
How to contact us 

Write to: Manor House, Church Street, 
Littlehampton, West Sussex, BN17 5EW 

Email: ltc@littlehampton-tc.gov.uk 
Call: 01903 732063 

Find us online: www.littlehampton-tc.gov.uk 

2nd June 2020 

Notice is hereby given that there will be a meeting of the Property and Personnel 
Committee held on Monday 8th June  2020 at 6.30pm 

Committee: 

Councillor Chace (Chair) 
Councillor Baker 
Councillor Price 
Councillor Rhodes 

Peter Herbert, Town Clerk 

Agenda 

VIRTUAL MEETING PROTOCOL 

2020/21 

The provisions of the Coronavirus Act 2020 allow local authorities to put in place 

different meeting arrangements for the period from 4 April 2020 to 7 May 2021. This 

meeting will be a ‘virtual meeting’ and any member of the press and public may 

listen-in and view the proceedings via a weblink which will be publicised on the Town 

Council website at least 24 hours before the meeting. 

The Town Council’s Protocol and Procedures for ‘virtual meetings’ can be viewed at 

https://www.littlehampton-tc.gov.uk/committee-meetings 

Any members of the public wishing to address the Council or any of its Committees 

during the Public Forum or seeking further information on the items to be discussed, 

will need to email ltc@littlehampton-tc.gov.uk one clear working day before the 

meeting and provide details of their question.  
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1. Mobile Phones

Members are requested to switch their mobile devices to silent for the
duration of the meeting and are asked to note the previously approved
protocol for remote meetings which is in place for the duration of this meeting.

2. Apologies

3. 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

It is recorded in the register of interests that: 

• Councillor Baker is a Member of Arun District Council

• Councillor Rhodes 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. 

4. Minutes

To confirm the Minutes of the meeting held on 2nd December 2019, circulated 
herewith (pages 4 - 7). In accordance with the Town Councils’ Standing 
Orders, Section 9 (a), Members are reminded that no discussion of the draft 
minutes of a preceding meeting shall take place except in relation to their 
accuracy.

5. Public Forum

Any members of the public wishing to address the Council or any of its 
Committees during remote meetings should email ltc@littlehampton-tc.gov.uk 
one clear working day before the meeting with their submission. These will be 
read out by the Chair or a supporting officer at the meeting. During this period, 
and to enable the Council to answer as many questions as possible at the 
meeting, the submission should not exceed 200 words. The Clerk, in 
consultation with the Chair of the meeting, reserves the right to summarise 
written questions. All written questions and responses will be made available 
on the Town Council web site alongside the meeting minutes.
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6. Chair’s Report and Urgent Items

7. Officers Reports

7.1. Absence Monitoring Reports Quarter 3 and 4 2019/2020- Attached 

(Pages 8 – 11) 

7.2. COVID19 - Report attached (Pages 12 – 15) 

7.3. Keystone Centre- Oral update.  

8. Finance

8.1. Committee Budget Monitor- Attached (Pages 16 – 22) 

9. 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 a meeting of the Property and Personnel Committee held in the New 

Millennium Chamber, Manor House, Church Street, Littlehampton on Monday 

2nd December 2019 at 6.30pm 

Present:  

Councillor Chace (Chair) 
Councillor C Blanchard-Cooper 
Councillor Price 
Councillor Rhodes 
 

2019/2020 

    22. Evacuation Procedures 

The evacuation procedures were noted. 

 

    23. Filming of Council meetings, use of Social Media and Mobile Phones 

 The procedures were noted.  

 

    24. Apologies 

There were apologies from Councillors Baker and Squires.   

  

    25. 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, and 

no further declarations were made.   

 

    26. Minutes 

The Minutes of the meeting held on 2nd September 2019 (previously 

circulated) were confirmed as a true record and signed by the Chair.   
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    27. Public Forum 

There was one member of the public present and no questions were raised. 

