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______________________________________________________________________________ 

6th March 2020 

Notice is hereby given that there will be a meeting of the COMMUNITY 
RESOURCES COMMITTEE held in the NEW MILLENNIUM CHAMBER, MANOR 
HOUSE, CHURCH STREET, LITTLEHAMPTON on THURSDAY 12TH MARCH 
2020 at 6.30pm 

Committee: Cllrs B Blanchard-Cooper 
(Chair), C Blanchard-Cooper, 
Molloy, Seex, Squires, Tandy 
and Turner 

PETER HERBERT 
Town Clerk 

AGENDA 

2019/2020 

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 Committee 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 all members of 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 B Blanchard-Cooper is a Member of Arun District Council

• Cllr C Blanchard-Cooper is a Member of Arun District Council
• Cllr Seex 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 13th February 2020, circulated
herewith (pages 3 - 9). 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. CHAIR’S REPORT AND URGENT ITEMS

7. 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.

8. OFFICER’S REPORTS
8.1 
8.2 
8.3 
8.4 
8.5 
8.6 

Standing Orders / Urgent Action – to note the attached report (pages 10 - 11). 
Museum Periodic Report – report attached (pages 12 - 25).
Events Periodic Report – report attached (pages 26 - 41).
Visit Littlehampton – report attached (pages 42 - 44).
Holiday Activities Support (HAS) Grants – report attached (pages 45 - 49). 
Keystone Centre – oral update  

9. FINANCE
9.1 Committee Budget Monitor 2019/20 – report attached (pages 50 – 53).

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 the COMMUNITY RESOURCES COMMITTEE held in the NEW 
MILLENNIUM CHAMBER, MANOR HOUSE, CHURCH STREET, 
LITTLEHAMPTON on THURSDAY 13TH FEBRUARY 2020 at 6.30PM 
 

Present: Cllrs B Blanchard-Cooper 
(Chair), Buckland, Chace, 
Molloy, Tandy and Turner 

 
2019/2020 
 
47. EVACUATION PROCEDURES 
 The evacuation procedures were noted. 
 
48. FILMING OF COUNCIL MEETINGS USE OF SOCIAL MEDIA AND 

MOBILE PHONES 
The procedures were noted. 

 
49. APOLOGIES 

There were apologies from Cllrs C Blanchard-Cooper, Squires and 
Seex with Cllrs Buckland and Chace attending as substitutes.  

  
50. 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 
point.  

 
51. MINUTES 

The Minutes of the meeting held on 5th December 2019 (previously 
circulated) were confirmed as a true record and signed by the Chair. 

 
52. CHAIR’S REPORT AND URGENT ITEMS 
52.1 Notice of Written Question  
 Pursuant to Section 8b of the Town Council’s Standing Orders the 

following questions had been submitted to the Committee by Councillor 
Tandy.  

1. What date was the renewed service funding agreement entered into 
between the Town Council and All Saints Church for the Wick 
Information Centre (WIC) going forward? 

The new SFA for 2020/23 has not yet been signed. It is envisaged this 
will happen soon now that the service had been relocated. 

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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2. Has the level of service stipulated in the Service Funding Agreement 
changed in any way from the previous Service Funding Agreement to 
the renewed Funding Agreement? If so, please can the changes be 
detailed (if necessary, as an exempt report to Councillors). 

Following a review undertaken by the Management Committee, the 
Service has been adapted and will see the opening hours reduced from 
20 hours per week to 8 hours per week spread over the two busiest 
days (currently Tuesdays and Thursdays).  

3. If there have been changes to the level of service to be provided as 
part of the agreement, who was consulted on the change in the level of 
service? 

The Wick Information Centre (WIC) undertook a major independent 
review of the service previously provided and this led to the proposed 
reduced service. This was necessitated by the ending of the Section 
106 funds that had been used to support the Service. As previously 
explained to Members this does mean that the Town Council is paying 
more for a reduced service opening hours but does mean that the WIC 
Service does not fold. 

It was RESOLVED that: 
 

The update be noted.  
 
