The procedures were noted.

26. APOLOGIES
There were apologies from Councillor Rickeard.

27. DECLARATIONS OF INTEREST
Members and Officers were reminded to make any declarations of
disclosable pecuniary or personal and/or prejudicial interests that they
might have in relation to items on the Agenda. The standing
declarations were noted.
The Deputy Town Clerk (DTC), Major Projects and Democratic
Services Manager and the Committee and Business Administration
Support Assistant declared personal interests in Agenda item 8.1, the
Staffing Report as employees of the Town Council. In addition, the
DTC also declared a disclosable pecuniary interest regarding section 7
of the report as she was studying for the CiLCA qualification and could
benefit financially if recognition was agreed. She therefore stated that
she would leave the meeting when the Committee came to consider
the matter.

28. MINUTES
The Minutes of the meeting held on Monday 3rd September 2018
(previously circulated) were confirmed as a true record and signed by
the Chair.

29. PUBLIC FORUM
There were no members of the public present.

Manor House ∙ Church Street, ∙  Littlehampton, ∙  West Sussex BN17 5EW 
       Telephone: 01903 732063 ∙  Facsimile: 01903 731690 

ltc@littlehampton-tc.gov.uk ∙ www.littlehampton-tc.gov.uk 

Town Clerk - Peter Herbert  

3

mailto:ltc@littlehampton-tc.gov.uk
http://www.littlehampton-tc.gov.uk/


30. CHAIR’S REPORT AND URGENT ITEMS
There were none.

31. OFFICERS REPORT
31.1 Staffing Report

The Committee received a report (previously circulated) that provided 
an update on several personnel matters under the remit of the of the 
Property and Personnel Committee and sought approval for proposed 
changes to the staffing structure in order that the financial implications 
could be progressed as part of the budget setting process. The 
Committee proceeded to consider the recommendations in the order in 
which they were presented in the report.  The Deputy Town Clerk 
highlighted the interim arrangements for the A Team which it was 
proposed would become permanent from April 2019 subject to them 
being successful. She also explained the rationale for the proposed 
increase to the hours for the Finance Assistant Post, which although 
slight would provide much needed support to her in her role as RFO. It 
was therefore RESOLVED that: 

1) The proposed structure of the Amenity
Team be approved and included in the
2019/20 budget proposals.

2) The Communications Manager (part
time) and Administration Assistant (5
hours per week) posts be made
permanent and consequently, that the
fixed term contract element of both the
Events Manager and Events Assistant
posts be made permanent and that
provision be included in the 2019/20
budget proposals.

3) The member of staff on secondment to
the role of Mayoral and Administrative
Officer be made permanent in that role
and that provision be included in the
2019/20 budget proposals.

4) The increase in hours for the Finance
Assistant post be be approved and
included in the 2019/20 budget
proposals.

5) The contents of the report and the
Financial implications be otherwise
noted.

The Deputy Town Clerk left the meeting at 6:35pm. 
31.2 Financial Recognition for the CiLCA Qualification 
31.2.1 The Committee was asked to consider whether staff who achieved the 

CiLCA qualification should also receive renumeration for attaining the 
qualification. It was noted that the qualification aimed to provide officers 
with a greater awareness of the law and procedures for local councils. 
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Members judged that the qualification was an essential requirement for 
the role of the Proper Officer of the Council. However, whilst it was 
possible for all staff to study for the qualification, its relevance varied 
greatly depending on the nature of the individual’s role. It was also 
noted that the Council supported staff in their studies by meeting the 
costs of fees and providing study leave when requested.  

31.2.2 Members considered that the Council was fortunate to have high 
calibre staff who were committed to self-development. Acknowledging 
the benefit to the Council of having staff trained to this level, the 
Committee restated its commitment to the continuation of providing 
support to help staff achieve this. However, it was also considered that 
in gaining the qualification, the individuals’ qualifications were also 
improved, providing them with the opportunity to advance their careers 
externally as well as internally should the opportunity arise.  

31.2.3 Therefore, whilst Members supported the continuation of sponsorship 
for staff studying for the qualification in the form of assistance in 
meeting the costs of fees and study leave, it was considered that an 
increment was only appropriate where it resulted in a change in 
responsibilities as it related to the individual’s role. It was therefore 
RESOLVED that:  

6) Council be RECOMMENDED to
continue supporting staff in terms of
reasonable requests to meet the costs
of fees and study leave to gain the
CiLCA qualification.

The Deputy Town Clerk rejoined the meeting at 6:45pm. 
31.3 Apprenticeships 

Regarding the Committee and Business Administration Support 
Apprenticeship, it was noted that the post had been introduced to 
support the Major Projects and Democratic Services role. Therefore, 
once the current apprenticeship was completed, a new apprentice 
would be recruited. The Deputy Town Clerk also reported that it was 
possible for existing staff to train under the Apprenticeship Scheme and 
that in view of the benefits for staff development, this was also being 
explored. It was RESOLVED that: 

The update be noted. 

32. MASTERPLAN – NORTH LITTLEHAMPTON
There was nothing further to report.

33. EXEMPT BUSINESS
There was none.

The meeting closed at 6:48pm

_____________________ 
     CHAIR 

5



G/Committee/ Urgent Actions / Urgent Action Checklist 

STANDING ORDER 35 – URGENT ACTION 
Standing Order 35 states that “Where an urgent decision is required and it is not 
possible to call a meeting under either Standing Order 1 or 17” (which provide for 
calling extraordinary meetings of Council or Committees), or the matter is of minor 
importance, but not previously delegated, the Town Clerk is authorised to make 
that decision having consulted the respective Chair of the Council or appropriate 
Committee.   Any Urgent Actions shall be reported to the next meeting of Council 
or the appropriate Committee.” 

WHEN COMPLETING THE CHECKLIST BELOW, THE FOLLOWING ISSUES MUST BE 
BORNE IN MIND: 
 STANDING ORDERS AND FINANCIAL REGULATIONS REMAIN IN FORCE AND MUST

BE COMPLIED WITH.
 IN THE ABSENCE OF THE TOWN CLERK, THE FINANCE & RESOURCES MANAGER

OR THE SERVICES MANAGER SHALL PROGRESS URGENT ACTIONS.  NO OTHER
OFFICERS MAY COMMENCE OR UNDERTAKE AN URGENT DECISION 
PROCEDURE. 

1 WHAT DECISION IS REQUIRED? Approval to sell the old A Team Van – Ford 
Transit ND55GHB for £771.59 excl VAT 

2 WHY IS THIS DECISION URGENT? 
 WHY SHOULD IT NOT WAIT

UNTIL THE NEXT
PROGRAMMED MEETING OF
COUNCIL OR COMMITTEE?

 WHY SHOULD IT NOT WAIT
UNTIL AN EXTRAORDINARY
MEETING OF COUNCIL OR 
COMMITTEE IS CALLED?

The Tax runs out on 31st October 2018 and 
the MOT on 4th November 2018. Prices 
obtained for selling the van do not require 
renewal of either of these and renewing the 
MOT could be costly and not the best use of 
resources given that we intend to sell the 
van. 
The next Committee isn’t until 3rd December 
2018. 

3a WHAT ARE THE FINANCIAL 
IMPLICATIONS?  

We have obtained a quote of £771.59 excl 
VAT to sell the van based on its current 
condition. 

3b HAS A BUDGET BEEN APPROVED? It was agreed by Property and Personnel that 
the van would be replaced by a new leased 
electric van. 

3c WHICH BUDGET ARE YOU 
RECOMMENDING THE EXPENDITURE 
TO COME FROM? PLEASE CHECK 
THAT SUFFICIENT FUNDS ARE 
AVAILABLE. 

This will be income to offset the 
lease/purchase costs of the new electric van 
which is coming from EMR Vehicles and 
Equipment. 

3d IS A SUPPLEMENTARY ESTIMATE 
REQUIRED? (NOTE: IF SO, THIS 
COULD NECCESSITATE A FURTHER 
URGENT DECISION) 

N/A 

3e IF ANY OF THE FOLLOWING APPLY: 
1. A SUPPLEMENTARY

ESTIMATE
2. THE USE OF EMR
3. EXPENDITURE OVER £500*

APPROVAL OF THE RFO IS 
REQUIRED. IN THE ABSENCE OF THE 
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G/Committee/ Urgent Actions / Urgent Action Checklist 

RFO THE TOWN CLERK IS THE 
DEPUTY RFO.  
*FOR THIS POINT ONLY, IN THE
ABSENCE OF THE RFO AND TOWN
CLERK, THE ATC CAN GIVE
APPROVAL.

4 IS THE DECISION CONSISTANT WITH 
COUNCIL POLICIES? 

Yes 

5a 

5b 

5c 

(COMMITTEE DECISIONS ONLY)

IS THIS DECISION A MATTER 
DELEGATED SOLELY TO ONE 
COMMITTEE? 
IF NOT, WHICH OTHER COMMITTEES 
HAVE BEEN OR WILL BE 
CONSULTED?   
WAS THIS, OR WILL THIS BE 
THROUGH THE URGENT ACTION 
PROCEDURE (PLEASE DETAIL)? 

Yes 

Yes through the urgent action procedure 

6 HAS THE MATTER BEEN DISCUSSED 
WITH AGREED CONSULTEES (WARD 
COUNCILLORS, OTHER LOCAL 
AUTHORITIES ETC.)? 

IF NOT, IS THE MATTER SO URGENT 
THAT THIS IS IMPRACTICAL?  IF SO, 
WHY?  

It is urgent that the vehicle is sold and taken 
to the buyer in the next two days so that we 
do not have to incur costs for Tax and MOT 
which would reduce the income we can 
achieve. 

7 WHAT ALTERNATIVE OPTIONS HAVE 
BEEN CONSIDERED (BOTH 
PRACTICAL AND FINANCIAL? 

Quotes were sought for both scrapping the 
van and selling the van, taking into account 
the option of having it taxed and MOT’d (Tax 
expires 31st October 2018 and MOT expires 
4th November 2018). 

To tax the vehicle for 6 months would cost 
£137.50 and the MOT would be £85 plus any 
repairs required. The van is old, there have 
been constant failures of parts (hence why it 
is being sold), it has intermittent faults and it 
is in poor condition both internally and 
externally. When seeking quotes officers 
sought to achieve best value. 

Three Quotes for scrapping: 
£200, £350 or £182. 

Two Quotes for auction: 
£290-350 or £400-500 but there are fees to 
pa (min £85 but could be be more) Vehicles 
sell with no reserve price it could be sold for 
a lot less on the day. If it is unsold storage 
fees apply and we would need to arrange 
collection and without Tax or MOT this would 
become costly. 

Quote from We Buy Any Van: 
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G/Committee/ Urgent Actions / Urgent Action Checklist 

Van was inspected and with signage 
removed and spare key supplied £771.59 

UPDATE: Sold van for £860 excl VAT and 
paid £41.66 (excl VAT) transaction fee. 

8 HAS THE PROCUREMENT STRATEGY 
BEEN FOLLOWED, WHERE 
EXPENDITURE IS INVOLVED? 

9 BRIEFLY OUTLINE ANY IMPLICATIONS 
RELATING TO: 
 CRIME AND DISORDER
 DISABILITY DISCRIMINATION
 HUMAN RIGHTS ACT
 FREEDOM OF INFORMATION
 DATA PROTECTION
 ENVIRONMENTAL IMPACT

10 HAVE APPROPRIATE RISK 
ASSESSMENTS BEEN UNDERTAKEN? 

11 DATE OF CONSULTATION WITH CHAIR Monday 29th October 2018 
12 SIGNATURE OF CHAIR 

13 DATE OF DECISION Monday 29th October 2018 

14 SIGNATURE OF TOWN CLERK 

15 SIGNATURE OF RFO 
(If required under 3e) 

16 DATE REPORTED TO COUNCIL/ 
COMMITTEE 
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LITTLEHAMPTON TOWN COUNCIL
Non-Confidential 

Committee:  Property and Personnel 

Date:  3rd December 2018 

Report by:  The Town Clerk 

Subject: Staff Sickness Report – Quarter 2 2018/19 

1. Summary

1.1 Members are provided with the staff sickness records for the full year’s 2009/10 
– 2017/18 and Quarters 1 and 2 of 2018/19.

2. Recommendation

It is RECOMMENDED that the report be noted.

3. Staff Sickness Records

3.1 The figures for self-certificated sickness leave are set out below. 

Year 1st Apr- 
30th Jun 

1st Jul- 
30th Sep 

1st Oct- 
31st Dec 

1st Jan- 
31st Mar Average 

2009/10 1.17% 1.07% 2.28% 1.67% 1.55% 
2010/11 1.56% 2.4% 2.95% 1.95% 2.2% 
2011/12 0.77% 1.35% 1.29% 1.56% 1.24% 
2012/13 1.11% 0.38% 2.5% 1.94% 1.48% 
2013/14 1.49% 1.45% 1.35% 2.09% 1.6% 
2014/15 1.26% 1.77% 3.38% 2.7% 2.27% 
2015/16 1.17% 2.33% 2.08% 3.06% 2.16% 
2016/17 1.09% 0.68% 1.49% 1.86% 1.28% 
2017/18 1.06% 0.94% 0.83% 0.92% 0.94% 
2018/19 0.85% 0.49% 

3.2 The figure for Quarter 2 in 2018/19 decreased compared to the previous quarter 
(2018/19 Quarter 1) and is lower than the same period in the previous year 
(2017/18). 7 members of staff took self-certificated sickness leave (11 last 
quarter), this equated to 9 days/43.29 hours.  

3.3 The self-certificated sickness leave continues its trend of reduced levels of 
absence. 
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3.4 The figures for certificated sickness leave are set out below. 

Year 1st Apr- 
30th Jun 

1st Jul- 
30th Sep 

1st  Oct- 
31st  Dec 

 1st Jan- 
31st Mar Average 

2009/10 0.15% 0.37% 3.92% 1.76% 1.55% 
2010/11 3.53% 0.66% 2.09% 0.37% 1.66% 
2011/12 2.91% 0.32% 2.37% 0.82% 1.6% 
2012/13 1.9% 1.02% 1.62% 2.76% 1.8% 
2013/14 2.18% 1.84% 0.19% 0.18% 1.1% 
2014/15 0 1.1% 0.87% 1.43% 0.85% 
2015/16 0.2% 2.89% 1.29% 3.68% 2.01% 
2016/17 9.64% 8.09% 1.55% 3.65% 5.73% 
2017/18 0.46% 0.13% 0% 0.68% 0.32% 
2018/19 0.29% 2.18% 

3.5 The figure for Quarter 2 in 2018/19 increased significantly compared to the 
previous quarter (2018/19 Quarter 1).  1 member of staff took certificated 
sickness leave (2 last quarter), this equated to 26 days/192.4 hours. The 
member of staff has now returned to work. 

