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______________________________________________________________________________ 
12th February 2019 

Notice is hereby given that a MEETING of the PROPERTY AND PERSONNEL 
COMMITTEE will be held in the NEW MILLENIUM CHAMBER, MANOR HOUSE, 
CHURCH STREET, LITTLEHAMPTON on MONDAY 18 FEBRUARY 2019 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: 
• Cllr Purchese is a Member of Arun District Council and West Sussex

County Council
• Cllr 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 3rd December 2018,
circulated herewith (pages 3 – 10). 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.

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 REPORTS
8.1 Staff Sickness – report attached (pages 11 – 12). 
8.2 Reception Refurbishment and Reconfiguration – report attached (pages 

13 - 14) 
8.3 Staff Rates of Pay for Weddings – report attached (pages 15 - 16) 
8.4 War Memorial – report attached (pages 17 – 18) 
8.5 Keystone Centre Project Update – report attached (pages 19 - 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.

10. OFFICER’S EXEMPT REPORTS
10.1 Personnel Update – oral report.

This item is confidential for Members of the Council only in accordance with 
Paragraph 4 of Part 1 of Schedule 12A of the Local Government Act 1972, 
being information relating to any consultations or negotiations, or 
contemplated consultations or negotiations, in connection with any labour 
relations matter arising between the authority and employees of, or office 
holders under, the authority.  
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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 3rd DECEMBER 2018 
at 6.30PM 
 

Present: Cllrs: Purchese (Vice- 
Chair in the Chair), Ayres, C 
Blanchard-Cooper and Squires. Cllr 
Chester substituted for Cllr Baker. 

2018/2019 
 
34. EVACUATION PROCEDURES 
 The evacuation procedures were noted. 
 
35. FILMING OF COUNCIL MEETINGS USE OF SOCIAL MEDIA AND 

MOBILE PHONES 
The procedures were noted. 

 
36. APOLOGIES 
 There were apologies from Councillor Baker. 
 
37. 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 at this 
stage.   

 
38. MINUTES 

The Minutes of the meeting held on Monday 22nd October 2018 
(previously circulated) were confirmed as a true record and signed by 
the Chair. 

 
39. PUBLIC FORUM 
 There was one member of the public present. 
 
39.1 Mr Ellis addressed the Committee on several points. Highlighting the 

revised terms and conditions for the Manor House and observing that 
hirers were required check that attendees could be safely evacuated 
with 2.5 to 3 minutes, he suggested the inclusion of room capacities to 
aid hirers in meeting this requirement. Regarding car parking, he also 
suggested that the Committee consider including a note that parking in 
the Manor House public car park was free after six in the evening to 
encourage evening bookings. Mr Ellis also asked for clarification on the 
acronym ‘MODES’ which was referenced in the Museum Report. 

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    
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Regarding the Town Centre Manager’s post, Mr Ellis asked for 
clarification on the job title and the cost of the post. Finally, he asked if 
the museum had considered targeting secondary and private schools 
for additional interns and volunteers and sought clarification regarding 
the apparent reduction in Museum staff costs. 

Councillor Chester declared a personal interest in the discussion 
around the Town Centre Regeneration Manager post as he had 
submitted a statement supporting a Judicial Review of the decision to 
grant planning permission for the retail development that would, if 
fulfilled, provide the funding for this post.  

39.2 Manor House hire, terms and conditions 
It was noted as part of the hiring agreement, hirers were responsible 
for attendee’s safety for the duration of the hire and the inclusion of this 
request aimed to ensure that they were satisfied that attendees could 
be evacuated in an emergency. There was support for the suggestion 
that a statement highlighting the availability of free parking in the 
evening be added to the terms and conditions and this was noted for 
consideration later in the meeting.  

39.3 The Museum 
It was agreed that the definition of the acronym MODES be circulated 
after the meeting. It was noted that interns and volunteers were sought 
from secondary schools and agreed that inclusion of private schools be 
considered alongside other initiatives to broaden the range of 
volunteers. Regarding the decrease in museum staffing costs proposed 
in the 2019/20 draft budget, the Town Clerk explained that the current 
years costs were slightly inflated due the burden of meeting additional 
costs associated with maternity leave in the Team.  