52.2 Small Arts Grant Application 

The Assistant Town Clerk reported that a late application had been 
received from Blueprint 22 requesting grant support for an arts project 
involving vulnerable adults and the elderly in Littlehampton. This was 
an intergenerational project involving a workshop and visits to isolated 
and elderly people based in Littlehampton. The group had already 
raised £200 of the £450 required to fund the project. Members 
supported the project and it was therefore RESOLVED that: 
 

Authority be delegated to the Town Clerk 
in consultation with the Chair of the 
Committee to approve the Grant 
application of £250 to meet the costs of 
running the art session workshop.  

 
53. PUBLIC FORUM 

There were three Members of the Public present. 
53.1 Councillor Price addressed the Committee from the public gallery. 

Regarding the VE Day celebrations, Councillor Price shared her strong 
support for the nationwide screening of the Royal Albert Hall Concert 
and urged the Committee to support it being shown in the Windmill 
Theatre on Friday 8th May 2020.  

53.2 Mr Chester addressed the Committee and began by congratulating 
Councillor Molloy on her recent fundraising efforts. Regarding the 
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Museum Report, he acknowledged the progress that was being made 
with the Collections Documentation Project. He welcomed the news 
that the Iron Age Warrior would eventually be homed in the 
Littlehampton Museum and commented that it would be a real asset to 
the collection. Lastly, observing the application for events support from 
the Lions for their annual charity fayre in the High Street, Mr Chester 
was reminded that the town centre public realm was about to undergo 
significant change and he looked forward to seeing the final designs for 
this. The Chairman thanked Mr Chester for his comments which were 
noted. 

53.3 Mr Ellis also addressed the Committee on the matter of the impending 
Town Centre improvements, the plans for which he hoped were not 
“set in stone” and he urged Members to monitor this. Referring to the 
discussion at the last meeting regarding Seafront Shelters, Mr Ellis 
asked if there had been any progress on this. The Chairman thanked 
Mr Ellis for his comments which were noted and confirmed that he 
would follow up the matter of the Seafront Shelters with the District 
Council.  

 
54. SPORTS FORUM 

The notes of the meeting held on 27th January 2020 were noted and no 
questions were raised. 

 
55. COMMUNITY EVENTS FORUM 

The notes of the meeting held on 4th December 2019 were noted and 
no questions were raised. 
 

56. ALLOTMENT WORKING GROUP 
The notes of the meeting held on 16th January 2020 were noted and no 
questions were raised. 

 
57. OFFICER’S REPORT 
57.1 Museum Periodic Report  
57.1.1 The Committee received a report (previously circulated) that provided 

information on the visitor figures, an update on Museum activity  and 
progress with the Collections Documentation Project. In addition, the 
Committee was asked to consider a proposal to create the Friends of 
Littlehampton Museum. It was noted that the group aimed to provide 
support to the Museum, ranging from promotion to assisting with 
events and research. The Committee was broadly supportive of the 
principle of establishing a Friends group for the Museum and 
considered it prudent to set out the terms of engagement by way of a 
Memorandum of Understanding.  

57.1.2 The Committee proceeded to consider recommendations regarding the 
acquisition of two items for the collection. These were supported and it 
was also agreed that the recommendation to decline the collection of 
coins be approved. Finally, Members were content to approve the 
closure of the Museum for the annual Armed Forces Day and Town 
Show events as the Museum team would be present at both. It was 
therefore RESOLVED that: 
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1. The Museum update and progress with 

the Collections Documentation Project 
be noted. 

2. The Museum Action Plan be noted.  
3. The recommended acquisitions of 

items be approved. 
4. The Friends of Littlehampton Museum 

proposal be approved, and authority be 
delegated to the Town Clerk to 
negotiate a mutually agreeable 
Memorandum of Understanding. 

5. The closure of the Museum for the 2020 
Armed Forces Day and Town Show be 
approved. 

6. The contents of the report be otherwise 
noted.  

 
57.2 Events Periodic Report 
57.2.1 The Committee considered a report (previously circulated) which set 

out proposals for various upcoming events for Members to consider 
and updates on the progress of the 2020 events’ programme. The 
Committee proceeded to consider the recommendations as presented 
in the report. 