 

     28. Chair’s Report and Urgent Items 

  There were none. 

 

      29. Officer’s Reports 

29.1. Standing Orders/ Urgent Actions  

The Committee received and noted an urgent action (previously circulated) 

relating to an additional CCTV camera on the outside of the Manor House and 

the re-positioning of another at the rear car park. It was Resolved that:  

 

The Urgent Action be noted. 

 

29.2. Staff Update 

The Committee received a report (previously circulated) updating Members on 

staff changes since the last meeting of the Committee. It was noted that 

interviews were taking place this week to fill the vacancy of a Collections 

Documentation Officer on a fixed term contract. It was Resolved that: 

 

The update be noted. 

 

29.3. Absence Monitoring Report  

The Committee received the latest periodic report (previously circulated) 

detailing staff sickness covering the quarter 2 2019 – 2020. Members were 

pleased to note the continued low level of self-certified sickness and it was 

Resolved that:  

 

The report be noted. 

 

29.4. Manor House Room Hire Fees and Car Park Charges Proposals 

2020/21  

The Committee received a report (previously circulated) which reviewed the 

Manor House room hire fees, tariffs for Weddings and Ceremonies and car 

park charges. These included a small increase in the charges for weddings 

and ceremonies. Councillors commented on the low amount of bookings this 
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year. The Town Clerk reported that these numbers fluctuated, but that cost 

was not thought to be a deterrent. It was important that the Council’s costs 

were covered. It was therefore Resolved that: 

 

The report be noted. 

 

29.5. Keystone Centre 

It was reported that discussions were continuing with Arun District Council 

and they hoped to have the Feasibility Study ready for tender by the end of 

year and receive the results of this in Spring 2020. It was Resolved that: 

 

The current position be noted. 

 

    30. Finance 

30.1. Committee Finance Report 2019/20 

The Committee considered the periodic Finance Report (previously circulated) 

highlighting any significant variances from budget in terms of income and 

expenditure relating to this Committee’s Budget. It was reported that the 

CCTV at Lineside Unit needed an upgrade, and it was therefore Resolved 

that: 

 

1. The CCTV at the Lineside Unit be replaced as 
set out in the report. 

2. The report be otherwise noted.  
 

 
30.2. Committee Budget Proposals 2020 - 2023 
The Committee received a report (previously circulated) which set out a draft 

budget for 2020/21 and projected budgets for 2021/22 and 2022/23. The 

Town Clerk briefly outlined the budget process and highlighted a few areas in 

the report, including the Waste Disposal budget, the Manor House 

Maintenance and that the loan finished for the Southfields Jubilee Centre in 

2021/22. As well as this, it was noted that a 2% pay increase had been 

budgeted for but that proposals under the manifestos for the General Election 

could impact this. It was therefore Resolved that: 

 

The draft budget for 2020/21 and the projected 

Budgets for 2021/22 and 2022/23 be agreed and 

RECOMMENDED to the Policy and Finance 

Committee for consideration. 
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31. Exempt Business

There was none. 

The meeting closed at 6:50pm.  

_________________

CHAIR 
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Littlehampton Town Council 

Non-Confidential 

Committee: Property and Personnel 

Date: 16th March 2020 

Report by: The Town Clerk 

Subject: Absence Monitoring Report – Quarter 3 2019/20 

1. Summary

1.1 Members are provided with the staff absence records for the full year’s 
2010/11 – 2018/19 and Quarters 1 to 3 of 2019/20. 

2. Recommendation

It is Recommended that the report be noted. 

3. Staff Absence 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 

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% 1.46% 2.01% 1.20% 

2019/20 0.56% 0.40% 0.84% 

3.2 The figure for Quarter 3 in 2019/20 increased compared to the previous 
quarter (2019/20 Quarter 2) but is lower than the same period in the previous 
year (2018/19 Quarter 3). 9 members of staff took self-certificated sickness 
leave (6 last quarter), this equated to 16 days/83 hours.  