39.4 Town Centre Regeneration Manager (TCRM) Post 
The Town Clerk confirmed that the budget provision, which was shared 
with Arun District Council, aimed to meet the costs of the TCRM post 
should the anticipated S106 funding not materialise. 

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

41. OFFICERS REPORT
41.1 Standing Order / Urgent Action

The Committee received and noted an urgent action (previously 
circulated) regarding the disposal of the old Amenity Team van. It was 
RESOLVED that: 

The Urgent Action be noted. 

41.2 Staff Sickness 
The Committee received the latest periodic report (previously 
circulated) detailing staff sickness covering the year 2009/10 – 2017/18 
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and Quarter 2 of 2018/19. Members were pleased to note the 
continued low level of self-certified sickness and it was RESOLVED 
that: 

The report be noted. 
 

The Town Clerk and Major Projects and Democratic Services Manager 
declared personal interests in the following matter as members of the 
LGPS. 
 

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

 The Committee received a report (previously circulated) which 
proposed the adoption by the Town Council of an Internal Dispute 
Resolution Procedure (IDRP) in respect of the Local Government 
Pension Scheme. It was RESOLVED that: 

 
The Internal Dispute Resolution Procedure 
be RECOMMENDED to Full Council for 
approval. 

 
41.4 Manor House Room Hire Fees and Car Park Charges Proposals 

2019/20  
41.4.1 The Committee received a report (previously circulated) which 

contained a review of the Manor House room hire fees, tariffs for 
Weddings and Ceremonies and car park charges including proposals 
for changes to the fees for 2019/20. The Terms and Conditions for 
Room Hire and Wedding Ceremonies had also been reviewed and 
changes were proposed to provide clarity and bring them into line with 
commercial hiring practice. Following a review of the car parking fees 
charged by neighbouring local authorities, it was also proposed that the 
Manor House car park fees for 2019/20 remain unchanged. A similar 
review of wedding ceremony fees had shown that even with the 
proposed increase, the Manor House remained good value and 
competitively priced. This was also considered to be the case when it 
came to the venue in general. It was suggested that the availability of 
the Manor House as a commercial venue be more widely promoted 
among local businesses. It was agreed that the Business Development 
Manager at the District Council should be approached and asked to 
highlight the facilities to local businesses. It was noted that marketing 
the Manor House as whole was proactively undertaken by staff 
balanced by the judicious use of advertising. Members therefore 
agreed the increase in fees for ceremonies as proposed and 
considered it prudent to apply a 1% increase for room hires in the 
Manor House, with car parking fees remaining unchanged for 2019/20. 

 
41.4.2 The Committee proceeded to consider the revised Terms and 

Conditions for Room Hire and Wedding Ceremonies. It was noted that 
the Manor House and the New Millennium Chamber were not generally 
regarded as reception venues. The wording in Section 8, regarding 
Liquor Licence / Alcohol had therefore been revised to provide clarity 
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on for hirers regarding permissions. It was observed that staff were 
able to advise potential hirers on the use of the premises, its capacity 
and the responsibility of the hirer in respect of use and damage should 
the use of alcohol be permitted. Referring to the suggestions made 
during the public forum, Members also judged it would be beneficial 
that a statement highlighting the availability of free parking in the 
evenings be included in the terms and conditions as appropriate. It was 
therefore RESOLVED that: 

 
1) The Manor House room hire fees be 

increased by 1% for 2019/20. 
 

2) The increase in tariffs for Weddings 
and Ceremonies be approved. 

 
3) The car parking charges for 2019/20 

remain unchanged from 2018/19. 
 

4) The revised Terms and Conditions for 
the Manor House Venue Facilities and 
Wedding Ceremonies, including the 
availability of free parking in the Manor 
House public car park after 6pm, be 
approved. 

  
41.5 Manor House Grounds  
 The Committee received a report (previously circulated) that set out 

possible works to the former toilet block at the front of the Manor 
House to tidy up the access. It was noted that whilst plans for these 
improvements had not progressed due to constraints on resources, 
they were not forgotten. The Committee was however pleased to note 
that the garden walling on the far side of the driveway would be 
repaired and that there were resources available to carry out the 
necessary repair work within the Amenity Team. It was therefore 
RESOLVED that: 

 
In-house repairs to the garden wall at the 
front of the Manor House be approved and 
progressed as soon as practicable. 