Peter Herbert 
Town Clerk 
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LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential  

Committee: Property and Personnel 

Date:  3rd December 2018 

Report of: The Town Clerk  

Subject: Local Government Pension Scheme (LGPS) Internal Dispute 
Resolution Procedure (IDRP)  

1. Summary & Background

1.1 As part of the Town Council’s role as an employer within the West Sussex 
County Council (WSCC) Local Government Pension Scheme it is important 
that the Town Council has an Internal Dispute Resolution Procedure (IDRP) in 
place, specifically for pension matters. 

1.2 An IDRP is a statutory process which allows for members who are not satisfied 
with a decision that affects their pension benefits and is a requirement of The 
Pension Regulators Code of Practice.  

1.3 In developing the IDRP officers have ensured it is compliant with the 
requirements of the Pension Regulators Code of Practice and have liaised with 
WSCC as the administering authority. 

2. Recommendation

COUNCIL is RECOMMENDED to approve the Internal Dispute Resolution
Procedure.

3. Financial Implications

There are none.

Peter Herbert 
Town Clerk  
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LGPS Internal Dispute Resolution Procedure 

Date please insert date of adoption

Document Number 2

Edition Number 1 

Replaces 

Policy Maker   Laura Chrysostomou, Deputy Town Clerk and RFO 

Responsibility Property and Personnel 

Resolution Number  please insert resolution number from minutes

Review Cycle   Every four years

This information pack contains: 

LGPS Internal Dispute Resolution Procedure 
Policy No. 2 Asset policy 

Appendix No. 1.1 IDRP Application Form 
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1. Enquiries

If you are not sure which benefits you are entitled to, or you have a problem with 
your benefits, please either contact the Deputy Town Clerk and Responsible 
Financial Officer, or the administering authority direct at: 

LGPS Pensions - West Sussex County Council (WSCC) 
PO Box 304 
Darlington 
DL1 9NS 

Telephone: 01243 642148 

E-mail: pensions@westsussex.gov.uk

They will try to deal with the problem as quickly and efficiently as possible. 

The ‘administering authority’ is the authority that looks after the pension fund. 
Littlehampton Town Council is the ‘Scheme Employer’. 

Many problems that members have are, in fact, resolved in this way. They may be 
caused by misunderstandings or wrong information, which can be explained or put 
right easily. An informal enquiry of this kind may save you a lot of time and trouble. 

2. Decisions

From the day a person starts a job with an employer, to the day when benefits or 
dependent’s benefits are paid, the employer and the Pension Scheme administering 
authority have to make decisions under the Pension Scheme rules that affect you or 
your dependents. When you (or your dependents) are notified of a decision you 
should check, as far as you can, that it is based on the correct details and that you 
agree with the decision 

3. Complaints

If you are not satisfied with any decision affecting you made in relation to the scheme, 
you have the right to ask for it to be looked at again under the formal complaint 
procedure. You also have the right to use the procedure if a decision should have been 
made by your employer or administering authority, but it hasn't been. The complaint 
procedure's official name is the 'Internal Dispute Resolution Procedure' (IDRP). 

There are also other regulatory bodies, such as The Pensions Ombudsman (TPO) 
and The Pensions Advisory Service (TPAS), which may be able to help you. They are 
described in the ‘Additional help’ section of this guide. 
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The formal complaint procedure has two stages. Many complaints are resolved at the 
first stage. Any complaint you make is treated seriously and considered thoroughly 
and fairly. 

You can ask someone to take your complaint forward on your behalf. This could be, 
for instance, a trade union official, welfare officer, your husband, wife or partner, or a 
friend. 

No charge is made at any stage for investigating a complaint under the IDRP. But 
expenses that you will have to meet are your own (and/or your representative's) time, 
stationery and postage. 

At any stage during the formal complaint procedure you can contact The Pensions 
Ombudsman (TPO) for information and advice. 

Please remember that, before going to the trouble of making a formal complaint, your 
Pensions Section will welcome the opportunity to try to resolve the matter about which 
you are dissatisfied in an informal way. It may be worth checking again that they know 
you are concerned, and why. 

Complaints for the administering authority 

West Sussex County Council as the administering authority must decide any question 
concerning: 

(a) a person’s previous service or employment;
(b) the crediting of additional pension under regulation 16 of the LGPS

Regulations 2013): and
(c) the amount of any benefit, or return of contributions, a person is or may

become entitled to out of a pension fund.

Details of West Sussex County Council’s complaint procedure and IDRP can be found 
here: https://www.westsussex.gov.uk/about-the-council/pensions/local-government-
pension-scheme-lgps/i-am-a-member/compliments-and-complaints-about-lgps-
membership-and-benefits/ 

Complaints for the scheme employer 

Littlehampton Town Council as the Scheme Employer must decide any question 
concerning any other matter relating to the person's rights or liabilities under the 
Scheme. 

First Stage 

If you need to make a formal complaint, you should make it: 
• in writing, using the application form in appendix 1.1
• normally within 6 months of the day when you were told of the decision you

want to complain about
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Your complaint will be considered carefully by a person nominated by the body that 
took the decision against which you wish to complain. This guide calls and legislation 
refers to them as the ‘Adjudicator'. That person is required to give you their decision 
in writing. 

If the Adjudicator's decision is contrary to the decision you complained about, the 
employer or administering authority that made the original decision will now have to 
deal with your case in accordance with the Adjudicator's decision. 

If the decision you complained about concerned the exercise of a discretion by the 
employer or administering authority, and the Adjudicator decides that the employer or 
administering authority should reconsider how they exercised their discretion, they will 
be required to reconsider their original decision. 

Second Stage 

You can ask the pension scheme administering authority to take a fresh look at your 
complaint in any of the following circumstances: 

• you are not satisfied with the Adjudicator's first stage decision
• you have not received a decision or an interim letter from the Adjudicator, and

it is 3 months since you lodged your complaint
• it is one month after the date by which the Adjudicator told you (in an interim

letter) that they would give you a decision, and you have still not received that
decision.

This review would be undertaken by a person not involved in the first stage decision. 

You will need to send the administering authority your complaint in writing using the 
application form in appendix 1.1. The time limits for making the complaint are set out 
in the table below. The administering authority will consider your complaint and give 
you their decision in writing. 

If you are still unhappy following the administering authority's second stage decision, 
you can take your case to the Pensions Ombudsman provided you do so within 3 
years from the date of the original decision (or lack of a decision) about which you are 
complaining. 
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4. Additional help

The Pensions Ombudsman (TPO) 

At any time if you are having difficulties in sorting out your complaint, you may wish to 
contact TPO.  TPO can provide free advice and information to explain your rights and 
responsibilities. 

TPO would need copies of all relevant documents, including the correspondence 
about your complaint under the IDRP and how it was dealt with. 

The Ombudsman investigates complaints and settles disputes about pension 
schemes. However, before contacting the Ombudsman, the Pensions Ombudsman's 
Office would normally expect you to have: 

• been given first stage and second stage internal dispute resolution procedure
decisions

The Pensions Ombudsman is completely independent and acts as an impartial 
adjudicator. His role and powers have been decided by Parliament. 

There is no charge for using the Pensions Ombudsman's services. 

The Ombudsman cannot investigate matters where legal proceedings have already 
started but, subject to that, he can settle disputes about matters of fact or law as they 
affect Occupational Pension Schemes. 

He can also investigate and decide any complaint or dispute about the 
maladministration of a pension scheme. "Maladministration" is about the way that a 
decision is taken, rather than about the merits of the decision. Examples of 
maladministration would be unreasonable delay, neglect, giving wrong information 
and discrimination. 

The Ombudsman's decision is final and binding on all the parties, subject to any appeal 
made to the High Court on a point of law. 

You must refer your complaint to the Ombudsman within 3 years of the event about 
which you are complaining, or within 3 years of when you first became aware of the 
problem. 

The Ombudsman’s contact details are: 
The Office of the Pensions Ombudsman 
11 Belgrave Road 
London 
SW1V 1RB 
Telephone: 020 7630 2200 
Fax: 020 7821 0065 
Email: enquiries@pensions-ombudsman.org.uk 
Website: www.pensions-ombudsman.org.uk 

16

mailto:enquiries@pensions-ombudsman.org.uk
http://www.pensions-ombudsman.org.uk/


The Pensions Advisory Service (TPAS) 

Before making a complaint, you may wish to have a better understanding of the 
situation and have questions to ask about your pension.  

TPAS is available to assist members and beneficiaries of the scheme. 

TPAS can explain your situation and guide ad support you with any next steps, this 
may include recommending that you contact the Pensions Ombudsman.  

The Pensions Advisory Service contact details are: 
The Pensions Advisory Service 
11 Belgrave Road 
London 
SW1V 1RB 
Telephone: 0800 011 3797 
Website: https://www.pensionsadvisoryservice.org.uk 
Other forms of Contact: https://www.pensionsadvisoryservice.org.uk/contacting-us 
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5. Time limits under the IDRP

Your situation To complain to Time limit 
You have received a decision on your 
benefits under the pension scheme 
from your employer/administering 
authority, and there seem to be good 
grounds for complaining. 

The Adjudicator under the 
first stage of the 
procedure. 

6 months from the date 
when you were 
notified of the 
decision.* 

You have received a first stage 
decision on your complaint from the 
Adjudicator, but you are not satisfied. 

The relevant 
administering authority 
under the second stage of 
the procedure. 

6 months from the date 
for the nominated 
person's decision. 

You made your complaint in writing to 
the Adjudicator, with all the information 
they needed but, 3 months later, you 
have not received their decision on 
your complaint or any interim reply. 

The relevant 
administering authority 
under the second stage of 
the procedure. 

9 months from the date 
when you  
submitted your 
complaint. 

You received an interim reply to your 
complaint to the Adjudicator, within 2 
months of applying to them. Their reply 
promised you a decision by a specified 
date but, one month after the specified 
date, you still have not received their 
decision. 

The relevant 
administering authority 
under the second stage of 
the procedure. 

7 months from the date 
by which you 
were promised you 
would receive a  
decision. 

Your complaint is that your employer or 
administering authority has failed to 
make any decision about your benefits 
under the pension scheme. 

The Adjudicator under the 
first stage of the 
procedure. 

6 months from the date 
when the employer or 
administering 
authority should have 
made the decision.** 

Your complaint went to the 
administering authority under the 
second stage of the procedure. You 
received their decision but you are still 
not satisfied. 

The Pensions 
Ombudsman, after 
consulting with the 
Ombudsman’s advisory 
service beforehand. 

3 years from the date 
of the original decision 
about which you are 
complaining. 

You received an interim reply to your 
second stage complaint to the 
administering authority, within 2 months 
of applying to them. Their reply 
promised you a decision by a certain 
date but, by that date, you still have not 
received their 
decision. 

The Pensions 
Ombudsman, after 
consulting with the 
Ombudsman’s advisory 
service beforehand. 

3 years form the date 
of the original decision 
about which you are 
complaining 

* The Adjudicator can extend the 6 month time limit for a reasonable period where
there are special circumstances.
** The Adjudicator can extend the 6 month time limit for a reasonable period where
there are special circumstances.
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Appendix 1.1 

Application under the Internal Dispute Resolution Procedure 

You can use this form: 
a) to apply to the nominated person at stage 1 of the internal dispute resolution
procedure if you want them to investigate a complaint concerning your pension;
and
b) to apply to the administering authority if you want them to reconsider a
determination made by the nominated person.

Please write clearly in ink, and use capital letters in boxes 1, 2 and 3. 

1. Member's details:
If you are the member (the person who is or was in the Scheme), or a prospective
member (a person who is eligible to be a member of the Scheme), please give your
details in this box. You can then go straight to box 4.
If you are the member's dependant (for example, their husband, wife or child), please
give the member's details in this section, and then go to box 2.
If you are representing the person with the complaint, please give the member's details
in this section, and then go to box 2.

Full Name 

Address 

Date of Birth 

Employer 

National Insurance 
Number 

2. Dependant's details:
If you are the member's dependant and the complaint is about a benefit for you, please
give your details in this box and then go to box 4.
If the complaint is about a benefit for a dependant and you are the dependant's
representative, please give the dependant's details in this box and then go to box 3.

Full Name 

Address 

Date of Birth 

Relationship to 
member 
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3. Representative's details:
If you are the member's or dependant's representative, please give your details in this
box.

Full Name 
Address 

The address 
response letters 
should be sent to 

4. Your complaint
Please give full details of your complaint in this box. Please try to explain exactly why
you are unhappy, giving any dates or periods of Scheme membership that you think
are relevant.

If there is not enough space, please go on to a separate sheet and attach it to 
this form. Remember to write your name and national insurance number at the top of 
any separate sheet if you are a member. Or, if you are not a member, put the member's 
name and national insurance number at the top of any separate sheet.  

5. Your signature
I would like my complaint to be considered and a decision to be made about it. I am a:

Scheme member/former member/prospective member * 
Dependant of a former member * 
Member's representative/dependant's representative * 
* delete as appropriate 
Signed : Date : 

6. Please enclose a copy of any notification of the decision you are complaining
of which has been issued by the employer or administering authority. Also
enclose any other letter or notification that you think might be helpful.
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PLEASE SEND THIS FORM TO: 

Complaints for the administering authority: 

Stage 1:  
Principal Pensions Consultant (Administration & Employers) 
West Sussex County Council 
County Hall 
Chichester 
PO19 1RG 

OR (where appropriate) 

Pensions Operation Manager 
LGPS Pensions – WSCC 
PO Box 304 
Darlington 
DL1 9NS 

Stage 2: 
Head of Law & Governance, Finance & Assurance 
West Sussex County Council 
County Hall 
Chichester 
PO19 1RG 

Complaints for the scheme employer (Littlehampton Town Council): 

Stage 1: 
Town Clerk 
Littlehampton Town Council 
Manor House 
Church Street 
Littlehampton 
BN17 5EW 

Stage 2: 
Principal Pensions Consultant (Administration & Employers) 
West Sussex County Council 
County Hall 
Chichester 
PO19 1RG 

OR (where appropriate) 

Pensions Operation Manager 
LGPS Pensions – WSCC 
PO Box 304 
Darlington 
DL1 9NS 
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LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential 

Committee: Property and Personnel 

Date:  3rd December 2018 

Report by: Town Clerk 

Subject: Manor House Room Hire Fees and Car Park Charges 
Proposals 2019/20 

1. Summary

1.1 The Manor House room hire fees and car park charges are reviewed annually. 
This report sets out details of the research and comparisons obtained as part 
of the review and the proposals for changes to these charges for 2019/20. 

