






42.4 Planning Application Site Notices 
42.4.1 The Committee received a copy of the response received from the District 

Council on this matter (previously circulated). It was observed that in terms of 
notifying residents of planning applications, the practice among planning 
authorities varied and that the onus was on them to determine compliance in 
this respect. Whilst the contents of the response from the District Council 
were noted, it was evident from the representation made during the public 
forum session that more still needed to be done to ensure that residents were 
appropriately engaged in the planning process. 

42.4.2 The Committee also discussed how the Town Council might help improve the 
situation including support for the reintroduction of written notifications for 
neighbours. It was noted that this proposal was outside the remit of this 
Committee and would be a matter for the Policy and Finance Committee. 
Observing that Planning Officers had a photographic record that a notice was 
displayed, Members considered it would be beneficial if this was added to the 
information on the planning portal. To judge the extent of the problem it was 
suggested that the neighbouring parishes be contacted regarding their 
experience of the system. The information, together with the outcome of the 
investigation in the publication and advertising of applications, could then be 
used to inform a letter to the District Council highlighting Members' continuing 
concerns about the current procedure and urging them to reinstate the 
practice of sending written notifications to neighbouring properties. It was 
therefore RESOLVED that: 

The correspondence be noted and that further 
research be undertaken as set out in Minute 
42.4.2 above with a view to making further 
representations to the District Council on the 
matter. 

43. TRANSPORTATION AND WEST SUSSEX COUNTY COUNCIL MATTERS
43.1 No.15 Bus Service

The Committee received the bus usage figures for the first quarter of the new 
service (previously circulated). Noting that additional stops would be 
implemented in September, the figures, similar to those reported when the 
Number 12 bus began, were considered indicative of the evolving nature of 
the service. Members considered it important that the potential for a one route 
service between Littlehampton and Rustington remained a long-term 
aspiration. It was RESOLVED that: 

The update be noted. 

43.2 Bus Forum Proposal 
The Chair reported that the recent meeting with Stagecoach had been very positive. 
This had prompted the suggestion that the operator met annually with key 
agencies in the Arun area, ADC, WSCC and the parishes, to hear of their 
plans for bus services and provide feedback directly to them. The Committee 
was therefore asked to a consider draft letter (previously circulated) seeking to 
establish a forum for this purpose. The proposal was supported and referring to the 
comments made during the public forum session of the meeting, it was decided that 
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the letter be amended to suggest that if instigated, the forum could meet more 
frequently. The Committee therefore RESOLVED to: 

Pursue the proposal for an Arun wide bus forum 
and that the letter be sent. 

43.3 A27 Worthing and Lancing Improvements 
The Committee considered a report (previously circulated) which set out details of 
the public consultation by Highways England regarding proposed improvements to 
the Worthing and Lancing section of the A27. The Committee was asked to consider 
participating in the consultation by making a submission based on the draft 
text set out in point 1.3 of the report. Members considered the draft in terms of 
the comments made during the public forum session of the meeting and the Town 
Council's Aims and Objectives. Clarification was provided regarding the some of the 
wording and it was judged prudent that the Town Council participated in the 
consultation. It was therefore RESOLVED that: 

Subject to some minor changes to the text, the 
draft letter set out in point 1.3 of the report be 
approved and submitted to Highways England. 

43.4 A27 Arundel Bypass Consultation 
The Committee had before it details of the public consultation by Highways 
England regarding options for a bypass on the A27 at Arundel (previously 
circulated). Highways England had also offered to give a presentation to 
Members at the next meeting of the Committee. Noting that consultation 
events were planned in the Town on 19th and 27th September, the Committee 
considered that this would be a valuable opportunity for Members to hear of 
the plans directly from the Agency. It was also suggested the start time of the 
Committee be brought forward to facilitate this. It was therefore RESOLVED 
that: 

Highways England be invited to make a 
presentation on the A27 Arundel bypass proposals 
to the next meeting of the Committee and that all 
Town Councillors be invited to join the 
Committee for this part of the meeting. 

44. MASTERPLAN - NORTH LITTLEHAMPTON
It was noted that the next meeting of the Steering Group would be held on
Tuesday 12th September 2017 at 2pm.

45. EXEMPT BUSINESS
There was none.

The meeting closed at 7.47pm.
CHAIR 
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8.2.2 The Committee proceeded to review the delegations in the context of the 
current staff structure and the principles of delegation as defined in Section 
1.4 of the Scheme. The Deputy Town Clerk and Committee Assistant 
provided clarity on several points and it was observed that the delegation 
relating to Ward Budgets had been removed following the decision of the 
Council some time ago. It was noted that the reinstatement of Ward Budgets 
was a matter for the Community Resources Committee to consider in the first 
instance. Where there was no provision for deputising or consultation 
specified, it was considered practical that it should be clearly stated as "none" 
in the Scheme. Reflecting on the changes to the Quality Council Scheme and 
the interview processes, it was thought sensible that this be updated with 
Council's recommended by the National Association. The Committee was 
otherwise satisfied with the revisions and it was RESOLVED that: 

Subject to the amendments set out in Minute 
8.2.2, the revised Scheme of Delegation be 
endorsed for recommendation to Full Council on 
12th October 2017. 

8.3 Code of Members' Conduct and Code of Corporate Governance Review 
The Town Clerk and Deputy Town Clerk had undertaken a comprehensive 
review of these documents and no changes were proposed. Members were 
therefore invited to endorse the current documents. It was noted that the 
Code of Members' Conduct was last updated in Autumn 2014 to provide 
clarity for both the public and Members regarding participation in meetings 
where Members made Declarations of Disclosable Pecuniary Interests. It was 
also noted that the Code of Corporate Governance was based on guidance 
issued by the Chartered Institute of Public Finance (CIPFA) and Society of 
Local Authority Chief Executives (SOLACE). Members were satisfied that 
both documents were robust and up to date and it was RESOLVED that: 

No further action be taken. 