 
57.2.2 Charity Pancake Olympics  
Councillors Chace and Molloy declared personal and prejudicial interests as 
they were both participating in and had entered teams into the event and they 
both left the meeting at 6:47pm while this item was discussed.  

Observing the progress with plans for the event and its popularity, 
Members considered it important that the prizes awarded were 
maintained as in previous years. Noting that efforts to source 
sponsorship for the prizes would continue, it was therefore RESOLVED 
that: 

The prizes package for the Pancake 
Olympics event 2020 be set and prizes 
awarded for first, second and third places 
in the amount of £100, £75 and £25 
respectively.  

 
Councillors Chace and Molloy re-joined the meeting at 6:50pm. 
 
57.2.3 VE Day 
 The Committee noted progress with the activities planned to 

commemorate VE Day. Whilst some disappointment was expressed 
that a specific event was not planned for the day, it was acknowledged 
that nationwide celebrations were focused on street party activities and 
independent initiatives were emerging. It was noted that the Town 
Council was publicising information and guidance and that further 
support was available through the Community Resources Initiatives 
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and the Events Support budgets. The Committee was very supportive 
of the Windmill Theatre screening the Concert that was planned at the 
Royal Albert Hall and agreed in principle to provide additional support 
through the Community Resources and/or Events support budgets if 
required. It was therefore RESOLVED that: 

 
1. The progress with the plans to 

commemorate VE Day be noted. 
2. Officers continue to work with the 

Windmill Cinema to secure a screening 
of the Royal Albert Hall Concert at the 
cinema on Friday 8th May 2020.  

 
57.2.4 Screen on the Green 
 It was noted that VJ day fell on the same day as Screen on the Green 

this year and Members were keen to explore any pre-screening 
entertainment which could celebrate this. It was suggested that Officers 
work with LOCA to investigate options for pre-screening entertainment 
using the Stage by the Sea venue. Regarding the screen, in view of the 
potential size of the audience, the larger size display was considered  It 
was RESOLVED that:  

 
1. Officers investigate pre-screening 

entertainment for Screen on the Green 
to tie into VJ Day celebrations.  

2. Quote 1 for the Screen for Screen on 
the Green (Paragraph 3.4.3 of the 
report) be approved. 

 
57.2.5 Armed Forces Day 
 The Committee received information regarding the plans for Armed 

Forces Day on Saturday 27th June 2020. Members were asked to 
consider options regarding hospitality for VE Day Veterans on the day. 
These ranged from utilising the Town Council’s dedicated marquee 
with refreshments supplied by the Scouts, to acquiring a bigger 
marquee and arranging a catering service. Members proceeded to 
discuss the options and considered it important that ground cover was 
provided as protection against the elements with reasonable catering, 
sufficient to support both the Veterans and visiting dignitaries on the 
day. In this respect, Members considered it appropriate that the 
catering included light refreshments (tea and coffee served in china 
and biscuits/pastries) and that the larger marquee be provided. In all 
other respects, the progress with the plans for the event were 
supported, including the booking of the Stunt Display Team and the 
Static Spitfire MK I/II Replica. Members also requested that Officers 
explore options to provide water refill stations at the event with 
Southern Water. It was therefore RESOLVED that: 
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1. Hospitality for Armed Forces Day be 
explored as set out in paragraph 57.2.5 
above. 

2. Officers to explore options to provide  
water refill stations with Southern 
Water. 

3. R5 Air displays be approved as Flying 
Director for Armed Forces Day. 

4. The stunt display team and static 
spitfire be approved and booked for the 
event.  

 
57.2.6 Events Forum 
 The Committee received an application from the Littlehampton District 

Lions Club to stage a Charity Street Fayre in the Town Centre in May 
2020. Funding in the sum of £750 was requested to provide 
entertainment at the event and produce publicity. It was noted that if 
approved, the funding would be made available from the Event Support 
Budget. Members supported the application  and it was therefore 
RESOLVED that: 

 
The application by the Littlehampton 
District Lions Club for Event Support for 
the Spring Charity fayre 2020 in the sum of 
£750 be approved.   