2. Recommendations

The Committee is RECOMMENDED:
(1) To approve an increase in the Manor House room hire fees and consider

the level of charge that should be applied for 2019/20.
(2) To approve the increase in tariffs for Weddings and Ceremonies.
(3) To approve to remain with the current car parking charges for 2019/20.
(4) To approve the revised Terms and Conditions for the Manor House

Venue Facilities and Wedding Ceremonies.

3. Background

3.1 Room Hire  
3.1.1 Following a review of the fees and charges in November, it was agreed that a 

small increase should be applied to cover inflation.  A table of the current level 
of fees and charges for the Manor House are set out in Appendix 1.   

3.1.2 Appendices 2 and 3 set out proposed increases in the room hire and catering 
at 1% and 2% respectively. The basic calculations have been rounded to the 
nearest £1 to make them more manageable. Members views are sought on the 
level of increase that should be applied for 2019/20. 

3.2. Weddings and Ceremonies  
3.2.1 The Town Council has been offering the New Millennium Chamber for these 

services for several years. Nine wedding ceremonies were held in 2017/18, in 
2018/19 we have held eight with one booked for December 2018 therefore a 
total of nine and currently we have three weddings booked for 2019/20.  

3.2.2 The fees have been reviewed against other comparable facilities in the area 
and changes are proposed to the tariffs as set out in the table below. 
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Weddings Current (2018/19) Proposed (2019/20) 
Weekdays £425 £475 
Saturdays £450 £500 
Sundays & Bank 
Holidays 

£475 £550 

The Committee is therefore asked to approve the proposed tariffs for 2019/20. 
Please note there are three weddings that have booked for 2019/20 therefore 
these will need to be honoured at the 2018/19 prices.  

3.3 Manor House Car Park Spaces  
3.3.1 There are ten car park spaces on the land adjacent to the Manor House which 

are currently rented until 31st March 2019.  
3.3.2 The charges have been reviewed against the fees charged by neighbouring 

local authorities (see the tables below). The Committee is therefore asked to 
approve to remain on the same charge applied for 2019/20.  

Daily & Half Daily Charges 
Area 
Worthing Up to 4 hours All Day 

Town centre multi-storeys Long stay £4.80 £10.00 
Up to 3 hours Day 

Town Centre Short stay £4.80 
Adur Up to 4 hours All Day 
Shoreham Town Centre £2.50 £5.00 
Chichester Up to 4 hours Up to 8 Hours 
City Centre Short Stay £6.70 - £7.70 £11.20 - £12.80 
City Centre Long Stay £3.20 £5.60 
Arun Up to 4 Hours Over 4 Hours 
Littlehampton Town Centre £3.20 £7.00 

Season Tickets 
Area 
Worthing Monthly Quarterly Annually 
Town Centre £103 £280 £1,084 
Lyndhurst Road/Beach House E/W £106 £287 £975 
Adur 
Lancing/Shoreham/Southwick £350 
Riverside permit area Shoreham £350 
Albion Street Southwick up to 
2500kg £150 

Albion Street Southwick over 2500kg £235 
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Manor House Car Park Charges: 

 
• The Manor House car park is secure, and spaces are guaranteed. 
• Bookings are invoiced in advance. 

 
3.4 Terms and Conditions for Room Hire & Wedding Ceremonies 
 
3.4.1 The Committee is asked to consider and approve the following amendments 

to the Terms and Conditions for the Manor House Venue Facilities and 
Wedding Ceremonies: 
Appendix 4 - Manor House Venue Facilities: Paragraphs 4b) (ii), 4d), 4f), 8, 
11 and 12. 
Appendix 5 - Manor House Wedding Ceremonies: Paragraph 8, 11 and 12.  

 
 
Peter Herbert 
Town Clerk 

Chichester       
On Line /Telephone/Person                        
12 months paid charged 11 months £47 - £55 £141 -£165 £517 -£605 
Specific Car Park                                         
12 months paid charged 11 months £90 £270 £990 
Arun       
    Mon -Fri 7 Days 
All Town Centres - Annually only   £390 £450 
All Town Centres - Monthly only 7 
days £100     

Manor House Current 
Annual Ticket:  £540 
Daily/ half day:  
Up to 4 hrs: £3.50 
Over 4 Hrs: £7.50 
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EXC VAT INC VAT EXC VAT INC VAT
20.0% 20.0%

NEW MILLENNIUM CHAMBER
Weekdays

09:00-17:00 hrs  per hour £32.20 £38.64 £24.50 £29.40
after 17:00hrs  per hour £53.00 £63.60 £43.20 £51.84
maximum charge (excl refreshments) £265.20 £318.24 £212.10 £254.52

Saturday

09:00-17:00 hrs  per hour £42.60 £51.12 £32.30 £38.76
after 17:00hrs  per hour £63.40 £76.08 £53.00 £63.60
maximum charge (excl refreshments) £318.20 £381.84 £265.20 £318.24

Sunday/Bank Hols 

09:00-17:00 hrs  per hour £53.00 £63.60 £31.80 £38.16
after 17:00hrs  per hour £84.60 £101.52 £53.00 £63.60
maximum charge (excl refreshments) £424.30 £509.16 £371.30 £445.56

FLEMING & GLADDEN ROOMS
Weekdays

09:00-17:00 hrs  per hour £16.60 £19.92 £13.30 £15.96
after 17:00hrs  per hour £23.50 £28.20 £19.30 £23.16

Refreshments

  Flask Coffee (16 cups) £13.10 £15.72 £13.10 £15.72
  Flask Tea (16 cups) £10.70 £12.84 £10.70 £12.84
  Tea/coffee/biscuits per cup £2.00 £2.40 £2.00 £2.40

Crockery £10.70 £12.84 £10.70 £12.84

Equipment
Screen £5.50 £6.60 £5.50 £6.60
TV/Video/DVD/Screen £10.90 £13.08 £10.90 £13.08
Powerpoint Projector/Screen £10.90 £13.08 £10.90 £13.08
Flip Chart (pens & paper) £5.50 £6.60 £5.50 £6.60
Laptop £16.20 £19.44 £16.20 £19.44
PA System (NMC only) £10.20 £12.24 £10.20 £12.24
All Equipment £40.00 £48.00 £40.00 £48.00

WEDDINGS
Weekdays £425.00
Saturdays £450.00

   Sundays/Bank holidays £475.00

LITTLEHAMPTON TOWN COUNCIL - MANOR HOUSE ROOM HIRE FEES 2018/19 Appendix 1

COMMERCIAL/PUBLIC 
SECTOR USERS

CHARITY/VOLUNTARY 
GROUPS

Fees from 1st April 2018 - 31st March 2019
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EXC VAT INC VAT EXC VAT INC VAT
20.0% 20.0%

NEW MILLENNIUM CHAMBER
Weekdays

09:00-17:00 hrs  per hour* £33 £39 £25 £30
after 17:00hrs  per hour* £54 £64 £44 £52

Saturday

09:00-17:00 hrs  per hour* £43 £52 £33 £39
after 17:00hrs  per hour* £64 £77 £54 £64

Sunday/Bank Hols 

09:00-17:00 hrs  per hour* £54 £64 £33 £39
after 17:00hrs  per hour* £85 £102 £54 £64

FLEMING & GLADDEN ROOMS
Weekdays

09:00-17:00 hrs  per hour* £17 £20 £13 £16
after 17:00hrs  per hour* £24 £29 £20 £23

Refreshments

  Flask Coffee (16 cups) £13 £16 £13 £16
  Flask Tea (16 cups) £11 £13 £11 £13
  Tea/coffee/biscuits per cup £2 £2 £2 £2

Crockery £11 £13 £11 £13

Equipment
Screen £6 £7 £6 £7
TV/Video/DVD/Screen £11 £13 £11 £13
Powerpoint Projector/Screen £11 £13 £11 £13
Flip Chart (pens & paper) £6 £7 £6 £7
Laptop £16 £20 £16 £20
PA System (NMC only) £10 £12 £10 £12
All Equipment £40 £48 £40 £48

WEDDINGS
Weekdays £475
Saturdays £500

   Sundays/Bank holidays £550
*The Town Clerk has the discretion to apply a discount to long hours/multiple bookings. 

LITTLEHAMPTON TOWN COUNCIL - MANOR HOUSE ROOM HIRE PROPOSED FEES 2019/20 (1% inc.) Appendix 2

COMMERCIAL/PUBLIC 
SECTOR USERS

CHARITY/VOLUNTARY 
GROUPS

Proposed Fees from 1st April 2019 - 31st March 2020
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EXC VAT INC VAT EXC VAT INC VAT
20.0% 20.0%

NEW MILLENNIUM CHAMBER
Weekdays

09:00-17:00 hrs  per hour* 33 £39 25 £30
after 17:00hrs  per hour* 54 £65 44 £53

Saturday

09:00-17:00 hrs  per hour* 43 £52 33 £39
after 17:00hrs  per hour* 65 £78 54 £65

Sunday/Bank Hols 

09:00-17:00 hrs  per hour* 54 £65 33 £40
after 17:00hrs  per hour* 86 £104 54 £65

FLEMING & GLADDEN ROOMS
Weekdays

09:00-17:00 hrs  per hour* 17 £20 14 £16
after 17:00hrs  per hour* 24 £29 20 £24

Refreshments

  Flask Coffee (16 cups) 13 £16 13 £16
  Flask Tea (16 cups) 11 £13 11 £13
  Tea/coffee/biscuits per cup 2 £2 2 £2

Crockery 11 £13 11 £13

Equipment
Screen 6 £7 6 £7
TV/Video/DVD/Screen 11 £13 11 £13
Powerpoint Projector/Screen 11 £13 11 £13
Flip Chart (pens & paper) 6 £7 6 £7
Laptop 17 £20 17 £20
PA System (NMC only) 11 £13 11 £13
All Equipment 41 £49 41 £49

WEDDINGS
Weekdays £475
Saturdays £500

   Sundays/Bank holidays £550
*The Town Clerk has the discretion to apply a discount to long hours/multiple bookings. 

LITTLEHAMPTON TOWN COUNCIL - MANOR HOUSE ROOM HIRE PROPOSED FEES 2019/20 (2% inc.) Appendix 3

COMMERCIAL/PUBLIC 
SECTOR USERS

CHARITY/VOLUNTARY 
GROUPS

Proposed Fees from 1st April 2019 - 31st March 2020
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LITTLEHAMPTON TOWN COUNCIL  
 

VENUE FACILITIES – MANOR HOUSE 
 

CONDITIONS OF USE AND HIRE 
 
1. CORRESPONDENCE 
 All correspondence should be addressed to: The Town Clerk, Littlehampton Town Council, Manor 

House, Church Street, Littlehampton, BN17 5EW.  Tel: 01903 732063.  Fax: 01903 731690.  E-mail: 
ltc@littlehampton-tc.gov.uk   

 
2. VENUE 
 In all correspondence, advertising and publicity users must refer to the venue as the Manor House;  
 
3. REGULATIONS 
 All users are bound by the rules and regulations governing use of the accommodation which are 

deemed to be incorporated in these conditions. 
 
4. BOOKING PROCEDURE AND PAYMENT OF CHARGES 
 The following procedure for bookings and payment of charges shall apply to all bookings other than 

regular weekly and monthly hiring for which separate arrangements will apply. 
 
(a) PROVISIONAL BOOKING 
 Provisional bookings will be accepted and held open for a period of 72 hours during which time the 

Hirer must complete an official booking form and return it to the Town Council Offices.  The booking will 
then, within a period of 10 days from receipt of the completed booking form, either be accepted or be 
rejected by the Council acting by its Town Clerk (whose decision shall be final) and notification of such 
communicated to the Hirer.  Provisional bookings not confirmed within 72 hours will be deleted from the 
diary.  For individual bookings the Hirer shall pay the full and total hire charge at the time of the 
booking.  Cheques to be made payable to Littlehampton Town Council.  For reoccurring bookings 
invoices are produced at the end of each calendar month and payment is due from the Hirer named in 
the booking form within 30 days. 

 
(b) HIRE CHARGES 

(i) The charges for the hire of the accommodation will be notified to the Hirer prior to the 
submission of a booking form as mentioned above.  The Council’s current policy is to review 
charges annually with effect from 1st April each year.  Where a booking is for a date or dates 
after the date on which the Council’s reviewed charges next come into effect, then the scale of 
charges determined at the review shall be those applicable to the hire. 
 

(ii) Where the scale of charges is reviewed by the Council upwards by a figure in excess of 10% 
above the increase in the retail price index (or any index replacing same) and the hire would be 
subject to such new scale of charges, the Council shall give the Hirer written notice of such 
increase (the notice to be sent to the email address or address stated on the booking form).  
The Hirer shall then have the right to cancel the booking, but this option shall only be available 
to the Hirer for a period of 10 days from the date of the Council’s written notice as above.  
Therefore, the Hirer shall be deemed to have accepted and shall be bound by the new scale of 
charges as if such had been agreed at the time of the original booking. 

 
(c) PAYMENT 

Appendix 4 
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For individual bookings the Hirer shall pay the full and total hire charge at the time of booking.  
Cheques should be made payable to Littlehampton Town Council.  For reoccurring bookings invoices 
are produced at the end of each calendar month and payment is due from the Hirer named in the 
booking form within 30 days. 

 
(d) ADDITIONAL CHARGES 

The Town Council reserves the right to levy an additional charge for any services or facilities provided 
at an event which have not been specified by the Hirer beforehand.  This will be invoiced to the Hirer by 
the Council as soon as is practical after the date of hire.  Payment will be due within 30 days of the 
invoice.   
 
The term “Additional Charges” shall include all costs due from the Hirer for breakages, damage, 
additional hire time (i.e. where the Hirer enters or leaves the building before or after the time stated 
respectively on the booking form), additional caretaking time when the Hirer has left the premises in an 
unacceptable condition or for any other item as referred to in these conditions. 
 
The Hire charge includes the cost to Littlehampton Town Council of reasonable cleaning.  Should 
unreasonable cleaning costs be incurred, these will be passed on to the Hirer as an additional cost.  
Hirers are requested to remove excess rubbish and leave the area clean and tidy. 