3.3 The self-certificated sickness leave for this quarter is among the lowest 
compared to the same quarter in the last nine years.   
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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 

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% 0.88% 0.79% 1.04% 

2019/20 1.30% 6.31% 6.61% 

3.5 The figure for Quarter 3 in 2019/20 increased compared to the previous 
quarter (2019/20 Quarter 2).  2 members of staff were absent due to 
certificated sickness leave (1 last quarter), this equated to 136 days/653 
hours. One member of staff no longer works for the Council, the other has 
returned to work following an operation.  

Peter Herbert 
Town Clerk 
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Littlehampton Town Council 

Non-Confidential 

Committee: Property and Personnel 

Date: 8th June 2020 

Report by: The Town Clerk 

Subject: Absence Monitoring Report – Quarter 4 2019/20 

1. Summary

1.1 Members are provided with the staff absence records for the full year’s 2010/11 
– 2018/19 and Quarters 1 to 4 of 2019/20.

2. Recommendation

It is Recommended that the report be noted. 

3. Staff Absence Records

1.2 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 

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% 1.46% 2.01% 1.20% 

2019/20 0.56% 0.40% 0.84% 1.84% 0.91% 

1.3 The figure for Quarter 4 in 2019/20 increased compared to the previous quarter 
(2019/20 Quarter 3) but is lower than the same period in the previous year 
(2018/19 Quarter 4). 11 members of staff took self-certificated sickness leave 
(9 last quarter), this equated to 36.5 days/173.15 hours. 

1.4 3 members of staff took self-certificated absence due to COVID19. 
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1.5 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 

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% 0.88% 0.79% 1.04% 

2019/20 1.30% 6.31% 6.61% 0.65% 3.72% 

1.6 The figure for Quarter 4 in 2019/20 decreased significantly compared to the 
previous quarter (2019/20 Quarter 3). 2 members of staff were absent due to 
certificated sickness leave (2 previous quarter), this equated to 9 days/60.8 
hours. Both absences were COVID19 related and certified with NHS isolation 
notes. 

1.7 The average for 2019/20 is the highest it has been since 2016/17, but this was 
due to two long term absences in quarters 2 and 3. In relation to these long 
term absences, one member of staff no longer works for the Council, the other 
returned to work following an operation. 

Peter Herbert 
Town Clerk 
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Littlehampton Town Council 

Non- Confidential 

Littlehampton Town Council 

Committee: Property and Personnel 

Date: 8th June 2020 

Report by: Town Clerk 

Subject: COVID19 Report 

1. Summary

1.1 The purpose of the report is to highlight the action taken in response to the
coronavirus pandemic public health emergency and highlights service
implications and potential financial consequences.

1.2 The Committee are invited to review the actions taken and proposals for
ongoing delivery of the Town Council’s services and future working
arrangements as government restrictions on movement are lifted.

2. Recommendations

2.1 The Committee is Recommended to:
1) Endorse the actions taken during the lockdown and where appropriate,

note the likely financial consequences
2) Consider and approve the proposed return to work strategy and impact on

future working arrangements
3) Otherwise note the contents of the report

3. Services, Facilities and Personnel Update

3.1 IT
Following the introduction of new Government regulations to allow Councils to
hold meetings remotely during the Coronavirus outbreak, Littlehampton Town
Council agreed,  in a decision taken under the Urgent Action Procedure, to
purchase 13 laptops that could be used by Town Councillors to safely and
securely access remote meetings using Microsoft Office Teams Live Events.

Introducing this security measure enabled the Council to ensure it is meeting 
the principles of data protection - protecting data by default - and protecting 
the Council’s meetings from inappropriate access or abuse. Having most 
Councillors using the same device also assisted Council officers in the set up 
and ongoing IT support for the remote meetings and ensures that all 
Councillors can fully participate. Not all devices support use of Live Events 
and anyone using devices that were older or had less processing capacity 
would struggle to connect and engage fully in the meetings. 
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These laptops are Council assets and are intended to be used by the Council 
for a variety of purposes in the future, for example as replacement PCs in the 
offices, as well as supporting remote working. 