 
57.3 Christmas Lights Contract 

The Committee considered a report (previously circulated) regarding 
the Christmas Lighting contract which ended after the 2019 display. 
The contract was due for re-tendering however, in view of the 
regeneration proposals planned for the Town Centre, it was proposed 
that the contract be extended for a further year. Members considered 
this was a sensible course of action and it was therefore RESOLVED 
that: 
 

The Christmas lighting contract with Event 
Power Engineering be extended for a 
further year. 

 
57.4 Youth Services Contract 
Councillor Tandy declared a personal  interest in the following item as an 
employee of the Littlehampton Academy and as Treasurer/ Secretary of the 
Keystone Centre Management Committee as both organisations were 
referenced in the report relating to this item.  
 
57.4.1 The Committee considered a report (previously circulated) which set 

out the basis of the contract with Arun Community Church who 
operated the Town Council’s youth service. The current contract was 
for three years and was due to come to an end in September 2020. 
The Committee was asked to consider any changes to future service 
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provision for inclusion in the exercise to re-tender the contract. 
Members were very pleased with how the outsourcing of this service 
had worked. However, in view of the value of the contract and 
importance of the service it was considered prudent to test the market. 
Members also acknowledged that re-tendering the contract would 
provide the opportunity to explore more options in terms of service 
provision. In particular, Members were keen to investigate opportunities 
for increased outreach work and weekend sessions.   

57.4.2 It was noted that the Town Council received a monthly report on 
activities which was shared with Members of the Committee. Members 
wished to have a better understanding of the impact of the service and 
sought the inclusion of information regarding retention/drop out rates 
and the use and take up of the bursaries schemes. The Committee 
also considered it would be beneficial for the monthly repots be shared 
with all Members of the Council in future. It was therefore RESOLVED 
that: 
 

1. The criteria for the Town Councils 
Youth Services contract be expanded 
as set out in paragraph 57.4.1 above.  

2. The monthly reports from AYP be 
revised to include the information as 
set out in paragraph 57.4.2 above and 
circulated to all Members of the 
Council going forward. 

 
57.5 Keystone Centre  

The Assistant Town Clerk reported that the consultant to carry out 
feasibility study would be appointed at the beginning of March. It was 
envisaged that design options for the new centre would be presented 
to Members in the June 2020 Committee cycle. It was RESOLVED 
that: 
 

The update be noted. 
 
58. EXEMPT BUSINESS 
 There was none.  

 
The meeting closed at 7:48pm. 

 
           
                                                                            ___________________ 
           CHAIR 
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G/Committee/ Urgent Actions / Urgent Action Checklist  

STANDING ORDER 36 – URGENT ACTION 
 
Standing Order 36 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 DEPUTY TOWN CLERK 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 of expenditure Re: Public Notice for 
the retendering of LTC Youth Services 
Contract 

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 retendering of the Town Council’s Youth 
Service Contract is subject to a tight 
timescale as it may affect staff who are 
employed by the current contractor. The 
Town Council’s Financial Regulations require 
that contracts above a of £60K be advertised 
in one or more local papers circulating in the 
District giving at least 10 days’ notice. 
(FR13.7) 

3a WHAT ARE THE FINANCIAL 
IMPLICATIONS?  

Total cost of Public Notice is £338.20p 

3b HAS A BUDGET BEEN APPROVED?  No 

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

P82 Subs EMR (£3,251.09p available) 

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 
RFO THE TOWN CLERK IS THE 
DEPUTY RFO.  

See below. 
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G/Committee/ Urgent Actions / Urgent Action Checklist  

*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)? 

CRC 

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?  