 
(e) DEPOSIT 
 The Town Council reserves the right to charge a deposit of up to £100, payable at the time of the 
 booking.  A full refund will be given upon satisfaction that the premises have been left in a secure 
 and clean condition. 
 
(f) CANCELLATION 

Cancellations made by the Hirer will incur a 10% handling fee for bookings that are cancelled at 
anytime leading up to 1 month (30 days) before the event.  Cancellations made with less than 30 days’ 
notice prior to the event will incur a charge of 50% the hire costs.  Cancellations made with less than 1 
week (7 days) notice will be charged the full amount of the hire cost.  Cancellation of the booking shall 
only be effective from the date upon which formal written notice is received by the Town Council at its 
offices. 
 
If for reasons totally beyond the Council’s control, the Council is unable to provide the facilities on the 
hire date, then the booking shall be cancelled by the Council and all hire charges shall be refunded and 
that shall be the extent of the Council’s liability.  The Town Council reserves the right to refuse or 
cancel a booking. 

 
5.  PURPOSE OF HIRE AND SUBLETTING 

All details of the purpose of the hire shall be provided to the Town Council by the Hirer at the time of the 
booking and this should include the maximum number of people attending.  If the application for hire is 
found not to be correct in all respects then the Council reserves the right to cancel the booking 
 
Without the previous consent, in writing, of the Council, the accommodation shall not be used for any 
other purpose, or, in any other manner, than that stated in the application and the Hirer shall not, 
without the previous consent in writing of the Council, underlet or part with possession of the 
accommodation or any part thereof to any other person or organisation. 

 
6. PERSONAL INJURY & LOSS OF/DAMAGE TO PROPERTY 

The Town Council will not accept any liability for third party events including personal injury and loss 
of/or damages to property and the use of the Manor House facilities is permitted entirely at the user’s 
own risk. 
 
The Hirer will be held responsible for any damage caused during the period of hire to any part of the 
Manor House and its contents.  Any damages caused by the Hirer or guests of the Hirer shall be paid 
for upon receipt of the total costs of repairs or replacement. 
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7. SERVICES & ALTERATIONS 

No additions or alterations shall be made to the water, gas or electrical services and no structural or 
other alterations shall be made to the fabric of the building, nor to any of the installations, furniture, 
fixtures and fittings or other property of the Manor House.  Should the Hirer wish to bring any additional 
electrical equipment into the Manor House then all such equipment must be covered by a current 
Appliance Test Certificate and the Hirer may be required to produce the certificate. 

 
No decoration shall be erected or suspended from any part of the premises except by prior 
consultation, and with the written agreement of Littlehampton Town Council.  If such permission is 
granted, decorations must be erected clear of the walls so as to ensure no damage to the property in 
consequence thereof.  No decoration of flammable nature shall be erected or suspended on any part of 
the premises. 

 
Furniture and other moveable items are not to be moved by the Hirer without prior permission from 
Littlehampton Town Council. 
 

8. LIQUOR LICENCE/ALCOHOL 
Alcohol may only be brought to or consumed on the premises with prior permission of Littlehampton 
Town Council.  If the Hirer will be bringing alcohol to their event at the Manor House, we ask that 
people be responsible in its use whilst in and around the building.  Any excessive use of alcohol may 
compromise further bookings for the Hirer. If the Hirer is selling alcohol at their event, they must seek 
permission from Littlehampton Town Council and contact Arun District Council on 01903 737500 at 
their earliest convenience to ascertain if a full license is required, giving at least 60 days’ notice. 

 
9. SMOKING 

The Hirer shall be responsible for notifying their party and guests that the Manor House has a strict No 
Smoking Policy throughout the building and the outside within the boundary of the site. 

 
10. EXITS AND ENTRANCES 

All emergency exits shall be kept permanently unlocked during the period of hire and the Hirer shall not 
close or block these or any other entrances or exits to the Manor House (internal or external).   

  
It will be the responsibility of the Hirer to ensure that everyone connected with their event is aware of 
which parts of the building they have hired.  All other areas of the building will be strictly ‘out of bounds’.  
The Hirer shall be responsible for the maintenance of good order and ensuring adequate responsible 
persons for the proper supervision of the function. 

 
 11.  EMERGENCY EVACUATION 

The hirer is responsible for the emergency evacuation of themselves and all delegates/attendees. It will 
be the responsibility of the hirer to ensure that they, and any stewards, are aware of the emergency 
evacuation procedure for the premises and the location of the assembly point. Evacuation procedures 
are available in each of the Manor House rooms along with a visitors log to be completed by the hirer. 
 
The Hirer must ensure that they have means for calling the emergency services throughout the period 
of hire. 
 
The Hirer must ensure all Fire Exits are kept available for use at all times.  
 
The use or display of naked flames is strictly prohibited unless authorised by Littlehampton Town 
Council and with safety arrangements in place. 
 
The Hirer is responsible for ensuring noise levels do not detract from the effectiveness of the fire alarm 
system. 
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Other than mobile telephones and tablet devices no electrical equipment is to be used unless it has a 
current PAT certificate. Littlehampton Town Council reserves the right to inspect equipment or any 
necessary documentation at any time. 
 
The Hirer must make every effort to ensure that vehicles associated with their activity are parked 
responsibly and do not obstruct access for the emergency services. 
 
The Hirer must ensure that the number of persons on the premises does not exceed that which can be 
evacuated within 2.5 to 3 minutes. 

 
12. PARKING 

We provide one parking space per room booking hire, there are also two public town centre car parks 
within 5 minutes walking distance.  Both car parks operate a free disc parking scheme for a maximum 
of 2 hours.  Discs can be picked up from the Manor House in Church Street.  The Manor House is 
adjacent to a car park and there is also free local on-street parking. 

 
13. RIGHT OF ENTRY 

The Town Council reserves (for any authorised officer whether of the Council, Police, Fire or other 
statutory authority) the right at all times to the Manor House and the right to require the Hirer to refuse 
admission to, or remove from the Manor House, any disorderly person or persons or any article which, 
in the opinion of the Town Clerk or authorised agent or officers, may cause danger or damage to the 
Manor House or the users thereof. 

 
14. LOTTERIES, RAFFLES AND GAMING 

No gaming, betting games or lotteries shall be carried on, or allowed to be carried on in the Manor 
House, except those games made lawful by the Betting Games and Lotteries Acts, and then only if the 
appropriate statutory provisions are complied with. 
 

15. BROADCASTING AND FILM RIGHTS 
No person or body hiring any part of the Manor House shall grant broadcasting (sound or television) or 
film rights without the prior written consent of the Town Clerk.  If such consent is given, the Town 
Council reserves the right to take part in any negotiations, to be party to the terms and conditions of any 
agreement reached and to share in any income and publicity derived therefrom. 
 

16.  PUBLIC PERFORMANCE AND COPYRIGHT WORKS  
There shall be no infringement of copyright during the period of hiring and the Hirer hereby agrees to 
indemnify the Council in respect of any liability arising from any infringement.  The Hirer shall comply 
with the requirements of the Performing Rights Society Limited in relation to all musical work in the 
Society’s repertoire. 
 
 

17. MUSIC AND DANCING 
 (a) The Hirer shall observe all Acts of Parliament, Regulations and Bylaws applicable to public 

 entertainments including music, singing and dancing in public places.   
 
18. COMPLAINT 

Any complaint by the Hirer in respect of the use of the Manor House or of the arrangements herewith 
shall be made to the Town Clerk in writing within 7 days of the date of the hiring. 

 
19. CHANGE OF REGULATIONS 

The Council reserves the right to amend these Conditions and Regulations at any time (providing that 
the Hirer shall be notified of any such changes) and the Conditions in force at the date of hire shall be 
those applicable thereto. 
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LITTLEHAMPTON TOWN COUNCIL 

WEDDING/ CIVIL CEREMONY VENUE FACILITIES – MANOR HOUSE 

AGREEMENT: CONDITIONS OF USE AND HIRE 
1. CORRESPONDENCE

All correspondence should be addressed to: The Town Clerk, Littlehampton Town
Council, Manor House, Church Street, Littlehampton, BN17 5EW.  Tel: 01903 732063.
Fax: 01903 731690.  E-mail: weddings@littlehampton-tc.gov.uk

2. VENUE
In all correspondence, advertising and publicity users must refer to the venue as the
Manor House; New Millennium Chamber.

3. REGULATIONS
All users are bound by the rules and regulations governing use of the accommodation
which are deemed to be incorporated in these conditions.

4. BOOKING PROCEDURE AND PAYMENT OF CHARGES
The following procedure for bookings and payment of charges shall apply to all
bookings.

(a) PROVISIONAL BOOKING
Provisional bookings will be accepted and held open for a period of 72 hours during
which time the Hirer must complete a Wedding Ceremony Booking Form and return it
to the Town Council Offices.  The booking will then, within a period of 10 days from
receipt of the completed booking form, either be accepted or be rejected by the Council
acting by its Town Clerk (whose decision shall be final) and notification of such
communicated to the Hirer.  Provisional bookings not confirmed within 72 hours will be
deleted from the diary. Cheques should be made payable to Littlehampton Town
Council.

(b) HIRE CHARGES
(i) The charges for the hire of the accommodation will be notified to the Hirer prior

to the submission of a booking form as mentioned above.  The Council’s current
policy is to review charges annually with effect from 1st April each year.  Where
a booking is for a date or dates after the date on which the Council’s reviewed
charges next come into effect, then the scale of charges determined at the
review shall be those applicable to the hire.

(ii) Where the scale of charges is reviewed by the Council upwards by a figure in
excess of 10% above the increase in the retail price index (or any index
replacing same) and the hire would be subject to such new scale of charges,
the Council shall give the Hirer written notice of such increase (the notice to be
sent to the address stated on the booking form).  The Hirer shall then have the
right to cancel the booking, but this option shall only be available to the Hirer
for a period of 10 days from the date of the Council’s written notice as above.
Therefore the Hirer shall be deemed to have accepted and shall be bound by
the new scale of charges as if such had been agreed at the time of the original
booking.

Appendix 5 
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(c) ADDITIONAL CHARGES
The Town Council reserves the right to levy an additional charge for any services or
facilities provided at an event which have not been specified by the Hirer beforehand.
This will be invoiced to the Hirer by the Council as soon as is practical after the date of
hire.  Payment will be due within 30 days of the invoice.

The term “Additional Charges” shall include all costs due from the Hirer for breakages,
damage, additional hire time (i.e. where the Hirer enters or leaves the building before
or after the time stated respectively on the booking form), additional caretaking time
when the Hirer has left the premises in an unacceptable condition or for any other item
as referred to in these conditions.

The Hire charge includes the cost to Littlehampton Town Council of reasonable
cleaning.  Should unreasonable cleaning costs be incurred, these will be passed on to
the Hirer as an additional cost.

(d) DEPOSIT
A deposit of £150 will be payable at the time of the booking.

(e) FINAL PAYMENT
Final payment will be due 3 months before the date of the event.

(f) CANCELLATION
In case of cancellation by the Hirer up to 3 months before the event, the deposit of
£150 will be retained.  Cancellations made after this time prior to the event will be
charged the full amount of the hire cost. Cancellation of the booking shall only be
effective from the date upon which formal written notice is received by the Town
Council at its offices.

If for reasons totally beyond the Council’s control, the Council is unable to provide the
facilities on the hire date, then the booking shall be cancelled by the Council and all
hire charges shall be refunded and that shall be the extent of the Council’s liability.
The Town Council reserves the right to refuse or cancel a booking.

5. PURPOSE OF HIRE AND SUBLETTING
All details of the purpose of the hire shall be provided to the Town Council by the Hirer
at the time of the booking and this should include the maximum number of people
attending.  If the application for hire is found not to be correct in all respects, then the
Council reserves the right to cancel the booking

Without the previous consent, in writing, of the Council, the accommodation shall not
be used for any other purpose, or, in any other manner, than that stated in the
application and the Hirer shall not, without the previous consent, in writing, of the
Council, underlet or part with possession of the accommodation or any part thereof to
any other person or organisation.

6. PERSONAL INJURY & LOSS OF/DAMAGE TO PROPERTY
The Town Council will not accept any liability for third party events including personal
injury and loss of/or damages to property and the use of the Manor House facilities is
permitted entirely at the user’s own risk.

The Hirer will be held responsible for any damage caused during the period of hire to
any part of the Manor House and its contents.  Any damages caused by the Hirer or
guests of the Hirer shall be paid for upon receipt of the total costs of repairs or
replacement.

7. SERVICES & ALTERATIONS
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No additions or alterations shall be made to the water, gas or electrical services and 
no structural or other alterations shall be made to the fabric of the building, nor to any 
of the installations, furniture, fixtures and fittings or other property of the Manor House.  
Should the Hirer wish to bring any additional electrical equipment into the Manor House 
then all such equipment must be covered by a current Appliance Test Certificate and 
the Hirer may be required to produce the certificate. 

 
No decoration shall be erected or suspended from any part of the premises except by 
prior consultation, and with the written agreement of Littlehampton Town Council.  If 
such permission is granted, decorations must be erected clear of the walls so as to 
ensure no damage to the property in consequence thereof.  No decoration of 
flammable nature shall be erected or suspended on any part of the premises. 

 
Furniture and other moveable items are not to be moved by the Hirer without prior 
permission from Littlehampton Town Council. 

 
8. LIQUOR LICENCE/ALCOHOL 

No alcohol to be brought to or consumed on the premises during the ceremony. 
Alcohol may only be brought to or consumed on the premises after the ceremony has 
taken place with prior permission of Littlehampton Town Council.  If the Hirer will be 
bringing alcohol to their event at the Manor House, we ask that people be responsible 
in its use whilst in and around the building.  Any excessive use of alcohol may 
compromise further bookings for the Hirer. If the Hirer is selling alcohol at their event, 
they must seek permission from Littlehampton Town Council and contact Arun District 
Council on 01903 737500 at their earliest convenience to ascertain if a full license is 
required, giving at least 60 days’ notice. 

 
9. SMOKING 

The Hirer shall be responsible for notifying their party and guests that the Manor House 
has a strict No Smoking Policy throughout the building and the outside within the 
boundary of the site. 

 
10. EXITS AND ENTRANCES 

All emergency exits shall be kept permanently unlocked during the period of hire and 
the Hirer shall not close or block these or any other entrances or exits to the Manor 
House (internal or external).   