3.2 Manor House 
3.2.1 The social distancing with government guidance to only go to work when 

absolutely necessary resulted in the closure of the main office including the 
Museum on 23rd March 2020. Since then, the building has been checked daily 
and the Caretaking and Amenity teams have undertaken some extensive re-
decoration and deep cleaning as well as safety checks. Routine daily cleaning 
recommenced on 6th April and has been enhanced in line with the government 
guidance on hygiene.  

3.2.2 Income for the Manor House was slightly under budget by £735 in 2019/20. 
Income for 2020/21 will be significantly reduced. It is worth noting that the 
budget is set for income to offset expenditure.  

• Car Park Hire – It has been agreed with regular car park hirers that
their spaces will be ‘held’ until they return to work and that hire charges
can be applied monthly rather than annually. Some hirers have
indicated they may have to terminate their space due to economic
pressures.

• Weddings – One wedding was due to take place in May 2020 and has
been postponed to May 2021 and one wedding due to take place in
June 2020 has been postponed to June 2021. There are 3 weddings
booked for 2020 (July, August and September). It is unknown at this
stage whether they will go ahead, be postponed, or cancelled.
Although there will be no staff costs if there is no wedding the Town
Council purchases a licence every three years and requires 9
weddings per year to recover costs.

• There are a limited number of room hire bookings for 2020/21 and
again it is unknown at this stage if these will happen. Some of them are
for later in the year. Income will certainly be reduced as we are won’t
have any bookings for the first half of the year and it is unlikely that we
will secure bookings for the remainder of the year. Whilst some costs
won’t be incurred (catering, utilities) there will still be staffing costs as
these are apportioned to Manor House Room Hire and then offset by
income.

3.2.3 Plans will be developed for further health and safety adaptations to provide 
access to reception and in time the Museum. The financial implications of 
these are as yet unknown. 

3.3 Personnel 
3.3.1 Following the government announcement on 23rd March 2020 all staff were 

asked not to attend work. From 24th March onwards plans were implemented 
for staff to work at home where they could. Both staff and the Council’s IT 
support provider rose to the challenges to enable this to happen. From the 6th 
April those staff that could not work from home, the Amenity and Caretaking 
Teams, were enabled to work following government guidelines to ensure the 
Town Council’s premises and facilities were safe, secure and maintained. 

13



3.3.2 Staff have been supported by their managers during this time. A Health and 
Wellbeing newsletter has also been introduced with useful resources for staff 
to access. More recently the Town Council’s insurance company has made 
available a counselling helpline. Some staff have been able to undertake 
training during this time, however other staff have been unable to fulfil training 
commitments due to increased workload or unavailability of training.  

3.3.3 In terms of continuing or restarting operations during the COVID-19 pandemic 
the current guidance states “workplaces should make every reasonable effort 
to enable working from home as a first option. Where working from home is 
not possible, workplaces should make every reasonable effort to comply with 
the social distancing guidelines set out by the government (keeping people 
2m apart wherever possible)”.  

3.3.4 It is proposed the Town Council takes the following broad strategy to facilitate 
the safe and phased return of staff to work in accordance with government 
guidance. The priority will be those staff for whom there is a need to be in the 
office to undertake work or for whom working at home is becoming 
impracticable. The Manor House lends itself to social distancing at work for 
some of the staff because of the numerous offices and facilities, but not all 
staff will be able to return in the short term. Rotas will be used where possible 
and some staff may not return for many weeks. Service areas are conducting 
COVID-19 risk assessments in accordance with the government guidance 
and this has been done for the Museum and Events Team. The Council’s 
approach will be informed by government guidance and this is checked 
regularly as updates are issued frequently.  