 
41.6 Museum Working Group 
41.6.1 The Committee received a report (previously circulated) that set out the 

work undertaken by the Working Group established to investigate the 
backlog in the Collection Documentation Project. Introducing the report, 
the Town Clerk explained the background to the formation and 
composition of the Group, the nature of the investigative work 
undertaken and the recommendations that had been made.  

 
41.6.2 The Committee proceeded to review the report in more detail.  

Observing that the majority of the recommendations would be for the 
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Community Resources Committee (CRC) to determine, discussion 
ranged across the report but also focussed on staff matters, working 
practices and the potential resources implications. It was noted that 
progress in delivering the priorities identified by the Working Group 
would be monitored as part of staff performance management and 
reviewed regularly by CRC with reference to other Committees as 
appropriate. 

41.6.3 At this point the Committee RESOLVED 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.  
The following items were confidential for Members of the Council 

only in accordance with Paragraph 4 of Part 1 of Schedule 12A of 
the Local Government Act 1972, being information relating to any 
consultations or negotiations, or contemplated consultations or 
negotiations, in connection with any labour relations matter 
arising between the authority and employees of, or office holders 
under, the authority.  

41.6.4 The Committee sought reassurance regarding the measures that had 
been put in place to address the issues that had been highlighted by 
the Working Group. Town Clerk explained in more detail how these 
issues had been addressed and the decision of the Working Group not 
to further investigate issues which dated back many years and across 
many staffing teams and Committees.  

41.6.5 The exempt discussion concluded, and it was RESOLVED that: the 
public and accredited representatives of the press be re-admitted 
to the Meeting 

41.6.6 Members returned to consideration of the recommendations and it was 
noted that the full extent of the work required to complete the backlog 
of work remained unclear. The steps that had already been taken in 
terms of redirecting resources, retraining and refocussing work were 
acknowledged. To keep the momentum going in respect of the 
accessioning of artefacts, the Working Group strongly recommended 
that the exhibitions programme should also be minimised. The Schools 
Visits Programme would continue and should a need to expand these 
arise as a result of discussions regarding the Look and Sea Centre at 
the Community Resources Committee on 6th December, it was hoped 
that this could be met using existing staff and new volunteers. 
Referring to the earlier comments during the public forum session 
regarding the recruitment of interns and volunteers from the private 
school sector, the plans to broaden the spectrum of volunteer 
recruitment were noted.   

41.6.7 It was recognised that as the Documentation Project continued, there 
was the potential to resolve some of the issues that had been 
highlighted by the Working Group. This was particularly relevant in 
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connection to the allocation of resources, housekeeping and storage, 
especially in relation to capacity to house the Collection. There was a 
further discussion around monitoring progress and it was noted that the 
introduction of more stringent reporting should address this, although 
the Community Resources Committee might wish to reconvene the 
Working Group at a later date if the anticipated progress was not being 
achieved. The oversight afforded to Members as a result of the 
proposed introduction of a tour of the Town Council’s properties by the 
Chairs and Vice Chairs of both Committees would enable earlier 
identification of issues across the Town Council’s properties. The 
Committee was supportive of the way forward and it was therefore 
RESOLVED that: 
 

1) The use of the Gladden Room to provide 
additional storage and working space to 
support the work to address the Collection 
Documentation Project be approved. 
 

2) The Community Resources Committee be 
strongly recommended to confirm the 
continuation of resources to support the 
School Visits Programme. 

 

3) The Community Resources Committee be 
asked to consider the creation of a Friends 
of Littlehampton Museum at a later date. 

 

4) If the anticipated progress was not being 
achieved, the Community Resources 
Committee considers reconvening the 
Working Group.  

 
5) The other recommendations of the report 

be supported and that this be reported to 
the Community Resources and Policy and 
Finance Committees.  

 

41.7 Keystone Centre  
 Arun District Council had formally confirmed its commitment to the 

creation of a new youth facility on the land opposite the existing 
Keystone Centre. This would be discussed further at the forthcoming 
liaison meeting and progress would be reported to the relevant 
Committees during the next cycle of meetings. It was RESOLVED that: 

 
The update be noted. 