N/a 

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

N/a 

8 
 

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

N/a 

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

N/a 

10 HAVE APPROPRIATE RISK 
ASSESSMENTS BEEN UNDERTAKEN? 

N/a 

11 DATE OF CONSULTATION WITH CHAIR 2/3/2020 

12 SIGNATURE OF CHAIR 
 

3/3/2020 

13 DATE OF DECISION 
 

2/3/2020 

14 SIGNATURE OF TOWN CLERK 
 

3/3/2020 

15 SIGNATURE OF RFO  
(If required under 3e) 

2/3/2020 

16 DATE REPORTED TO COUNCIL/ 
COMMITTEE 

CRC 12/3/2020 
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Littlehampton Town Council 
 
Non-confidential 
 
Committee:  Community Resources Committee  
 
Date:   12th March 
 
Report by:  Town Clerk 
 
Subject:  Museum Periodic Report 
 
1. Summary 
 
1.1 The report contains: 
 

i. Museum Update 
ii. Visitor figures 
iii. Website update 
iv. Acquisitions report 
v. Update on the Collections Documentation Project 

 
2. Recommendations 
 
2.1 The Committee is RECOMMENDED to: 
 

1) Note the museum update and progress with the Collections Documentation 
Project 

2) Note the updated Museum Action Plan  
3) Consider and approve the recommended acquisitions of items listed in item 

7. 
4) Otherwise note the report 

 
 

3. Museum Update 
 
3.1 In the last week in February the Museum welcomed three Reception classes 

from White Meadows Primary School to take part in Butterfly workshops. The 
Museum developed a workshop using the Butterfly Collection as the inspiration 
and using funds from the Places of Science Grant to purchase craft supplies. 
The workshops were a pilot to see how the museum can use the previously 
underutilised butterfly collection with school groups moving forwards. The 
sessions were a success and excellent feedback has been received from the 
school.  

 
3.2 Two new volunteers have been recruited to work on the Documentation project 

who will start with the Museum the week commencing 9th March. 
 
3.3  The Museum have created two new displays within the Museum which are 

object focused. One is titled Treasures from the ground and includes the 

12



 

 

recently acquired Posy Ring and highlights some of the other items that have 
been donated to the Museum as a result of the Portable Antiquities scheme. 
The other display is titled ‘welcome to the 20s’ and focuses on photographs and 
items taken out of store which relate to Littlehampton in the 1920’s. These 
displays will be part of the 2020 programme of rotating displays featuring items 
from the Collection Documentation Project. 

 
3.4 During February the Museum Team have been giving the Gallery cases a clean 

and documenting the items within at the same time. This is part of the new 
housekeeping plan that was created in 2019 and means that the cases will be 
cleaned annually. 

 
3.5 On February 15th the Museum welcomed the Littlehampton History Research 

Group to do a second public talk on their book Famous Faces of Littlehampton. 
Fifteen people attended this talk and it was very well received. The Museum’s 
next public talk will take place on the 17th April and will be on Natural History.  

 
3.6 On the 28th February the Curator met with the Littlehampton History and 

Research Group to discuss the creation of a Memorandum of Understanding 
between the Town Council and the Friends of Littlehampton Museum group. 
The group aims to have a working document to submit to CRC in April 2020. 

 
 
4. Visitor Figures. 
 
4.1 Please see below the latest figures showing visitors to the Museum and 

museum outreach such as school workshops, visits and loan boxes–Figures 
were last updated on Saturday 29th February. 

 
 

Year 
 

Jan Feb March April May June July August Sept Oct Nov Dec Total 

2017 298 356 453 698 550 856 750 882 719 594 480 245 6,881 

2018 562 567 576 651 604 1054 553 818 599 581 974 190 7,729 

2019 263 473 434 812 439 998 634 654 517 498 302  197 6,221 

2020 332 491           823 

 
 
 

4.2 February was quiet, but we had a busy half term. With the Museum running 
some craft activities and having two spaces where families could do self-led 
activities worked well and we received many positive comments from families. 
The Museum has also had a good uptake on Museum loan boxes being used 
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by several schools so far this year as well as our recent visits from White 
Meadows Primary School. 

 
  
 
5. Website Update 
 
 
5.1 The Museum have now begun creating content for the new website. The 

Curator, in conjunction with the Communications and Marketing Manager, has 
created a wireframe for each page of the website and the website developers 
are now developing a staging site. Once this staging site has met with approval 
from the Museum and Communications teams, the Museum will begin to upload 
their content to this new site. The aim is to launch the new website in April. The 
website address will remain the same. 