  
It will be the responsibility of the Hirer to ensure that everyone connected with their 
event is aware of which parts of the building they have hired.  All other areas of the 
building will be strictly ‘out of bounds’.  The Hirer shall be responsible for the 
maintenance of good order and ensuring adequate responsible persons for the proper 
supervision of the function. 

 
 11.  EMERGENCY EVACUATION 

The hirer is responsible for the emergency evacuation of themselves and all 
delegates/attendees. It will be the responsibility of the hirer to ensure that they, and 
any stewards, are aware of the emergency evacuation procedure for the premises and 
the location of the assembly point. Evacuation procedures are available in each of the 
Manor House rooms along with a visitors log to be completed by the hirer. 
 
The Hirer must ensure that they have means for calling the emergency services 
throughout the period of hire. 
 
The Hirer must ensure all Fire Exits are kept available for use at all times.  
 
The use or display of naked flames is strictly prohibited unless authorised by 
Littlehampton Town Council and with safety arrangements in place. 
 
The Hirer is responsible for ensuring noise levels do not detract from the effectiveness 
of the fire alarm system. 
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Other than mobile telephones and tablet devices no electrical equipment is to be used 
unless it has a current PAT certificate. Littlehampton Town Council reserves the right 
to inspect equipment or any necessary documentation at any time. 

The Hirer must make every effort to ensure that vehicles associated with their activity 
are parked responsibly and do not obstruct access for the emergency services. 
The Hirer must ensure that the number of persons on the premises does not exceed 
that which can be evacuated within 2.5 to 3 minutes. 

12. PARKING
There are two public town centre car parks within 5 minutes walking distance.  Both
car parks operate a free disc parking scheme for a maximum of two hours.  Discs can
be picked up from the Manor House in Church Street.  The Manor House is adjacent
to a car park and there is plentiful free local on-street parking. Two parking spaces will
be provided for wedding cars/limousines to use during the period of hire for the
wedding party. Please note that a further two parking spaces will be made available
for the Registrars.

13. RIGHT OF ENTRY
The Town Council reserves (for any authorised officer whether of the Council, Police,
Fire or other statutory authority) the right at all times to access the Manor House and
the right to require the Hirer to refuse admission to, or remove from the Manor House,
any disorderly person or persons or any article which, in the opinion of the Town Clerk
or authorised agent or officers, may cause danger or damage to the Manor House or
the users thereof.

14. LOTTERIES, RAFFLES AND GAMING
No gaming, betting games or lotteries shall be carried on, or allowed to be carried on
in the Manor House, except those games made lawful by the Betting Games and
Lotteries Acts, and then only if the appropriate statutory provisions are complied with.

15. BROADCASTING AND FILM RIGHTS
No person or body hiring any part of the Manor House shall grant broadcasting (sound
or television) or film rights without the prior written consent of the Town Clerk.  If such
consent is given, the Town Council reserves the right to take part in any negotiations,
to be party to the terms and conditions of any agreement reached and to share in any
income and publicity derived therefrom.

16. PUBLIC PERFORMANCE AND COPYRIGHT WORKS
There shall be no infringement of copyright during the period of hiring and the Hirer
hereby agrees to indemnify the Council in respect of any liability arising from any
infringement.  The Hirer shall comply with the requirements of the Performing Rights
Society Limited in relation to all musical work in the Society’s repertoire.

17. MUSIC AND DANCING
The Hirer shall observe all Acts of Parliament, Regulations and Bylaws applicable to
public entertainments including music, singing and dancing in public places.

18. COMPLAINT
Any complaint by the Hirer in respect of the use of the Manor House or of the
arrangements herewith shall be made to the Town Clerk in writing within 7 days of the
date of the hiring.

19. CHANGE OF REGULATIONS
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The Council reserves the right to amend these Conditions and Regulations at any time 
(providing that the Hirer shall be notified of any such changes) and the Conditions in 
force at the date of hire shall be those applicable thereto. 

We agree to abide by the terms and conditions above. 

Signed 

Hirer 
Date: 

Signed 

Peter Herbert 
Town Clerk 
Date: 
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LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential 

Committee: Property and Personnel 

Date:  3rd December 2018 

Report by: The Town Clerk 

Subject: Manor House Gardens 

1. Summary and Update

1.1 The gardens are a prominent part of the Manor House grounds. Following the 
completion of the external repairs and repainting of the Manor House it was 
agreed that options for improvements to the Manor House Gardens be 
investigated and included for consideration in the 2019/2020 budget process. 

1.2 Officers have researched options for tidying up of the access to the rear of the 
former toilet block at the front of the Manor House gardens. This could include 
the addition of railings for the low wall on the South side of the building and 
gating the passage way to the rear of the toilet block. This represents a 
substantial project and whilst desirable it is not considered a priority at this time. 

1.3 The garden walling on the far side of the driveway is however in need of urgent 
repairs and there is in house expertise within the Amenity Team to take on this 
work. It is therefore proposed that the repairs to the driveway wall are 
programmed as part of the regular maintenance of the Manor House and that 
further works be put on hold until such time as the resources become available 
to take them forward. 

2. Recommendation

2.1 The Committee is RECOMMENDED to: 

Approve the in-house repairs to the garden wall at the front of the Manor House 
as soon as practicable. 

3. Financial Implications

3.1 The Town Council has the in-house resources to complete the work and the 
only additional costs will be materials which will be met from the Manor House 
Maintenance budget.  

Peter Herbert 
Town Clerk 
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Non - Confidential 

Committee: Community 
Resources 

Property & 
Personnel 

Policy & Finance 

Date: 06/12/2018 03/12/2018 17/12/2018 

Report by: Museum Working Group 

Subject: Museum Collection & Priorities 

1. Executive Summary & Recommendations 

1.1 This report sets out the work undertaken by the Working Group and its 
recommendations with regard to work practices; training; priorities and future 
policies. The majority of these recommendations are to be considered by the 
Community Resources Committee but staffing and property issues will be 
relevant to Property & Personnel. The Policy & Finance Committee should 
be aware of the overall position and implications for future budgetary 
demands. 

1.2 The recommendations seek to address the backlog in documenting the 
Museum Collection and ensuring that this is not repeated.  

1.3 The RECOMMENDATIONS of the Working Group are: - 

The Collection: 
1. The Museum must prioritise the accessioning of all items in its

collection and ensure that all of these have been correctly
recorded on MODES.

2. The Council must provide the resources to enable this to be done.
The continuation of the Collections Documentation Officer post for
at least one year is supported, together with the refocusing of the
Museum Team as set out above.

3. The Collections Development Plan should be reviewed within 3
months to enable consistent decisions to be taken on what to
accession whilst this work is ongoing creating an interim
document.

4. Once the backlog is largely addressed, a wholesale review of the
Collections Documentation Plan should be undertaken to support
the future direction of the Museum and its collections.

5. Once the collection is recorded on MODES, it should be
assessed, as a priority, to identify which items should be retained,
re-located or disposed.

6. The Exhibitions programme should be minimised during this
period to allow the Museum to achieve swift progress in
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addressing the backlog. The decision as to whether to seek re-
Accreditation should be delegated to the Town Clerk in line with 
paragraph 6.1.3.   

7. The Community Resources Committee should monitor closely
progress towards achieving the elimination of the backlog and the
recording of all items on MODES.

8. All Museum staff should be trained in following guidelines in
marking. It is hoped that this can be provided “in-house”.

9. Consideration should be given to remedying any spoliation of
items and a report, with costs, brought to the Committee in due
course. This should be timetabled for after the completion of the
Collection Documentation Project to ensure priorities do not slip,
unless there is an urgency on any particular item.

10. The location of each item in the collection must be recorded in
MODES.

11. All Museum staff be trained to ensure that they know the correct
packing materials. This should be able to be delivered “in-house”.

12. The Community Resources Committee should ensure that
sufficient resources are provided to deliver this standard.

13. All Museum staff and volunteers (where appropriate) should be
trained to use MODES.

14. The software must be kept updated.
15. All newly accessioned objects should be recorded on MODES

within 6 weeks of receipt.
16. Once the documentation project is complete a comprehensive

review of storage and the environmental issues be undertaken
and reported to the Community Resources Committee.

17. Storage in the Art Store be reviewed in 2019/20, given that it is
over-capacity and that it is understood that the vast majority of the
items are relevant to the Museum’s Collection policies. New forms
of storage could significantly increase capacity.

18. A “housekeeping” policy be prepared within 6 months.
19. All clutter to be removed from storage areas within 3 months and

the Town Clerk investigate whether all non-Museum materials can
be removed from the basement to provide further space.

20. The Town Clerk and Curator assure themselves regarding the
security of the collection.

21. The Property & Personnel Committee agree to release the
Gladden Room for up to 24 months for use as temporary Museum
Storage.

Future Direction/ Collections Development: 

a) Collections Documentation must remain the overarching priority
for the Museum until the backlog has been eliminated.

b) Resources must be provided by the Council to enable this to
happen.

c) Even when the backlog has been addressed, the Committee
should continue to monitor this issue to ensure that this does not
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reoccur. A maximum time limit between decision to accept an item 
and full inclusion on MODES is recommended.  

d) Resources and time need to be given to the Museum, once the
backlog is addressed, to review the collection, with a view to
disposing of unnecessary items and storing such items in the best
places.

e) The Collections Development Plan should be reviewed completely
to ensure that what is being collected meets agreed parameters.
This should include what to acquire, dispose of and collecting area.
On the latter point, once the collection area is agreed, a decision
will need to be made as to what to do with the items from outside
that area already within the collection, with a view taken as to
whether it is appropriate for Littlehampton tax-payers to meet the
costs of storing for other areas without Museums.

f) Once the collection is fully catalogued on MODES and the
reconciliation procedure completed, a full assessment of storage
requirements, environmental conditions and future needs should
be undertaken and prioritised by the Community Resources and
Property and Personnel Committees.

g) Once the collection is fully catalogued on MODES, and the new
Collections Development Plan agreed and implemented, the
Community Resources and Property and Personnel Committees
should consider how best to redirect the staffing resource to new
priorities, such as exhibitions and education, should they be the
focus of future work. To do this, it will be essential to ensure that
all staff are both able and trained to cover a wide variety of work
and that specialisms are avoided. Where necessary training
should be provided.

h) The use of interns, volunteers and those seeking work experience
should be encouraged both now, to address the backlog, and in
the future across the service.

i) A Rolling Annual Forward Action Plan, starting from April 2019,
should be agreed and progress be reported to the Community
Resources Committee, on a six-monthly basis.

j) Training in all aspects of Museum work must be provided (either
in-house or bought in) to ensure consistent high standards across
the service.

k) That this Review be brought to the attention of the new Councillors
as part of their Induction and that they be invited to tour the
Museum Stores.

l) That the Chairs and Vice-Chairs of the Community Resources and
Property & Personnel Committees be invited to tour all of the
Council’s properties on a six-monthly basis.

m) That opportunities to relocate relevant parts of the collection to
neighbouring parishes and the County Records Office be taken,
once the Reconciliation phase has been completed, and once the
approval of the Community Resources Committee has been
obtained.

n) That opportunities to secure external funding to improve/expand
the capacity, storage or maintenance of the collection be pursued,
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including S.106 monies from developments within the Town and 
elsewhere where Littlehampton Museum acts for those parishes.  

 
2. Working Group Membership & Terms of Reference 

 
2.1 
 
 
 

The Membership of the Working Group comprises the Chair & Vice Chair of 
the Community Resources Committee and the Chairs of the Policy & Finance 
and Property & Personnel Committees. 

2.2 The Terms of Reference for the Working Group are to examine all of the 
issues raised by the Interim Curator through his exit arrangements.  
 

3. Littlehampton Museum: Brief History  
 

3.1 The Museum was founded in 1928 by the Littlehampton Natural Science and 
Archaeology Society, the Museum’s first home was at the Littlehampton 
Library, with Mr. E. J. Hearne taking charge as the first Curator. Hearne 
worked at the museum during its closure in the Second World War, when 
many of its original loans were returned to their owners for safe keeping.  
 

3.2 Mr. Hearne stayed with the Museum until 1946 when he was succeeded by 
Mr. George Shorter. In the late 1950s and early 1960s, Shorter carried over 
a disposal by auction of various items which did not fit into ideas around 
Littlehampton.  
 

3.3 Under Shorter’s care, in 1965, the Museum moved to a new location in River 
Road, in a building once home to the prominent merchant family, the 
Robinsons. It remained there for 26 years. In the 1980s, a succession of 
Curators ran the service, and developed the current numbering system, and 
record card index system, to catalogue the collections. 
 

3.4 In 1991 ownership of the Museum was transferred to Littlehampton Town 
Council, and moved to its current location in Manor House. The numbering 
system was updated to reflect this, with the addition of the ”T” suffix to each 
grouping. (So Photographs moved from being PH to PHT, Documents from 
D to DT etc) 
 

3.5 In 1998 Littlehampton Museum was awarded a £250,000 grant from the 
Heritage Lottery Fund, with the money being used to refurbish the galleries 
to improve accessibility. In 2010 the Museum’s permanent displays were 
refreshed, with interactive elements added. 
 

4. Accountability & Staffing Structure 
 

4.1 
 
 
 
 
 

The Community Resources Committee, amongst other things, is 
responsible for: - 
“All matters including the preparation of a draft budget for consideration by 
the Policy and Finance Committee and Council and the recommendation to 
Council of fees and charges relating to: -  
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• The Littlehampton Museum (excluding the provision and 
maintenance of the building).” 

 
4.2 
 

The Property and Personnel Committee, amongst other things, is 
responsible for: - 
 
“All matters, including the preparation of a draft budget for consideration by 
the Policy and Finance Committee and Council, relating to: -  
 
  Property  

• The provision and maintenance of all buildings, land and capital 
equipment within allocated budgets.  

• The Manor House and its environs (excluding the operation of 
the Museum)” 
 

  Personnel  
• The overseeing of the conditions of service of employees of the 

Town Council and making recommendations to Council on the 
following matters:  

 Staffing levels….  
 
 

4.3 Under the Scheme of Delegation to Officers, The Town Clerk has delegated 
responsibility over the day-to-day management of the Museum collection, 
including acquisitions, disposals, display, exhibitions and presentation, all 
within Council policies. 
 