 
42. FINANCE 
42.1 Committee Finance Report 2018/19  

The Committee considered the periodic Finance Report (previously 
circulated) highlighting any significant variances from budget in terms 
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of income and expenditure relating to this Committee’s Budget. It was 
reported that although the renewal of the lease on the Lineside 
premises had still not been renewed although the rental owing for 
2018/19 was expected to be settled by the end of the year. Members 
were pleased to note that the new Amenity Team job ticketing system 
was currently being tested with a view to launching the final product in 
the new year. It was RESOLVED that: 
 

The report be noted. 
 

42.2 Committee Budget Proposals 2019 – 2022  
42.2.1 The Committee received a report (previously circulated) which set out a 

draft budget for 2019/20 and projected budgets for 2020/21 and 
2021/22. The Town Clerk briefly outlined the budget process and 
stated that the overall budget had been prepared to reflect a 1% 
increase in 2019/20 and currently a 1% increase for 2020/21 and 
2021/22. He also provided clarification on a number of points and it 
was noted that an explanation of the website hosting fees would be 
circulated to Members after the meeting.  

 
42.2.2 Whilst considering the proposed budget in more detail, it was noted 

that whilst no significant cut backs were proposed, the draft budget was 
tight. It was also observed that the proposed 1% increase on top of 
similar rises in previous years had not kept pace with inflation. This 
coupled with the ongoing actions of higher tier authorities to scale back 
discretionary services would severely limit the Town Council’s ability to 
respond to future challenges. Aware of the significant projects that the 
Town Council was committed to progressing. The Committee also 
called on the Policy and Finance Committee to be mindful of the future 
challenges that the Town Council faced. It was therefore RESOLVED 
that: 
 

1) The draft budget for 2019/20 and the 
projected Budgets for 2020/21 and 
2021/22 be agreed and 
RECOMMENDED to the Policy and 
Finance Committee for approval. 
 

2) The 2018/19 underspend of £10,000 for 
Lineside rent be moved to EMR and 
then using EMR to offset the costs of 
the increased rent over the next three 
years be approved. 

 

3) The Committee’s Earmarked Reserve 
Position be noted. 

 

4) The Policy and Finance Committee be 
asked to be mindful of the future 
challenges that the Town Council faced 
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when considering the overall increase 
in the Precept. 

 
43. EXEMPT BUSINESS 
 There was no further exempt business. 
 
 The meeting closed at 8:13pm.    
      _____________________ 
             CHAIR 
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LITTLEHAMPTON TOWN COUNCIL 
 
Non-Confidential 
 
Committee:  Property and Personnel 
 
Date:   18th February 2019 
 
Report by:  The Town Clerk 
 
Subject:  Staff Sickness Report – Quarter 3 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 to 3 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% 1.46%   

 
3.2 The figure for Quarter 3 in 2018/19 increased compared to the previous quarter 

(2018/19 Quarter 2) and is higher than the same period in the previous year 
(2017/18). 15 members of staff took self-certificated sickness leave (7 last 
quarter), this equated to 27 days/137.35 hours.  

 
3.3 The self-certificated sickness leave for this quarter is particularly high compared 

to the last two 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 

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% 0.88%   

 
3.5 The figure for Quarter 3 in 2018/19 decreased significantly compared to the 

previous quarter (2018/19 Quarter 2).  1 member of staff took certificated 
sickness leave (1 last quarter), this equated to 11 days/82.5 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:   18th February 2019 
 
Report by:  Town Clerk 
 
Subject: Reception Refurbishment & Reconfiguration 
 
1. Summary 
 
1.1 The reception and associated areas have remained the key first point of contact 

for the Town Council and Museum. The Communications Manager, Museum 
Curator and PA to Town Clerk have met to discuss a proposed design 
reconfiguration of the area. This report sets out the proposals for the 
reconfiguring and refurbishment of the Town Council’s reception.  

 
2. Recommendations 
 
 The Committee is RECOMMENDED to: 

(1) Approve further exploratory work to establish a cost for consideration by 
this Committee at a future date.  

 
3. Background 
 
3.1 The current reception and associated areas are extremely tired and dated. 

These areas are the first point of contact with the public and need to give a 
professional, positive and approachable impression of the Council, in line with 
our Communication Strategy. 