 
 
6. Update on the Collections Documentation Project: 
 
6.1 Progress on the Project was slow over the past month due to a new member of 

staff starting and a shortage of volunteers. The team have also been coming 
across many objects which already have records on modes but where the 
records are incomplete and do not meet spectrum standards. This work does 
not increase the volume recorded on Modes but is essential to avoid 
duplication. There are now 20,649 records on modes which is 68.79 % of the 
30,000 total to be catalogued. Please see Appendix B for an overview of the 
figures. 

 
6.2 The Collections Documentation Officer is carrying out an audit to ascertain how 

much of the collection remains to be documented. The audit involves digitising 
an accession register from each collection type and then auditing it to see how 
many of the records are on Modes. This will provide a more realistic 
assessment of how much of the Collection still has to be documented. 

 
6.3 A visit from the structural surveyor has confirmed that the flooring in the 

Stanford room would need to be strengthened in order to add further racking to 
increase storage space for the Museum. The Curator has received costs for 
this which will be presented at the end of the Project alongside a review of the 
storage requirements for consideration in line with the recommendations of the 
working group. In the meantime, the Museum team will utilise the room for 
storage but take into consideration the maximum floor load as recommended 
by the structural surveyor. 

 
6.4 Please see attached Appendix A the updated Museum Action Plan which 

shows progress for the project so far. 
 
7. Museum Acquisitions Report 
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7.1 The Museum has been offered several items including a collection of postcards 
and miscellaneous items which were previously displayed on the walls of Manor 
House. A full list with recommendations can be found in Appendix C. 

 
8. Financial Implications 
 
8.1 The activities for Places of Science will be covered by the Places for Science 

Grant money which is set at £875.  
 
8.2 The new acquisitions would require new boxes for storage and therefore there 

is an associated cost involved. New boxes are being purchased as part of the 
ongoing collections documentation project and this would come from the 
£10,000 collections management budget for 2019/2020. 

 
Peter Herbert 
Town Clerk 
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Appendix A  RESPONSIBLE STATUS START END NOTES 

Goal #1:  Documentation of 

Collections 
          

Audit collection on MODES to create 

new project timeline and new action 

plan 

CDO/Curator Complete May 2019 August 2019 

• action plan updated to be approved by 

Town Clerk.  

• New timeline to be created 

All Items in the collection accessioned 

and correctly entered into MODES to 

SPRECTRUM 5.0 standards. 

Museum 

Team 
In progress 2016 Spring 2021 

• Monthly Museum Team target of 1,000 

records created on MODES 

• Individual staff targets monitored weekly  

• Weekly spot checks undertaken of records 

made to ensure high standards 

• Regular review of Action Plan progress at 

CRC. 

Newly accessioned items to be recorded 

within 6 weeks  

Museum 

Team 
Complete May 2019 

December 

2019 

• Curator and CDO to look at the 

acquisition’s procedure. 

• Team to ensure all items are processed in a 

timely manner to avoid adding to backlog. 

• All items now processed and procedure in 

place to ensure that all new items are 

catalogued within 6 weeks. 

Goal #2:  Collections Management 

and Storage 
          

Make use of temporary storage space -

Gladden Room 
Curator In progress May 2019 Spring 2020 

• rearrange space to better suit collections 

storage 

• Move items to Gladden that are to be 

deaccessioned. 

• The reference collection is now fully 

documented and has been moved the 

Gladden. During January we will access 

which books will be kept and which we will 

deaccession – The Museum team is now 

working to create a list of books to 

deaccession which will be submitted to 

CRC.   
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Create plan and Budget for use of 

£10,000 collections management budget 
CDO/Curator Complete July 2019 

September 

2019 

• Create a plan for use of 10,000 budget to 

be able to improve collections care and 

storage within the building. 

Art Storage to be reviewed in 2019/20 Curator Complete May 2019 
February 

2020 

• Focus on objects to be highlighted for 

disposal at end of project to free up storage 

space. 