9. MASTERPLAN - NORTH LITTLEHAMPTON

There was nothing further to report.

10. EXEMPT BUSINESS

There was none.

The meeting closed at 7.17pm 

CHAIR 
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STANDING ORDER 35- URGENT ACTION 

Standing Order 3S'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: 

1 

2 

� 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. 

WHAT DECISION IS REQUIRED? 

WHY IS THIS DECISION URGENT? 

:l> WHY SHOULD IT NOT WAIT 

UNTIL THE NEXT 

PROGRAMMED MEETING OF 

COUNCIL OR COMMITTEE? 

:l> WHY SHOULD IT NOT WAIT 

UNTIL AN EXTRAORDINARY 

MEETING OF COUNCIL OR 

COMMITTEE IS CALLED? 

Having undertaken two unsuccessful 
rounds of advertising for the vacant Major 
Projects Manager post, an alternative way 
forward has been agreed by the Property 
and Personnel Committee at their meeting 
on 4th September 2017. This is in line with 
the report taken to that Committee. The 
Town Clerk confirmed that he had 
consulted the Chair of Policy and Finance 
regarding the financial implications for 
2018/19 and beyond. This point is 
encompassed in this urgent action together 
with approval of the necessary changes to 
the establishment. These comprise the 
deletion of the Major Projects Manager and 
Committee Assistant posts and creation of 
a Major Projects and Democratic Services 
Manager (MP&DSM) (28 hours per week) 
and an Apprentice post (37 hours per 
week), that will largely provide support 
regarding Committees. The decision is 
therefore to approve these changes to the 
staffing establishment. 
The appointment of the Apprentice post is 
important and needs to be actioned swiftly. 
However, following the long period of 
vacancy, it is vital that the new MD&DSM 
post is brought in to action. Important 
pieces of work (Lineside, Keystone, North 
Littlehampton) need immediate focus and 
priority. Even 2 weeks delay will hamper 
this. This appointment will also allow the 
MP&DSM to proqress the aooointment of 

G/Forms Urgent Action Checklist 
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Guidance notes on completing the 2016/17 annual return 

1. You must apply proper practices for preparing this annual return. Proper practices are found in the
Practitioners' Guide* which is updated from time to time and contains everything you should need to
prepare successfully for your financial year-end and the subsequent work by the auditor. NALC, SLCC
and ADA have helplines if you want to talk through any problem you encounter.

2. Make sure that your annual return is complete (i.e. no empty highlighted boxes), and is properly
signed and dated. Avoid making amendments to the completed return. Any amendments must be
approved by the smaller authority, properly initialled and explanation provided. Annual returns

containing unexplained or unapproved amendments may be returned .and incur additional costs.

3. Smaller authorities must approve Section 1 on page 2 before approving Section 2 on page 3.

4. Use the checklist provided below. Use a second pair of eyes, perhaps a Councillor or Board Member,
to review the annual return for completeness and accuracy before sending it to the external auditor.

5. Do not send the external auditor any information not specifically asked for. Doing so is not helpful.
However, you must tell the external auditor about any change of Clerk, Responsible Finance Officer
or Chair.

6. Make sure that the copy of the bank reconciliation which you send to your external auditor with the
annual return covers all your bank accounts. If your smaller authority holds any short-term
investments, note their value on the bank reconciliation. The external auditor must be able to agree
your bank reconciliation to Box 8 on the accounting statements ·(section 2 on page 3). You must

provide an explanation for any difference between Box 7 and Box 8. More help on bank reconciliation
is available in the Practitioners' Guide*.

7. Explain fully significant variances in the accounting statements on page 3. Do not just send in a copy
of your detailed accounting records instead of this explanation. The external auditor wants to know·
that you understand the reasons for all variances. Include a complete numerical and narrative
analysis to support your explanation. There are a number of examples provided in the Practitioners'
Guide* to assist you.

8. If the external auditor has to review unsoli_cited information, or receives an. incomplete bank
reconciliation, or you do not fully explain variances, this may incur additional costs for which the
auditor will make a charge.

9. You must inform the external auditor of the date set for the commencement of the period for

the exercise of public rights.

10. Make sure that your accounting statements add up and the balance carried forward from the previous
year (Box 7 of 2016) equals the balance brought forward in the current year (Box 1 of 2017).

11. Do not complete Section 3 which is reserved for the external auditor.

All sections 

Section 1 
Section 2 

Sections 1 and 2 

Internal Audit report 

All highlighted boxes have been completed? 
All additional information requested, including the dates set for the period for the exercise of 

public rights, has been provided for the external auditor? 

/ 

,/' 

For any statement to which the response is 'no', an explanation is provided? Ntf\ 
Smaller authority approval of the accounting statements is confirmed by the signature of the Chair / of the approval meeting? 
An explanation of significant variations from last year to this year is provided? 
Bank reconciliation as at 31 March 2017 agreed to Box 8? 
An explanation of any difference between Box 7 and Box 8 is provided? 
Trust funds - all disclosures made if a Council is a sole managing trustee? NB: Do not send trust 
accounting statements unless requested. 
All highlighted boxes completed by internal audit and explanations provided? 

/ 

/ 

./ 

./ 

I 
*Note: The Practitioners' Guide is available from your local NALC, SLCC or ADA representatives or from www.nalc.gov.uk or
www.slcc.co.uk or www.ada.org.uk.
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