3.3.5 In addition consideration will be given to working towards opening the public 
face of the Council. 

4. Financial Implications

4.1  The cost of the laptops was £6,111.95 in total. This will be met from
Earmarked Reserves - £4,701 from General Data Protection Regulations
EMR and £1,410.95 from IT EMR.

4.2 The 2020/21 budget was set to achieve £4,500 car park income and £13,680
room hire income. The Council may not achieve any income this year.
Appendix 1 provides the budget for Manor House Hire.

4.3 A sneeze guard has been purchased for the Manor House Reception desk for
£38.49. Almost £200 was spent in 2019/20 on sanitising gel, wipes,
disposable gloves etc. Further purchases will be made in 2020/21 and will be
met from the cleaning and/or health and safety budgets.

4.3 There may be an additional cost of £80 to extend one training course that had
been started. Training commitments as set out in the training plan previously
brought to this Committee have been postponed and the remaining training
budget from 2019/20 of £527.79 was earmarked. There is £6,235 in EMR and
a budget of £4,250 for 2020/21.

Peter Herbert 

Town Clerk 
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Appendix 1 

Budget 20/21

£

Salaries 9,830 

Advertising 800 

Licences 1,034 

Room Hire Expenses 1,500 

Other Overheads 200 

Total Expenditure 13,364 

Room Hire (12,610)

Catering Income (1,000)

Equipment Hire (250)

Car Park Income (4,500)

Total Income (18,360)

Net Expenditure (4,996)

Recharge in MH 3,807 

Recharge in Central Support Services 2,888 

Net Expenditure 1,699 
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Littlehampton Town Council 

Non-Confidential 

Committee: Property and Personnel 

Date: 8th June 2020 

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 2019/20. Actual figures are shown in Appendix 1. 

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

1.3 Movements in P & P Earmarked Reserves (EMR) during the year are 
attached as Appendix 2. 

1.4 The budget report figures for 2020/21 are attached as Appendix 3. 

2. Recommendations

The Committee is Recommended to note the report. 

3. Budget monitor 2019/20

3.1 The figures included in Appendix 1 are year-end figures. 

3.2   Central Administration & Support Services 
3.2.1 Recruitment and Advertising was overspent by £354 which can be met from 

underspends within the cost centre. £934 was spent from earmarked 
reserves for advertising the Community Resources Officer post. 

3.2.3 £527.79 was earmarked for training. The training budget shows as £290 
overspent, but this was offset by income generated from external 
participants on a Museum training course the Town Council hosted. 

3.2.3 The IT budget shows as overspent by £3,833, however this was met from 
General Reserves for the Council’s website support and hosting costs as 
previously agreed by the Policy and Finance Committee. £3,799 was 
earmarked for IT. 

3.2.4 Waste disposal was £364 overspent at year end. This is a result of additional 
document destruction waste disposal costs as paper documents are 
destroyed in accordance with General Data Protection Guidelines. This was 
met from underspends within the cost centre. 

3.2.5 Overall, the elements of this cost centre that relate to this Committee had a 
minor underspend of £605.  
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3.3   Amenity Team 
3.3.1 Street Scene expenditure was underspent by £1,177 as there were very few 

graffiti incidents. 
3.3.2 There was an underspend in vehicle and plant maintenance of £1,750 which 

was earmarked for future liabilities. 
3.3.3 £5,000 from Vehicles/Equipment FA has been earmarked towards the cost 

of future vehicles and equipment. 
3.3.4 There was £125 overspend in Tools and Equipment, £434 overspend in 

Cleaning and £307 overspend in Building Maintenance due to a major clear 
out and reorganisation of storage (event equipment and archives) at Unit 6F. 
There is also £106 overspent in Overheads due to disposal of waste from 
other premises. This can all be met from underspends within this cost centre. 

3.3.5 It was previously agreed by this Committee that the £526 underspend in 
security, along with other underspends in the cost centre (such as insurance 
and rates) would be used to purchase a new CCTV system and upgrade the 
cameras at the A Team unit. This was transferred to EMR as the work could 
not be completed due to COVID-19. 