4.4 The current staffing establishment, incorporating changes to the working 
week for the Curator following maternity leave; the knock-on implications of 
this; the Collections Documentation Officer and cover for a secondment 
(Jonathan Parrett to Heritage Project Officer) is set out below: - 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

JT 
Museum Curator  

LA & AF 
Archives &  

Exhibitions Officers 

LD  
Museum 

Saturday Assistant 

JP 
Collections  

Documentation  
Officer 
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5. Background: Interim Curator 
 

5.1 There have been two Interim Curators overseeing the Museum in the last 
three years, covering two periods of maternity leave.  The first, Kathleen 
Lawther, identified, very early in her role, a serious problem with a sizeable 
backlog in cataloguing the collection.  The full extent of this was not known 
at that time.  However, Council approved the appointment of a Collection 
Documentation Officer (CDO) (Jonathan Parrett) on a fixed term contract 
from 6th January 2016 to 24th December 2016, which was extended until 31st 
March 2019 (15 hours per week). 
 

5.2 The Community Resources Committee have supported a proposal to extend 
this post for a further year, which will be considered as part of this year’s 
budget round.  This post is considered to be essential in driving forward this 
work. Following budget discussions it is proposed to extend for up to two 
years. 
 

5.3 Alex Woodward was the Council’s second Interim Curator, leaving the 
Council in August 2018.  As with Kathleen Lawther, he also brought 
knowledge and experience of collection management from his previous 
employments.  During his year he was able to support the CDO and gained 
a thorough understanding of the Littlehampton Museum and where there 
were, what he believed, significant issues or failings.  He expressed these as 
part of his exit discussions with the Assistant Town Clerk.  It was from this 
that the need for a more detailed look by Members emerged, with the 
Community Resources Committee agreeing to set up the Working party to 
progress this.  
 

5.4 The concerns raised by the Interim Curator were largely about the Museum 
Collection but strayed into other areas.  He explained that collection 
management is a core function of any museum and a key part of achieving 
Accreditation with Arts Council England. It ensures that artefacts are cared 
for and their longevity assured. It greatly reduces the occurrence of loss and 
theft. Aside from the benefit to the artefacts themselves, it enables an 
effective and relevant programme of exhibitions, displays, events, formal and 
informal learning (education, outreach etc). 
 

5.5 He went on to state that should a museum fail in its duty of proper collections’ 
management, it should consider whether it is fundamentally flawed and unfit 
for purpose. It should then consider why this has occurred, for example, 
whether staff resources are appropriately assigned. 
 

5.6 The Interim Curator felt that the issues with the Littlehampton Museum 
collections are more severe than a simple backlog of material waiting to be 
recorded. Over the course of time, a number of issues have arisen with, in 
the Interim Curator’s opinion, minimum attempt to correct them, assuming 
they have been recognised. 
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5.7 The Interim Curator gave an extensive exit interview and raised a broad 
range of areas of concern regarding the running of the Museum with 
particular focus on the management of its collection. The areas covered are 
listed below and examined in detail within this report. 
 
 Collections Processing –  

• Accessioning 
• Marking 
• Locations 
• Packing 
• Use of a Collections Management System – MODES 

 
 Storing of the Collection –  

• Manor House Basement 
• Amount of space available 
• Environmental conditions 
• Security 
• Storage arrangements 
• Housekeeping 
• Available rooms 

 
 Collections development –  

• Institutional Culture 
• Administration 
• Activity with the collections 
• Volunteer engagement 

 
 

6. Collection Management 
 

6.1 Accessioning 
 

6.1.1 To enter an object into the collections it is given a Unique Identifying Number 
and a description is recorded manually in the accession register and digitally 
in MODES (collection management software).  However, the Interim Curator 
found many un-accessioned objects, which have not been marked with a 
number. These have only been received and stored with a copy of their Entry 
Form. This triplicate form is completed by the donor to record the donation 
and transfer ownership. A copy remains with the object until accessioned. 
Many of these forms are dated from several years ago. Additionally, many 
items have been accessioned, but not entered in MODES. 
 

6.1.2 The Council has already identified this as a major issue and provided 
additional resources in the form of the Collections Documentation Officer.  
We strongly support the proposal to extend this for a further year and even 
for a further year if this is what is required to complete the work. 
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6.1.3 We believe that it is imperative that, for as long as it takes, the Museum must 
prioritise this work.  This will unfortunately be at the expense of other key 
activities, such as exhibitions, working with and supporting other local 
museums and even re-Accreditation.  The question of whether there is value, 
at this time, given the new priorities will need to be considered. This can only 
be sought once every five years. Should the workload not be excessive and 
it thought worthwhile we would suggest that the Town Clerk be given 
delegated authority to proceed with this.  
 

6.1.4 We are also supportive of the initiative to use the Butterworth Gallery for the 
collection work and the interface with the public. 
 

6.1.5 Several other matters cross-refer to this section, such as storage; the 
collections policy and perhaps most vitally the use of volunteers. These 
matters are covered in the report.  
 

6.1.6 What is very clear is that until the Museum has fully catalogued all, or nearly 
all, the backlog of items, it is not possible to decide what should and shouldn’t 
be retained and that this will also be a major piece of work. Without too much 
doubt, it is safe to say that some of the items that are currently held may not 
fall within the provisions of the current Collections Development Plan, which 
should be reviewed in due  course. 
 

 RECOMMENDATIONS 
 

1. The Museum must prioritise the accessioning of all items in its 
collection and ensure that all of these have been correctly 
recorded on MODES. 

2. The Council must provide the resources to enable this to be done. 
The continuation of the Collections Documentation Officer post for 
at least one year is supported, together with the refocusing of the 
Museum Team as set out above.  

3. The Collections Development Plan should be reviewed within 3 
months to enable consistent decisions to be taken on what to 
accession whilst this work is ongoing creating an interim 
document. 

4. Once the backlog is largely addressed, a wholesale review of the 
Collections Documentation Plan should be undertaken to support 
the future direction of the Museum and its collections.   

5. Once the collection is recorded on MODES, it should be 
assessed, as a priority, to identify which items should be retained, 
re-located or disposed of. 

6. The Exhibitions & Events programme should be minimised during 
this period to allow the Museum to achieve swift progress in 
addressing the backlog. The decision as to whether to seek re-
Accreditation should be delegated to the Town Clerk in line with 
paragraph 6.1.3 above.   

7. The Community Resources Committee should monitor closely 
progress towards achieving the elimination of the backlog and the 
recording of all items on MODES.  
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6.2 Marking 
 

6.2.1 As part of the accessioning process, every object should be marked with an 
accession number. Guidelines state that it should be in an inconspicuous 
position and, in a way, that will permit the number to be removed without 
causing damage to the object. Due to poor marking, at least several hundred 
objects have been spoiled. A considerable range of objects have also not 
been marked. It is not known whether this is due to the failure to mark them 
or if they have not been accessioned. As part of the CDO work over 1000 “T” 
(temporary) numbers have been issued as a result of finding unmarked 
objects. (One “T” number may be given to a family of objects).  
 

 RECOMMENDATIONS 
 

8. All Museum staff should be trained in following guidelines in 
marking. It is hoped that this can be provided “in-house”. 

9. Consideration should be given to remedying any spoliation of 
items of significance, and a report, with costs, brought to the 
Committee in due course. This should be timetabled for after the 
completion of the CDO project to ensure priorities do not slip, 
unless there is an urgency on any particular item.  

 
6.3 Locations 

 
6.3.1 There should not only be a record of each item, but also its location. If the 

location is unrecorded, then there is no point in having the object. It will not 
be retrievable for exhibitions, displays, talks, handling sessions etc. A key 
part of achieving this is the MODES Collections Management System (CMS). 
Each record should include a current location. When the project began in 
2016, only 4,145 records existed on the CMS. It is not clear how staff could 
have previously accounted for the whereabouts of many items.  
 

 RECOMMENDATION 
 

10. The location of each item in the collection must be recorded in 
MODES. 

 
6.4 Packing 

 
6.4.1 Museums use a range of materials to protect collections. In addition to having 

the correct materials, objects need to be properly wrapped, boxed and 
positioned. This has not happened with the majority of the collection. The 
result is needless soiling, a reduction in object longevity and increased work 
for staff as they attempt to overcome this neglect. Periodically, packing 
materials should be replaced as they start to decay or lose their ph neutrality. 
This example of good practice has not been adhered to and objects are 
frequently found with impaired materials.  
 

6.4.2 The Community Resources Committee has been made aware of the issue 
and approved the purchase of appropriate packing materials.  
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 RECOMMENDATIONS 
 

11. All Museum staff be trained to ensure that they know the correct 
packing materials. This should be able to be delivered “in-house”. 

12. The Community Resources Committee should ensure that 
sufficient resources are provided to deliver this standard.  

 
6.5 Collections Management System – MODES 

 
6.5.1 A fundamental part of collections management is the Collection Management 

Software (CMS). It lists the collections, with a record for each object, 
providing an image, description and location. This database is at the heart of 
all the Museum’s activity and every member of the team should be familiar 
with it. Adding objects to the database should be the central focus of any 
Museum, particularly when it has such a considerable backlog.  
 

6.5.2 LTC has possessed MODES since 2003, and in that time only 12,000 records 
have been generated. This is an average of 800 per year. 64.24% of these 
records have been generated since January 2016, when the Collections 
Documentation Officer (CDO) position began. This is clearly unsatisfactory.  
 

6.5.3 During the period 2003-2016 circa 4,000 items were entered onto MODES.  
From 2016 to date circa 8,000 additional items have been entered largely 
due to the appointment of the Collections Documentation Officer. 
 

 RECOMMENDATIONS 
 

13. All Museum staff and volunteers (where appropriate) should be 
trained to use MODES. 

14. The software must be kept updated. 
15. All newly accessioned objects should be recorded on MODES 

within 6 weeks of receipt.  
 

6.6 Storing the Collection 
 

6.6.1 Collections should be stored in areas that protect them from detrimental 
environmental conditions, theft, internal and external flooding, fire, 
infestations etc. but are also safe for staff to operate in. 
 

6.6.2 The Interim Curator considered the current arrangements are inadequate 
and that a forward plan should be a priority.  
 

6.6.3 With regard to the Manor House Basement the Interim Curator considered 
that the Manor House cellars were not an ideal location to store the 
collections for the following reasons: 

  
 Space 

The space is insufficient. This prevents objects from being suitably 
positioned, which affects their longevity.  
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Overcrowding also poses problems for staff, reducing their efficiency, 
and increases the risk of injury.  
The collections work would benefit greatly from a more organised 
approach to the use of the basement. The recent acquirement of the 
old financial documents store will greatly aid improvements to this 
area. It was observed that the Council may also wish to consider 
rehabilitating the section of the cellars that are currently unsuitable for 
any purpose. It could also be helpful if the cellars were to be utilised 
purely for collections storage and that items are not stored there for 
other LTC functions. 
 

 Storage arrangements 
There is a difference between inadequate space and poor storage 
arrangements. Good collections management includes organising 
efficient storage which the Interim Curator believed is currently not the 
case. Objects have been placed in a jumble on shelves and the floor 
and an assortment of storage boxes are in use. The acquisition of 
bespoke boxes and a focus on organising shelf contents has greatly 
improved the situation. However, there are still problems with items 
blocking access to stores, which needs to be resolved. Although it will 
be a time-consuming project, it would be beneficial to consider, as part 
of a wider review, repositioning shelving across stores 1 and 2. There 
is concern about some accessioned objects that have been spoilt by 
damp.  
 

 Housekeeping 
A policy regarding this aspect has not been identified and 
accumulated dust is apparent on collections and the floor; old boxes 
were not discarded; Children’s craft materials were mixed in with the 
collections. The whole of the cellar was a confused jumble.   
 

 Other Space Issues 
• Art Store 

The space suffers greatly from fluctuations in meteorological 
conditions and the dehumidifier is deemed inadequate.  

 
• Document store    

The collections must be moved for staff to enter or leave the room and 
to access the desired items. It has clearly exceeded its capacity. The 
dehumidifier is deemed inadequate. 

 
• Stanford Room 

Although not viewed as such, this is also a collections store. Inside it 
are found the reference library and periodical and newspaper 
collections. A negligible quantity of this collection is recorded on 
MODES.  Due to reaching the Art Store’s maximum capacity, art works 
are also being stored here. 
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 Environmental conditions 
Collecting accurate environmental data is a fundamental part of 
collections management. It is not clear how this was achieved with the 
previous system. The new datalogger system has proven its worth in 
collecting environmental conditions and verifying that previous 
attempts at environmental control had not only been ineffectual but 
may have been worsening the situation. 
 

 Security 
There are no Museum-specific security arrangements. The cellar 
door, from the ground floor corridor, cannot be locked and any officer 
of LTC is free to enter.  

 
6.6.4 We think that it is difficult to define the amount of space required for the 

Museum collection until an accurate assessment of what should be retained 
is made. However, temporary provision should be made to allow parts of the 
collection to be temporarily stored whilst the remainder of the collection is 
accessioned/recorded on MODES and appropriately marked and packed. 
This should include the Gladden and Stanford Rooms. Once this has been 
completed a review of the basement facilities should be undertaken so as to 
maximise their ability to have the collection stored in good quality condition. 
 

6.6.5 We are pleased that the Community Resources Committee has taken steps 
to address some of the environmental issues through the purchase of the 
data logging system. We do not think that much can be done at this stage. 
However, when the collection is qualified, environmental problems need to 
be fully assessed and addressed where possible and reasonable.  
 

6.6.6 Other issues that should be addressed are: -  
 

• A “housekeeping” policy. 
• A review and listing of any items that have been damaged through 

damp or poor storage.  
• The removal of any necessary clutter, including items such as craft 

materials.  
 

6.6.7 The Town Clerk and Curator should also undertake a review of Security, both 
in terms of protecting the collection from theft, but also from accidental 
damage.  
 

 RECOMMENDATIONS 
 

16. Once the documentation project is complete a comprehensive 
review of storage and the environmental issues be undertaken 
and reported to the Community Resources Committee.  

17. Storage in the Art Store be reviewed in 2019/20, given that it is 
over-capacity and that it is understood that the vast majority of the 
items are relevant to the Museum’s Collection policies. New forms 
of storage could significantly increase capacity.  

18. A “housekeeping” policy be prepared within 6 months.  
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19. All clutter to be removed from storage area within 3 months and 
the Town Clerk investigate whether all non-Museum materials can 
be removed from the basement to provide further space. 

20. The Town Clerk and Curator assure themselves regarding the 
security of the collection.  

21. The Property & Personnel Committee agree to release the 
Gladden Room for up to 24 months for use as temporary Museum 
Storage. 

 
7. Future Direction/ Collections Development 

 
7.1 We believe that it would be of assistance to identify several future priorities 

for the Community Resources Committee when overseeing the Museum. 
Some of these may overlap previous recommendations but are included to 
assist in providing direction for the service.  
 