 
3.2 The proposed works are as follows: 
 

• New desk, incorporating branding. 
• Electronic display screen. 
• Leaflet display cases.  
• New flooring. 
• New lighting to provide appropriate lighting levels. 
• New blinds. 
• Painting/decorating by Amenity Team. 

 
3.3 It is proposed that these areas should include the corporate colour scheme, 

within a design that remains welcoming and takes into consideration the 
Museum as an attraction.   
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3.4 Members are asked to approve that Officers continue to explore options for this 
area to define possible budget implications to be considered by this Committee 
at the next meeting. 

 
4. Financial Implications 
 
4.1 Manor House Maintenance Budget or a Supplementary Estimate would be 

explored once a full report comes back to this Committee.  
 
 
 
Peter Herbert 
Town Clerk 
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LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential 

Committee: Property and Personnel 

Date:  18th February 2019 

Report by: The Town Clerk 

Subject: Staff rates of pay for Weddings 

1. Summary

1.1 This report provides information relating to the staffing of Wedding and Naming 
Ceremonies at the Manor House and seeks approval for the introduction of set 
rates of pay for some staff covering these Ceremonies. 

2. Recommendation

The Committee is RECOMMENDED to:

Approve the set rates of pay for staff covering Weddings and Naming
Ceremonies.

3. Background

3.1 The Town Council has been offering the New Millennium Chamber for Wedding 
and Naming Ceremonies for several years. Nine wedding ceremonies were 
held in 2017/18 and nine were held in 2018/19. A further two weddings are 
booked so far for 2019/20. The service provided has been highly praised by 
customers. 

3.2 Due to the increased number of ceremonies and the fact they are often held at 
weekends, predominantly over the summer period, a broader range of staff are 
required to help cover the ceremonies. Two staff are required for each 
ceremony. Currently three staff have responsibility for coordinating and 
attending ceremonies within their job descriptions. It is not suggested that their 
contractual arrangements should change. 

3.3 The staff available to help are on a range of different salary scales but they all 
have the same roles and responsibilities on the day of the service. 

3.4 It is therefore proposed that a set rate of pay is offered to staff who are willing 
to help cover Wedding and Naming Ceremonies. This ensures an equal rate of 
pay but will also enable the Town Council to utilize a range of different staff who 
are willing and able to cover the ceremonies, which will help ease the burden 
of covering these ceremonies. 
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3.5 Two of the three key staff that have the responsibility for covering ceremonies 
are paid on Scale 4 and one is paid on Scale 6. It is therefore proposed that for 
staff not on Scale 4 in their permanent roles those staff are paid on the lowest 
spinal column point of Scale 4. There are five spinal column points in Scale 4. 

 
4. Financial Implications 
 
4.1 The charges for ceremonies take into account the costs of the licence, 

advertising, administration, preparation, staff cover and pack down. As the 
costs are currently based on the two Scale 4 posts and one Scale 6 post, the 
financial implications of the proposal should be that staff costs are reduced, on 
the basis that more staff will cover the ceremonies and will be paid at the lowest 
spinal column point of Scale 4. 

 
 
 
 
Peter Herbert 
 
Town Clerk 
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LITTLEHAMPTON TOWN COUNCIL 
 
Non-Confidential 
 
Committee:  Property and Personnel 
 
Date:   18th February 2019 
 
Report by:  The Town Clerk 
 
Subject:  The War Memorial   
 
 
1. Summary 
 
1.1 This report outlines options for the ongoing maintenance of the War Memorial.  
 
2. Recommendation 
 
2.1 The Committee is RECOMMENDED to:  
 

Approve the appointment of Company C for a three-year maintenance 
contract of the Littlehampton War Memorial. 

 
3. Background  
 
3.1 The War Memorial is the responsibility of the Town Council.   
3.2 Following extensive restoration works in 2015 the Memorial has benefitted 

from a three-year professional maintenance contract which ended in 
November 2018.  In addition to the economic benefit of regular maintenance, 
as opposed to the costs associated with infrequent larger scale restoration 
works, it is important to note that the memorial is carved from Portland Stone 
which is susceptible to deterioration as a result of the marine environment and 
pollution in relation to its proximity to a busy roundabout. 

3.3  To prevent further deterioration/staining and in order to keep the memorial in 
a good stable condition officers have sought quotes from three companies, as 
per the Town Council’s Financial Regulations and procurement policy, for the 
delivery of a further three-year professional maintenance programme.   