3.3.6 Only £1,338 was received from charging out A Team time and hire of 
equipment against an income budget of £2,000. The income budget was 
increased by £1,000 to reflect an increased income for Charges for Services 
should we have to charge local parishes for street scene work. 

 
3.4   Manor House  
3.4.1 Room hire income did not meet the income target set for the year and was 

marginally under by £735. This was due to a reduction in catering and 
equipment hire income. Room hire exceeded its income target primarily due 
to a substantial booking during the year. 

  

  
 
 
3.4.2 £715 from Manor House Room Hire Advertising budget has been 

earmarked.  
3.4.3 £3,411 from Maintenance has been earmarked for future liabilities. 
3.4.4 £1,150 has been earmarked for building surveys due in 2020. 
3.4.5 The budget for Gas shows as significantly underspent. This is because the 

amount accrued to cover the quarter 4 bill from 2018/19 was too much and 
the bill was £1,724 less than expected.  Expenditure was less during 
2019/20 resulting in an underspend of £3,435. This may in part be due to the 

Budget Income

2019/20 2019/20 Variance

£ £ £

Car Parking 4,500 4,519 19 

Room Hire 12,610 13,436 826 

Catering Income 1,700 747 (953)
Equipment hire 1,000 373 (627)

Total 19,810 19,075 (735)

Income
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significant work undertaken to the system in summer 2019. This adds to the 
overall underspend for this cost centre. 

3.4.6 The security budget was underspent by £2,071 as very little work was 
required on security systems or emergency call outs. 

3.5   Street Lighting 
3.5.1 Expenditure is in line with expectations. The Council has 28 street lights and 

the electricity use by 7 of them is recharged to the estates that use them. 

3.6   Southfields Jubilee Centre 
3.6.1 During the budget setting process for 2019/20 it was agreed that £2,000 of 

the £3,000 Building Maintenance budget would come from EMR. 
Expenditure was overspent by £1,005 due to repair works to the automatic 
glass doors including replacement of the entire glazing which was £984. 
This overspend was met by underspends within the cost centre. 

3.6.2 £640 underspend from the Security budget has been earmarked to cover the 
cost of replacing the fire alarm panel. This work could not happen due to 
COVID-19.   

3.7   Project 82 (Building Maintenance) 
3.7.1 Expenditure was underspent by £360. 

3.8   Museum (Building Maintenance) 
3.8.1 Expenditure was underspent by £444 and this was earmarked. 

3.9   War Memorial 
3.9.1 The three-year maintenance contract was renewed in March 2019 for three 

years. The budget is set to earmark £1,800 each year. 

3.10   Salaries 
3.10.1 There was an overall underspend of £25,697 in Salaries for 2019/20. 

£15,000 for staff cover was earmarked, as previously agreed by this 
Committee and the Policy and Finance Committee during the budget setting 
process. 

4. Budget Monitor 2020/21

4.1 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. 

4.2 Expenditure to 29/05/2020 from the 2020/21 budget has been included at 
Appendix 3. Expenditure is in line with expectations. As it is early in the 
financial year the following paragraphs add clarity. 

4.3 The rates for Manor House and Lineside Unit show as having been paid for 
the year.  

4.4 £15,000 of the £30,000 loan repayment has already been paid for 
Southfields for the year. 
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4.5 A tender process was undertaken in March 2020 to ensure the Town Council 

received value for money for the service and maintenance of safety and 
security systems, such as fire alarms, security alarms, emergency lighting 
etc. The Town Council awarded security and fire alarms along with alarm 
monitoring to our existing contractor Wakefield and in addition the Manor 
House Car Park Barrier maintenance. Emergency Lighting was awarded to 
Adfield Electrical, saving £85. Fire Extinguisher servicing remains with ETC 
(Extinguisher Trading Company).  