• The Curator has started to look at this and 

has started by focusing on addressing the 

current storage within the room – the 

Archives and Exhibitions officer has been 

working through the room methodically 

reboxing items and replacing housing 

where needed. This is a slow process but has 

helped to give a better idea of how much 

of the collection needs rehousing and 

allowed us to budget for new housing for 

the costume collection in the future. 

 

• A review of the art store has taken place 

and the Curator has determined that more 

research would be needed into the artwork 

in order to deaccession or dispose of items 

as more provenance information is needed. 

It is recommended that an art specialist be 

sought in the future to help with this. 

 

• New storage items have been ordered to 

store the costumes – this should free up 

space on the racking and provide more 

space. 

 

• Some small additions to this space could be 

added to increase picture storage such as 

a picture rack being added to the west 

wall. 

 

• Going forward the Curator recommends 

that no artwork is accepted into the 

collection if it is a large framed artwork as 

there is no room to store these.  
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Goal #3: Museum Staff and Volunteers           

Museum staff and volunteers trained to 

use MODES 
CDO Complete 2018 May 2019 

• All Staff undertook modes training in 

January 2020 which was delivered by 

modes and has given all staff a better 

understanding of how the system works and 

how to use it effectively within the 

documentation project.  

• Volunteers are trained as needed. Those 

working on the system have all been fully 

trained. 

Future volunteers will be trained by the 

CDO.  

Museum Staff trained in good practice of 

packaging items. 
Curator Complete 2018 

January 

2020 

• The Curator will run collections care training 

for volunteers when needed and staff will 

either go on training where possible or be 

trained by the Curator. 

• All volunteers now undertake an online 

training course develop by the museum of 

London before handling or packing any 

items from the collections. 

• Team attended training in January 2020 at 

Arundel Museum run by Sussex Museum’s 

group as well as a session on 

archaeological material from the Society for 

Museum Archaeologists in February. The 

member of staff attending will cascade the 

information to the rest of the team. 

The CDO has also been awarded a CPD 

grant to attend a 2-day course on 

Collections Management in April 2020 – 

again this information will be cascaded to 

rest of the team. 
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Museum staff trained to inventory mark 

objects 
Curator Complete 2018 April 2019 

• Instructions saved G drive for future 

reference and Curator/CDO doing regular 

checks. 

New volunteer pack created CDO Complete 2019 August 2019 
• create a new set of forms and admin for 

volunteer recruitment and induction. 

Update and improve volunteer 

management policies 
Curator Complete July 2019 

September 

2019 

• look at volunteer journey and create plans 

for volunteer journey including volunteer exit 

procedures etc. 

• New volunteer policy to be created 

• All Policies created and new process now in 

place. 

New volunteer recruitment  Curator Complete May 2019 
December 

2019 

• New role Profiles were created, and new 

volunteers have been recruited.  

• We now have someone in every day of the 

week working on the CDP. 

• We are also recruiting for Collections Care 

volunteers (advertised on VAAC) we have 

two new volunteers starting in March.  

Staff team training requirements 

monitored 
Curator In progress May 2019 Ongoing 

• Museum Staff Team to be assessed by the 

Curator as part of 1:1s and appraisals 

• New induction documentation on correct 

methods of working with the collection to 

be provided to new Staff & Volunteers. 

• Periodic spot checks to be made of 

Volunteer’s work to ensure the integrity of 

the collection. 

 

 

  

Goal #4: Plans and Policies           

Submit new Plans and Policies to CRC 

ahead of Museum Accreditation. 
Curator Complete May 2019 

September 

2019 

• New Policies and Plans were re written in 

line with current accreditation standards 

including a new forward plan which 

focused on the delivery of the project. 

• Accreditation was submitted in October 

2019 and is currently being reviewed by the 

Arts Council. The result of the Museums 
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application will hopefully be known by April 

2020.  

Create a rolling action plan and submit 

to CRC 
Curator In progress May 2019 On going 

• Action plan is updated regularly and 

submitted to CRC at each meeting.  

Housekeeping policy to be created 
Curator/TC/A

EO 
Complete July 2019 

September 

2019 

• New housekeeping policy now in action 

with regular cleaning in place of cases, 

galleries and stores. 