3.4 The service requirements for perspective contractors to submit a price against 
were as follows:  
 

1. To attend the War Memorial twice a year – Spring (around end of 
April/May) and late October/early November – ensuring that it is in 
good condition for Remembrance Sunday.  All aspects of the memorial 
to be inspected to ensure that all joints and lettering are in fine 
condition and any minor repair work necessary to be undertaken 
immediately as part of the contract. 

2. To professionally clean the War Memorial once a year. 
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3. To weed the immediate surrounding area which is covered in 
chippings. 

4. To provide an annual report as to the condition of the War Memorial 
with details of any works undertaken (including photographs) and 
advisory notes for future recommend works.   
 

3.5 The three quotes are detailed below: 

 
3.6 Members are recommended to enter into a three-year agreement with 

Company C which would commence in May 2019. 
3.7 Officers will liaise separately with the successful company with regard to the 

cleaning of the Town Pump stone at the entrance of the Manor House car 
park. 

 
4. Financial Implications  
4.1 A one-year contract with Company C would cost £1,800.  A three-year 

contract would be £4,900 and bring a saving of £500 over the time period. 
4.2 A budget of £1,800 is included in the 2019/20 budget for Memorial 

maintenance. 
 
 
 
Peter Herbert 
Town Clerk 

Company A Company B Company C 
Undertake one visit to 
clean the Memorial and 
surrounding area using 
steam. 

The company responded to 
all the service requirements 
within the tender detailed in 
3.4 of this report. 

The company responded to 
all the service requirements 
within the tender detailed in 
3.4 of this report. 

Additional works would 
be undertaken at the 
one-off visit and would 
incur additional costs. 

Minor repair works such as 
pointing are included in the 
quoted price. 

Minor repair works such as 
pointing are included in the 
quoted price. 

The company chose to 
quote for a 1 year 1 visit 
contract only as they 
felt that the cleaning the 
Memorial too frequently 
could be detrimental to 
its condition. 

  

Total £2,525 for one 
year plus additional 
costs for other works 
such as lime pointing. 

Total £10,422 for a three-
year contract (approx. 
£3,474 p/a) 

Total £1,800 for one year 
or £4,900 for three years 
(approx. £1633 p/a) 
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LITTLEHAMPTON TOWN COUNCIL 
 
Non-Confidential 
 
Committee:  Community Resources / Property and Personnel Committees 
 
Date:   14th & 18th February 2019 
 
Report by:  Town Clerk / Major Projects Manager 
 
Subject: Update on Keystone Centre Project 
 
1. Summary  
 
1.1 This report provides an update on progress with the first phase of community 

engagement regarding the proposed re-siting of the youth centre opposite the 
existing facility on Eldon Way. 
 

2. Recommendations 
 
2.1 The Committee is RECOMMENDED to  

 
  Note the report. 
    
3. Background and update 
 
3.1 The strategic aims and objectives of this Council are to deliver a youth facility 

to replace Project 82 and possibly the Keystone Centre. Throughout 2018 the 
Town Council held exploratory discussions with the District Council and 
community groups to identify proposals for a youth hub in Wick. In the latter 
part of that year a way forward was agreed by both authorities that will see the 
Town Council taking the lead on a project to deliver a new building providing 
facilities for young people and the community as a whole in 2019/20, but more 
specifically, to add greater value than simply a meeting place.  

 
3.2 The District Council has agreed in principle to providing land opposite the 

existing Centre for this purpose by way of a lease for the footprint of the new 
building. This is linked to the desire to deliver better value services to improve 
young peoples lives. They are therefore working with the Town Council on 
developing a project brief to redevelop the Keystone Centre and deliver 
improvements to the existing outdoor play facilities. A draft timetable for the 
project is attached for information (Appendix A). 

 
3.3 A community engagement programme has been formulated (Appendix B) to 

gather views from the community regarding what they think the priorities should 
be and at the same time to generate ideas for the shape of future provision. 
This would provide an early indication of how a new facility could be used and 
will inform a feasibility study that will be undertaken in the spring. 