  
  
Peter Herbert 
Town Clerk
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  Appendix 1 

   SERVICE

Actual 

I & E

as at

31/3/20

  

  Budget

  2018/19

£ £

Expenditure 37,598 34,370 

Income - - 

AMENITY TEAM Expenditure 55,695 62,980 

(incl. Street Scene) Income 1,363 2,000 

MANOR HOUSE Expenditure 66,452 77,037 

Income 19,075 19,810 

STREET LIGHTING Expenditure 1,355 1,790 

Income 423 610 

SOUTHFIELDS Expenditure 35,795 34,791 

JUBILEE CENTRE

PROJECT 82 BUILDING MAINT Expenditure 640 1,000 

MUSEUM BUILDING MAINT Expenditure 700 700 

MEMORIAL MAINTENANCE Expenditure 1,800 1,800 

Total Expenditure 198,235 212,668 

Total Income 20,861 22,420 

Net Expenditure
177,374 190,248 

In adddition to the above budgeted expenditure the following has been spent from 

Earmarked Reserves

Electric Van Rental 1066.64

A Team Job Ticket System Training 992.24

Working on the highway Training 260

SJC Building Maintenance 2000

4318.88

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 2019/20

PROPERTY & PERSONNEL COMMITTEE MEETING 8th June 2020

CENTRAL ADMIN & SUPPORT 

SERVICES
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  Appendix 2 

 
 

 
 
 
 
 
 
 
 
 
 
 

Reserve

Opening 

Balance 

01/04/19

£

Expenditure 

to 31/3/20

£

Additions 

31/3/20

£

Closing 

Balance 

31/3/20

£
A Team Ticket System 2,429.60 1,032.54 1,397.06 

Lineside Rent 6,499.52 6,499.52 

Manor House Advertising 489.00 715.00 1,204.00 

PC Refurb 10,000.00 10,000.00 

Recruitment 3,041.50 939.00 2,102.50 

Staffing Cover 15,000.00 15,000.00 

Street Scene 4,979.04 260.00 4,719.04 

Training 5,707.48 527.79 6,235.27 

Vehicles & Equipment 40,248.94 3,199.92 7,640.16 44,689.18 

IT 4,080.88 3,798.84 7,879.72 

Building maintenance MH 16,618.96 2,170.08 5,004.66 19,453.54 

Building maintenance SJC 47,278.03 2,000.00 640.03 45,918.06 

Building maintenance LIU 2,320.66 2,320.66 

Building maintenance P82 5,158.00 5,158.00 

Clock maintenance 335.10 335.10 

Memorial maintenance 1,800.00 1,800.00 

Totals 149,186.71 9,601.54 35,126.48 174,711.65 

P & P Earmarked Reserves 2019/20
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Appendix 3 

 SERVICE

Actual 

I & E

as at

29/5/20

 Budget

 2020/21

£ £

Expenditure 2,701 36,183 

Income - - 

AMENITY TEAM Expenditure 16,947 66,490 

(incl. Street Scene) Income - 2,000 

MANOR HOUSE Expenditure 27,045 72,844 

Income 2,125 19,810 

STREET LIGHTING Expenditure - 1,815 

Income - 620 

SOUTHFIELDS Expenditure 30,732 34,140 

JUBILEE CENTRE

PROJECT 82 BUILDING MAINT Expenditure - 1,000 

MUSEUM BUILDING MAINT Expenditure - 700 

MEMORIAL MAINTENANCE Expenditure - 1,800 

Total Expenditure 77,425 213,172 

Total Income 2,125 22,430 

Net Expenditure
75,300 190,742 

In adddition to the above budgeted expenditure the following has been spent from 

Earmarked Reserves

Electric Van Rental 266.66

266.66

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 2020/21

PROPERTY & PERSONNEL COMMITTEE MEETING 8th June 2020

CENTRAL ADMIN & SUPPORT 

SERVICES
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