 RECOMMEDATIONS 
 

o) Collections Documentation must remain the overarching priority 
for the Museum until the backlog has been eliminated. 

p) Resources must be provided by the Council to enable this to 
happen. 

q) Even when the backlog has been addressed, the Committee 
should continue to monitor this issue to ensure that this does not 
reoccur. A maximum time limit between decision to accept an item 
and full inclusion on MODES is recommended.  

r) Resources and time need to be given to the Museum, once the 
backlog is addressed, to review the collection, with a view to 
disposing of unnecessary items and storing such items in the best 
places.  

s) The Collections Development Plan should be reviewed completely 
to ensure that what is being collected meets agreed parameters. 
This should include what to acquire, dispose of and collecting area. 
On the latter point, once the collection area is agreed, a decision 
will need to be made as to what to do with the items from outside 
that area already within the collection, with a view taken as to 
whether it is appropriate for Littlehampton tax-payers to meet the 
costs of storing for other areas without Museums. 

t) Once the collection is fully catalogued on MODES and the 
reconciliation procedure completed, a full assessment of storage 
requirements, environmental conditions and future needs should 
be undertaken and prioritised by the Community Resources and 
Property and Personnel Committees. 

u) Once the collection is fully catalogued on MODES, and the new 
Collections Development Plan agreed and implemented, the 
Community Resources and Property and Personnel Committees 
should consider how best to redirect the staffing resource to new 
priorities, such as exhibitions and education, should they be the 
focus of future work. To do this, it will be essential to ensure that 
all staff are both able and trained to cover a wide variety of work 
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and that specialisms are avoided. Where necessary training 
should be provided.  

v) The use of interns, volunteers and those seeking work experience
should be encouraged both now, to address the backlog, and in
the future across the service.

w) A Rolling Annual Forward Action Plan, starting from April 2019,
should be agreed and progress be reported to the Community
Resources Committee, on a six-monthly basis.

x) Training in all aspects of Museum work must be provided (either
in-house or bought in) to ensure consistent high standards across
the service.

y) That this Review be brought to the attention of the new Councillors
as part of their Induction and that they be invited to tour the
Museum Stores.

z) That the Chairs and Vice-Chairs of the Community Resources and
Property & Personnel Committees be invited to tour all of the
Council’s properties on a six-monthly basis.

aa) That opportunities to relocate relevant parts of the collection to 
neighbouring parishes and the County Records Office be taken, 
once the Reconciliation phase has been completed, and once the 
approval of the Community Resources Committee has been 
obtained.   

bb) That opportunities to secure external funding to improve/expand 
the capacity, storage or maintenance of the collection be pursued, 
including S.106 monies from developments within the Town and 
elsewhere where Littlehampton Museum acts for those parishes.  

8. Resource Implications 

8.1 The size of financial investment in looking after the collection is dependent 
on a full assessment of its size, and any long-term issues identified for the 
housing of the collection. Funding to continue the Collections Documentation 
Officer post has been included in the 2019/20 Draft Budget and projected 
Budget for 2020/21. Furthermore, £10,000 has been included in the 2019/20 
Collection Management budget, an element of which will facilitate improved 
storage in the Art Store. The use of the Gladden Room during this project will 
have a marginal impact on income generation for the Manor House.  

8.2 Investment in further years and the priority afforded to this will be led by the 
Action Plans and Council priorities at that time.  

Cllrs. Dr Walsh KStJ (Chair), Baker, Buckland and Tandy. 
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LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential 

Committee: Property and Personnel 

Date:  3rd December 2018 

Report by: Town Clerk 

Subject: Finance Report  

1. Summary

1.1 This report highlights any significant variances from budget in Income and
Expenditure relating to the Property and Personnel (P&P) Committee’s budget
for 2018/19. Actual figures are shown in Appendix 1.

1.2 Variances that have been the subject of individual periodic reports are not
reported on.

2. Recommendations

The Committee is RECOMMENDED to note the report.

3. Budget Monitor

3.1 Members are reminded that Income and Expenditure is not always received,
or paid out, evenly throughout the year. Therefore fluctuations will occur as to
the percentage of the budget used even when the Income or Expenditure is
expected to be in line with the budget by the end of the financial year.

3.2 Central Administration & Support Services 
3.2.1 £3,264 has already spent on training, with a further £850 committed for 

training attended, meaning £4,114 will have been spent from a budget of 
£4,250. This includes several health and safety training courses as well as 
CiLCA training. Further health and safety training, as well as other essential 
training is required and will therefore need to be met from the EMR for training. 
Anticipated costs of further training are approximately £3,000. 

3.3 Amenity Team 
3.3.1 Lineside rent has not yet been paid for 2018/19 due to ongoing negotiations.  
3.3.2 £1,900 has been spent from EMR on the set-up costs for the Amenity Team 

IT system. A reduction in the set-up costs was achieved of £3,800. The annual 
licence costs of £1,440 have been paid from the Internet and IT budget. Mobile 
devices still need to be purchased. A project ‘kick-off’ meeting has been held 
and the provider is currently building the system. 

3.3.3 The new electric van has been delivered, it has its livery and is now in full use. 
£428 has been spent from EMR Vehicles and Equipment on Legal Advice for 
the hire agreement and additional insurance costs. Other costs associated 
with acquiring the vehicle, such as the document fee, deposit, tow bar and 
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charging lead are yet to be invoiced. The rental costs have been built into the 
budget and will be met from EMR.  

3.3.4 £610 has been spent from EMR Vehicles and Equipment for the lawn mower 
as previously agreed by this committee. 

3.4 Manor House  
3.4.1 The substantial room hire took place at Manor House, which couldn’t have 

happened without the help of staff members who made themselves available 
to lock up in the evenings and also the Caretakers and Amenity Team 
members who worked at the weekend to facilitate access and ensure the 
hirers catering needs were met. 

3.5 Street Lighting 
3.5.1 The street light maintenance agreement is paid in one lump at the year end. 

3.6 Southfields Jubilee Centre 
3.6.1 £1,315 has been spent on building maintenance from a budget of £1,000, 

although there is £1,466 in EMR from the 2017/18 underspend to meet 
maintenance costs in 2018/19 as agreed in the budget setting process last 
year. 

3.7 Project 82 (Building Maintenance) 
3.7.1 Expenditure is in line with expectations. 

3.8 Museum (Building Maintenance) 
3.8.1 Expenditure is in line with expectations. 

3.9 Memorial Maintenance 
3.9.1 This is a three-year contract and was purchased in 2016/17. £1,700 is 

earmarked annually for the contract renewal. 

Peter Herbert 
Town Clerk

Budget Income Expected
2018/19 2018/19 Income Variance

£ £ £ £
Car Parking 4,500 4,500 4,050 450 
Room Hire 12,485 8,367 7,283 1,084 
Catering Income 1,700 902 992 (90)
Equipment hire 1,000 218 583 (365)
Total 19,685 13,987 12,908 1,079 

Income
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Appendix 1 

   SERVICE

Actual 
I & E
as at

20/11/2018

  Budget
  2018/19

£ £

Expenditure 35,813 33,050 
Income - - 

AMENITY TEAM Expenditure 19,369 58,905 
(incl. Street Scene) Income 1,330 6,000 

MANOR HOUSE Expenditure 54,630 70,555 
Income 13,987 19,685 

STREET LIGHTING Expenditure 301 1,765 
Income - 600

SOUTHFIELDS Expenditure 33,756 33,445 
JUBILEE CENTRE

PROJECT 82 BUILDING MAINT Expenditure 288 1,000 

MUSEUM BUILDING MAINT Expenditure 413 700 

MEMORIAL MAINTENANCE Expenditure 20 1,700 

Total Expenditure 144,570 199,420 

Total Income 15,317 26,285 

Net Expenditure
129,253 173,135 

In adddition to the above budgeted expenditure the following has been spent from 
Earmarked Reserves
Website hosting and support costs 3000
A Team IT System Set-Up costs 1900
New Lawnmower 610
New electric van costs 428

5938

CENTRAL ADMIN & SUPPORT 
SERVICES

ONLY THE PART OF THE BUDGET THAT P&P IS RESPONSIBLE FOR IS SHOWN
FIGURES DO NOT INCLUDE SALARIES, RECHARGES FROM CENTRAL ADMIN, A TEAM 
OR MANOR HOUSE

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2018/19

PROPERTY & PERSONNEL COMMITTEE MEETING 3rd December 2018
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LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential 

Committee: 

Date: 

Report by: 

Subject: 

Property and Personnel 

3rd December 2018 

Town Clerk 

Property and Personnel Draft Budgets 2019/20, 2020/21 and 
2021/22. 

1. Summary
1.1 This report sets out the draft Property and Personnel Committee Budget 

for 2019/20 and the projected Budgets for 2020/21, 2021/22 (Appendix 1). 
1.2 The Earmarked Reserves (EMR) that relate to this Committee are 

included as Appendix 2. 
1.3 The full Council Budget has been prepared to reflect a 1% increase in Band 

D for 2019/20 and currently a 1% increase for 2020/21 and 2021/22 (the 
figures for 2020/21 and 2021/22 do not reflect any increase in the Council 
Tax base). 

2. Recommendations
The Committee is RECOMMENDED to:

(1) Comment upon the draft Committee Budget for 2019/20 and the
projected Budgets for 2020/21 and 2021/22; then recommend its
proposals to the Policy and Finance Committee.

(2) Approve moving the 2018/19 underspend of £10,000 for Lineside rent
to EMR and then using that EMR to offset the costs of the increased
rent over the next three years (3.8.2)

(3) Note the Committee’s Earmarked Reserve Position.

3. Background
3.1 Attached as Appendix 1 to this report is the draft budget for this Committee 

for 2019/20 and the projected budgets for 2020/21 and 2021/22. Also 
included for information on the Summary page in Appendix 1 are: 

• The proposed Precept
• The proposed Band D Council Tax
• The General Reserve Balance at the beginning of 2018
• Total Earmarked reserves at the beginning of the year and as of

26th November 2018
Budgets do not include recharges from Manor House Buildings, Central 
Support Services or A Team. 

3.2 To support the Committee’s understanding of the budgets the EMRs that 
relate to this Committee are included as Appendix 2. 

3.3 The Summary page shows that overall the proposed Property & Personnel 
Committee budget has increased by 11.81%. 

3.4 Budgets have been projected until 2021/22 to inform long term planning. 
All known future expenditure has been included in these projections. 

3.5 Emphasis has been put on maintaining budgets where needed, planning 
for developments and projected building maintenance costs and taking into 
consideration the balance of EMR. These are commented upon below and 
are shown in the itemised budget sheets attached at Appendix 1 55



3.6 Where specific EMRs exist, budgets have been kept to a minimum with no 
contingency, other than EMRs. This continues the approach agreed by the 
Council when agreeing the Budget in 2016/17. 

3.7 Central Admin and Support Services 
This Committee is only responsible for part of this budget head. The total 
expenditure is apportioned as an overhead to all other services. 

3.7.1 An additional £128 has been added to the First Aid budget to cover the 
monthly allowance given to qualified first aiders for the Town Council, of 
which we now have two additional first aiders. 

3.7.2 An additional £2,000 has been added to the Training budget to cover planned 
staff development in 2019/20 and because it is anticipated that around 
£3,000 will be spent from EMR in 2018/19 on essential health and safety 
training. 

3.7.3 The IT budget for 2020/21 includes an increase of £2,000 in the budget for 
replacement PCs in order to ensure the Town Council meets a recommended 
PC replacement programme of every three years. In 2021/22 there is an 
additional £3,000 for website hosting. 

3.7.4 The health and safety budget has been reduced by £500 based on actual 
expenditure for 2018/19 and the previous year. 

3.8 Amenity Team 
 3.8.1 The Town Council is currently awaiting confirmation from West Sussex 

County Council regarding the Street Scene funding. The budget has been 
prepared to reflect anticipated expenditure on street scene (such as graffiti 
removal products). It also reflects an increased income for Charges for 
Services should we have to charge local parishes for street scene work. 

3.8.2 Lineside rent includes an additional £5,000 for the increased rent. It is 
proposed to move the £10,000 unspent rent from 2018/19 following lease 
negotiations to EMR and then use this to offset the increased lease costs 
in 2019/20, 2020/21 and 2021/22. The new lease has not been concluded 
at the time of going to print. 

3.8.3 There is an additional budget line for vehicle hire for the lease of the electric 
van. This will be met from EMR. 

3.8.4 The vehicle/equipment budget which is put into EMR for future replacement 
of vehicles has been kept at £5,000 in 2019/20 and then increased to 
£8,000 thereafter. This has been done to reflect a healthy level of EMR for 
replacement vehicles (£38,482 with a further £5,000 to be added at the end 
of 2018/19, although an estimated £17,435 will be spent on the three-year 
lease for the electric van, as well as costs for livery and a charging point). 
In addition, it is anticipated that with regular maintenance of the vehicles, 
their life expectancy can be extended. 

3.8.5 Salaries for the Amenity Team cost centre include apportioned salaries for 
other staff (for example the Deputy Town Clerk). The increase is due to the 
revised pay structure with pay increases for the lower end of the pay scale, 
as well as staff moving up the increments on the pay scale. 

3.8.6 The telephone budget has been increased by £490 to meet the costs of all 
A Team members having a mobile phone to access the electronic job ticket 
system.  

3.8.7 The Internet and IT budget has been increased by £850 to meet the 
increases in rental. This budget also includes costs for the electronic job 
ticket system. 

3.8.8 Electricity and Insurance have been slightly increased to reflect the costs 
of charging the new electric van and also the increased cost of insuring a 
new vehicle. 

3.9 Manor House (MH) Room Hire and Car Parking 
3.9.1 The Wedding License for the Chamber was renewed in 2018/19 for another 

three years. £684 is earmarked annually for the three-year licence. 
Wedding and Ceremony fees are the subject of a separate report on this 56



agenda. 
3.9.2 Room bookings at the Manor House have been irregular during 2018. 

Officers are planning to promote the rooms for hire in the new year. Due to 
the proposed increase of hire charges the Room Hire Income budget has 
been slightly increased. Catering and Equipment Hire income remains the 
same based on income achieved this year. Car Parking charges at Manor 
House have been kept at £4,500, subject to the Committee’s decision on 
the level of Car parking charges for 2019/20, which are the topic of a 
separate report on this agenda. 