 
3.4 A community engagement exercise will get underway shortly and will be 

promoted in the next edition of the Progress Newsletter which is about to be 
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distributed. Flyers are also going out to the households and the commercial 
units in the catchment area of the Centre. The Major Projects Manager is also 
working with Arun Youth Projects and the Littlehampton Academy to get the 
views of young people. This part of the exercise is taking place during the week 
commencing Monday 11th February and will be followed by community events 
that will be held at the Keystone Centre the following week aimed at businesses 
and residents in the catchment area. The closing date for comments is 8th 
March. 

 
3.5 The feedback generated by the community engagement exercise will be 

reported to Full Council in March when approval will also be sought regarding 
the scope of the feasibility study. The outcome of the feasibility study will be 
reported to both Council’s in June this year. This will be a critical decision for 
both Councils who will also be asked to approve the scope and outline design 
for the redevelopment of the Centre including a final budget for the project. 

  
4. Financial Implications 
 
4.1 Printing, distribution and publicity costs to date amount to £560. These costs 

are, in the first instance being met from funds remaining (Circa £2,000) in the 
Community Rights Programme Budget which remain unspent following earlier 
research on a similar project. Once the project has been defined and budget 
agreed, this budget will be transferred over. 
 
 
Peter Herbert Juliet Harris 
Town Clerk  Major Projects Manager  
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DRAFT KEYSTONE PROJECT TIMELINE

Approval Milestones / Decision timetable ADC & 
LTC Dec.18/Jan.19 

Mechanism / Decision maker End Jan.2019 

Consultancy / support requirements Jan.Feb2019
Project Initiation - including completion of PI 
Document Jan. to March 2019 

Informal stakeholder consultation to get community 
buy in Jan/Feb.2019
Consider whether to do Design & Build or separate 
design and separate build

End March.2019 

Explore Planning Options End March.2019 

Formulation of legal status / conditions End March.2019 
Funding options March / April.2019 
Recommendation to build following informal 
consultation

End March.2019 

Feasibility study /Design work Jan to June.2019
Draft scope of feasibility study for tender

Jan. to March 2019 

Scope of tender agreed March.2019

Select & appoint feasibility consultant April/May.2019

Agree final draft of feasibility study June.2019

Formal stakeholder consultation July / Aug /Sept.2019
Detailed Design Sept.2019

Decision on final design and costs Oct.19
Construction
Planning approval Dec.19/Mar.20
Tender to Appt. builder March/April.2020
Select & appoint April.2020
Build June- Sept.2020
Handover new premises & demolition of old centre Oct.2020

Appendix A 
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Date (s) Activity Audience Comments 
Week 
Commencing 
Monday 11th 
Feb.19 

Throughout the week 
flyers to be included in 
Progress distribution going 
to households & trading 
estate in catchment area of 
KC highlighting community 
engagement sessions  

• Tues 12/2 – TLA
Assembly – brief
presentation of the concept
& invite to lunchtime open
session in the Chapel for
questionnaire, feedback &
seek volunteers to represent
youth views on a project
focus group.

• Wed 13/2 – AYP Flintstone
Session @ KC -6-9pm

• Thur 14/2 – AYP Juniors
Session @ KC 3-6pm

All households in 
the catchment 
area of the Centre 

Young people 

JH attending all 
with AYP support 

Website & 
facebook prompts 
planned 
throughout 

ALL WITH SAME 
OBJECTIVE – 
questionnaire, 
feedback & 
project focus 
group reps. 

Week 
Commencing 
Monday 18th 
Feb.19  

Posters @ site 

1. Tues 19/2 – Evening 6-9pm
@KC

2. Wed 20/2 – 3-6pm @KC
before youth session starts

3. Thur 21/2 – 10AM – 12
session @KC before youth
sessions starts

The Community 

1. JH & Cllr
support
throughout

2. JH & Rep. ADC

3. JH & Cllr
support
throughout

Open forums on 
the back of or 
before KC 
sessions open to 
all residents 
ALL WITH SAME 
OBJECTIVE – 
questionnaire, 
feedback & focus 
group reps. 

Others: 
Monday 25/2 WSCC Young Carers session 

@ KC 6.30-8.30pm 
Young people 
JH & AYP support 

Monday 4/3 5-6pm KCMC mtg KCMC  
Town Clerk & JH 
to attend 

Appendix B 
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