3.9.3 The budget does not include recharges for Manor House and Central 
Administration Charges. 

     3.10 Manor House Buildings 
3.10.1 The budget for Manor House Maintenance has been increased to £20,000 

for 2019/20 and for the next two years. This increase provides for 
preventative maintenance to be carried out to the building, following the 
advice and information received from STRESS who completed the 
structural and roof works to the Manor House. Further works to Manor 
House Gardens are the topic of a separate report on this agenda.  

3.10.2 The Manor House loan finished in 2018/19. 
3.10.3 The equipment maintenance budget includes an addition £1,200 for the 

annual inspection and training for the new roof access system. It also 
includes £6,000 for a new PA system and projection equipment to be met 
from General Reserves, as previously agreed by this Committee. 

3.10.4 The security budget includes an additional £4,000 to replace the CCTV 
cameras and equipment at Manor House, to provide better quality images 
that better serve the purpose of preventing and detecting crime. 

3.11 Street Lighting 
3.11.1 Electricity costs have increased and there are limited providers for 

unmetered supplies. 

3.12 Southfields Jubilee Centre 
3.12.1 The loan finishes in 2021/22. 
3.12.2 The building maintenance budget has been kept at the reduced level of 

£3,000 as there is £49,601 in EMR and the building is still relatively new 
and has not required many repairs this year.  

3.13 Project 82/Museum/War Memorial/Town Maintenance 
3.13.1 The Project 82 maintenance budget remains at £1,000 and there is £5,158 

in EMR. 
3.13.2 The other maintenance budgets have remained the same apart from a 

slight increase in Town Maintenance which includes Stage by the Sea and 
the Clock Tower.  

3.14 Salaries 
3.14.1 The complete salaries budget has been included for information. 
3.14.2 The National Joint Council (NJC) for Local Government Services agreed 

the pay for 2018-20 back in April 2018. The pay agreement included the 
introduction of a new pay spine on 1 April 2019 based on the following: 
• A bottom rate of £9 per hour (17,364) on the new Spinal Column Point

(SCP) 1 (the bottom rate was £8.50 in 2018)
• ‘Pairing off’ old SCPs 6-17 incl. to create new SCPs 1-6 incl.
• Equal steps of 2% between each new SCPs 1 to 22 incl. (equivalent to

old SCPs 6-28 incl.)
• On new SCPs 1 to 22, the increase on the 2018 rate varies between

over 2% to over 6%
• By creating equal steps between these pay points, new SCPs 10,13,

16, 18 and 21 are generated to which no old SCPs will assimilate. This
means that in some organisations the current number of pay points in a57



grade might change. 
• On new SCPs 23 and above (equivalent to old SCPs 29 and above),

2% increase on 2018 rate.
3.14.3 The broad criteria applied protects differentials. Staff will remain on their 

existing salary scales (e.g. Scale 4) but will transfer over to the new SCPs 
within that scale. 

3.14.4 All staff will earn at least the equivalent to the Foundation Living Wage (set 
at £9.00 on 5th November 2018) 

3.14.5 Overall the salaries budget has increased by £27,020 in 2019/20 (4.41%). 
Factors included and affecting the salary budget include: 
• The inclusion of the extension to the Collection Documentation Officer

post until 31st March 2021 (previously the costs of this post were
covered from Community Resources Committee Initiatives EMR and
2018/19 budget).

• The inclusion of the proposed changes to the staff structure as
previously agreed by this Committee at its meeting on 22nd October
2018: proposed Amenity Team structure; the Communications Manager
(part time) and the Administration Assistant (5 hours per week) be made
permanent; consequently the fixed term contract element of both the
Events Manager and Events Assistant be made permanent; the
member of staff on secondment to the post of Mayoral and
Administrative Officer be made permanent in that role; the Finance
Assistant post be given an additional two hours per week.

• The reduction in hours of the Museum Curator from 37 hours per week
to 30 hours per week.

• The inclusion of 7 hours per week for the Archives and Exhibition Officer
post until 31st March 2020.

• As well as the agreed pay rise detailed above, several staff also move
up one SCP as part of their incremental increase.

• New staff have joined the pension scheme.

3.15 Earmarked Reserves 
3.15.1 Reserves can be earmarked at the discretion of the Town Council. They 

can result from: 
• Events which have allowed monies to be put aside
• Surpluses
• Decisions causing anticipated expenditure to have been

postponed or cancelled
• Monies set aside for major anticipated capital schemes, projects

or service arrangements the Town Council wish to carry out
• A working balance to help cushion the impact of uneven cash

flows e.g. election expenses
• To avoid unnecessary temporary borrowing
• A contingency to cushion the impact of unexpected events or

emergencies
• A means of building up funds to meet known or predicted

liabilities

Peter Herbert 
Town Clerk 
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Appendix 1 

Budget 
Proposed 

Budget 
Projected 

Budget 
Projected 

Budget Percentage 
SERVICES 2018/19 2019/20 2020/21 2021/22 change

£ £ £ £ %

Central Admin & Support Services (Recharged) 33,050 34,370 34,335 37,435 3.99%

Amenity Team (Recharged) 160,775 182,440 188,320 191,560 13.48%

Manor House Room Hire (6,840) (7,521) (7,377) (7,219) 9.95%

Manor House (Recharged) 87,235 102,670 93,105 94,575 17.69%

Street Lighting 1,315 1,350 1,370 1,390 2.66%

Southfields Community Centre 35,445 34,791 34,140 33,489 -1.85%

Project 82- building maintenance 1,000 1,000 1,000 1,000 0.00%

Museum- building maintenance 700 700 700 700 0.00%

Town Centre Management 2,800 2,950 3,000 3,000 5.36%
TOTAL NET EXPENDITURE 315,480 352,751 348,593 355,930 11.81%

Known Expenditure from EMR
Lineside Rent (4,000) (3,000) (3,000)
Vehicle Hire (3,725) (3,725) (3,725)
Public Conveniences (6,000)
Southfields Maintenance (2,000) (2,000)
Funding from General Reserves - 
P&P Expenditure from Precept 307,480 343,026 341,868 349,205 

Whole Council Budget Proposed Projected Projected Projected
2018/19 2019/20 2020/21 2021/22

£ £ £ £

Funding Required 1,124,991 1,168,554 1,200,179 1,204,275 
Other Funding (from) / to balances 7,458 2,849 (17,062) (9,327)
Grant receivable - - - - 

DRAFT PRECEPT FOR YEAR 1,132,449 1,171,403 1,183,117 1,194,948 
DRAFT BAND D COUNCIL TAX 117.91 119.09 120.28 121.49 
DRAFT INCREASE IN BAND D COUNCIL TAX 1.90% 1.00% 1.00% 1.00%

Additional Information 
01/04/2018 26/11/2018

General Fund 01/04/2018 201,302 201,302 
Earmarked Reserves 01/04/18 2418738
Earmarked Reserves 26/11/18 2,355,449 
Total useable Reserves £2,620,040 £2,556,751

LITTLEHAMPTON TOWN COUNCIL

DRAFT PROPERTY & PERSONNEL SUMMARY BUDGETED EXPENDITURE
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Appendix 1 

Property & Personnel Draft Budgets 2019/2020-2021/2022

Budget  
18/19

Proposed 
Budget  
19/20

Projected 
Budget  
20/21

Projected 
Budget  
21/22

£ £ £ £
Central Administration and Support Services

First Aid 360 488 488 488 
Training 4,250 6,250 4,250 4,250 
Travel and Subsistence 2,500 2,250 2,250 2,250 
Recruitment 3,000 3,000 3,000 3,000 
IT 15,945 15,787 17,662 20,662 
Health and Safety 1,500 1,000 1,000 1,000 
Waste Disposal 1,750 1,775 1,790 1,810 
Pension Contribution 3,745 3,820 3,895 3,975 

33,050 34,370 34,335 37,435 

Amenity Team

Street Scene Expenditure 1,200 1,400 1,500 1,600 
Vehicle and Plant Maintenance 8,240 8,365 8,490 8,615 
Tools/Equipment 1,650 1,675 1,700 1,725 
Lineside Rent 22,500 27,500 27,500 27,500 
Vehicle Hire 3,725 3,725 3,725 
Vehicles/Equip 5,000 5,000 8,000 8,000 
Salaries 107,870 113,735 115,875 118,375 
Protective Clothing 1,300 1,350 1,400 1,450 
Telephone 330 820 830 840 
Stationery 170 175 180 185 
Internet and IT 2,150 3,000 3,010 3,020 
Rates 10,000 10,375 10,585 10,795 
Water 335 340 345 350 
Electricity 1,560 2,090 2,140 2,190 
Insurance 1,800 2,120 2,170 2,220 
Cleaning 200 200 200 200 
Building Maintenance 600 650 700 750 
Security 1,550 1,600 1,650 1,700 
Health & Safety 220 220 220 220 
Other Overheads 100 100 100 100 
Total Expenditure 166,775 184,440 190,320 193,560 

Miscellaneous Income- Street Scene (5,000) - - - 
Charges for services (1,000) (2,000) (2,000) (2,000)
Total Income (6,000) (2,000) (2,000) (2,000)

Net Expenditure 160,775 182,440 188,320 191,560 
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Budget  
18/19

Proposed 
Budget  
19/20

Projected 
Budget  
20/21

Projected 
Budget  
21/22

£ £ £ £
Manor House Hire

Salaries 7,945 8,755 9,025 9,310 
Advertising 800 800 800 800 
Licences 2,400 1,034 1,034 1,034 
Room Hire Expenses 1,500 1,500 1,500 1,500 
Other Overheads 200 200 200 200 

Total Expenditure 12,845 12,289 12,559 12,844 

Room Hire (12,485) (12,610) (12,736) (12,863)
Catering Income (1,700) (1,700) (1,700) (1,700)
Equipment Hire (1,000) (1,000) (1,000) (1,000)
Car Park Income (4,500) (4,500) (4,500) (4,500)
Total Income (19,685) (19,810) (19,936) (20,063)

Net Expenditure (6,840) (7,521) (7,377) (7,219)

Manor House Building

External Loan Repayments 8,000 
External Loan Interest 490 
Manor House Maintenance 10,500 20,000 20,000 20,000 
Salaries 21,580 23,140 23,835 24,550 
Protective Clothing 230 235 240 245 
Telephone 150 150 150 150 
Lift Maintenance 2,850 2,855 2,880 2,905 
Equipment maintenance 500 7,725 1,750 1,775 
Licenses 150 1,150 150 150 
Rates 24,000 24,350 24,835 25,330 
Water 620 630 640 650 
Gas 4,640 4,710 4,780 4,850 
Electricity 5,665 5,750 5,835 5,925 
Cleaning 1,500 1,500 1,500 1,500 
Security 4,000 8,000 4,000 4,000 
Contract Cleaning 2,160 2,275 2,310 2,345 
Other Overheads 200 200 200 200 

Total Expenditure 87,235 102,670 93,105 94,575 
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Budget  
18/19

Proposed 
Budget  
19/20

Projected 
Budget  
20/21

Projected 
Budget  
21/22

£ £ £ £
Street Lighting

Public Lighting Contract Maintenance 1,090 1,095 1,100 1,105 
Salaries 150 170 175 180 
Electricity 675 695 715 735 

Total Expenditure 1,915 1,960 1,990 2,020 

Recharge maintenance (600) (610) (620) (630)
Total Income (600) (610) (620) (630)

Net Expenditure 1,315 1,350 1,370 1,390 

Southfields Jubilee Centre

Southfields JC Loan Principal 30,000 30,000 30,000 30,000 
Southfields JC Loan Interest 2,445 1,791 1,140 489 
Building Maintenance 3,000 3,000 3,000 3,000 

35,445 34,791 34,140 33,489 

Project 82 

Building Maintenance 1,000 1,000 1,000 1,000 

Museum

Building Maintenance 700 700 700 700 

Town Centre Management

Memorial maintenance 1,700 1,800 1,800 1,800 
Town Maintenance (inc SBTS, Clock) 1,100 1,150 1,200 1,200 

2,800 2,950 3,000 3,000 
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Salaries
Budget 
18/19

Proposed 
19/20 in/decrease

£ £ %
Central Admin & Support Services 51,185 55,310 8.06%
Democratic Representation & Mgmt 113,175 117,980 4.25%
Town Centre Management 10,415 11,775 13.06%
Community Grants & Partnership Inits 5,085 5,250 3.24%
Amenity Team 107,870 113,735 5.44%
Planning & Economic Development 13,850 14,220 2.67%
Manor House Room Hire 7,945 8,755 10.20%
Corporate Management 117,270 123,940 5.69%
Manor House (Recharged) 21,580 23,140 7.23%
Street Lighting 150 170 13.33%
Community 42,310 44,265 4.62%
Southfields Jubilee Centre 14,435 17,310 19.92%
Parks and Open Spaces 1,990 2,105 5.78%
Project 82 5,855 6,410 9.48%
Museum 88,765 84,020 -5.35%
Allotments 10,400 10,915 4.95%

612,280 639,300 4.41%
27,020
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P & P Earmarked Reserves 2018/19

Reserve

Opening 
Balance 
01/04/18

£

Additions 
to date

£

Expenditure 
to date

£

Closing 
Balance 
26/11/18

£

Notes

A Team Ticket System 5,000.00 1,900.00 3,100.00 
EMR for new A Team system and 
equipment.

PC Consent to discharge 5,500.00 5,500.00 
No longer required, move to 
General Reserves

Public Conveniences 10,000.00 10,000.00 Future Liabilities
Recruitment 595.50 0.00 595.50 Future liabilities

Street Scene 6,086.00 1,106.96 4,979.04 future liabilities

Training 5,592.38 5,592.38 future liabilities

Vehicles & Equipment 39,520.00 1,038.00 38,482.00 
Note: £17,564 committed to leased 
van, charging point, livery

Manor House Advertising 560.00 0.00 560.00 For planned advertising

IT 6,067.00 3,000.00 3,067.00 
Future Liabilities inlcuding server 
replacement in 4 years

Building maintenance MH 55,052.60 15,000.00 54,905.84 15,146.76 Future Liabilities

Building Maintenance SJC 49,601.31 49,601.31 future liabilities

Building maintenance LIU 2,320.66 2,320.66 future liabilities

Building maintenance P82 5,158.00 5,158.00 
future liabilities including minor 
repairs & redecoration

Clock maintenance 335.10 335.10 future liabilities

Memorial maintenance 3,066.00 3,066.00 
future liabilities including 3 year 
maintenance contract

Total 194,454.55 15,000.00 61,950.80 147,503.75 
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