Goal #5:  Budget and resources           

CRC to supply resources needed to 

complete the project 
CRC Complete 2018 April 2019 

• Earmarked reserves for collections 

management for 2019/2020 budget 

MODES to be upgraded CDO Complete June 2019 June 2019 

• New updates facilitated by CDO 

• Changes to use of MODES disseminated by 

CDO 

• CDO to maintain good communication links 

with MODES team 

Goal #6: Sharing our work           

Share work online via Social media and 

website 

Museum 

Team 
Ongoing 2016   2021 

• Regularly update website with information 

on the project. 

• Update subject areas with more information 

when possible. 

• Regular social media posts relating to the 

project. 

Work in front of the public and organise 

opportunities for engagement 

Museum 

Team 
Ongoing 2016   2021 

• Work in the Butterworth in front of the public, 

showcasing the project work. 

• Organise events and activities to highlight 

the project. 

• Object handling sessions now take place on 

the first Saturday of the month. 
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• New talks programme to highlight the work 

of the museum and of the project.  

Temporary displays of new objects/CDP 

discoveries 

Museum 

Team 
On going  2016  2021 

• Update displays with new objects as part of 

the project. 

• New displays include, welcome to the 20’s, 

treasures from the ground and our 

Butterworth butterflies. 

• Typography exhibition completed with items 

from the stores. 

• New exhibitions being planned for 2021 to 

include stored items. 
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Appendix B: Collections Documentation Project Stats 
 
Figures up to date at time of writing – 29th February 1.30pm 
 
 

 
 
 
 

 
 

 
 
 
 

 
 
 

Current Total = 20,649 records on MODES which represents 68.79% of the 30,000 target for the 

project. 
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 Appendix C – 
Potential New 
accessions 

   

 Object Name and 
information 

Photograph Curator 
Recommenda
tion 

Link to Collecting Policy 

1. Post cards – a large 
collection of postcards – 
many with writing on the 
reverse recording holidays 
in Littlehampton 
throughout the early 1900’s 
– early 2000s 

None available 
 
 

 

 
 
Recommendation: 
Accept 

Many of the  postcards have views on 
which do not currently exist within the 
museum and the writing on the 
reverse of the postcards provides a 
unique view into the history of holiday 
making in Littlehampton.  

2. Selection of Ship crests 
which were found in the 
offices of Littlehampton 
Town Council 
 

 

Recommendation: 
Accept 

It is assumed these have been given 
to the Town Council over the years by 
visiting naval vessels, but this is 
unclear with most of the crests as no 
information is known about them 
having been discovered in a 
cupboard.   Whilst the 
recommendation here is to accept 
these items the Curator wishes it to 
be noted that it is important that 
donations like these are considered 
carefully as the Museum has very 
limited storage space remaining for 
wall mounted objects. 

23



 

 

3. 2 x Town Council 
certificates found in the 
offices of Littlehampton 
Town Council 

 

Recommendation: 
Decline 

As certificates for the Town Council 
are a common occurrence it would be 
unwise for the Museum to accept all 
certificates. As the reason for the 
awards will be present in Committee 
minutes and space within the 
Museum is limited it is recommended 
to decline. The certificates are also in 
bad condition after years of being on 
a wall, the one in the red frame has 
signs of old mold growth. If a more 
visual record is required digital copies 
of the certificates could be kept. 

4. Progress Plaque – given to 
Mayor or Eindhoven in 
1991 found in 
Littlehampton Town 
Council Offices – still in 
original box. 

 

Recommendation: 
Decline 

This is not a unique example of this 
plaque within the collection and as 
the collecting policy states that the 
Museum should not collect duplicates 
it is recommended to decline. 
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5. Derry city council plaque 
found in Town Council 
Offices 

 

Recommendation: 
Decline 

No provenance information and no 
knowledge of why it might be 
important to retain such a plaque. 
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LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential 

Committee: Community Resources 

Date:   12th March 2020 

Report by: Town Clerk 

Subject: Events  

1. Summary

The report reviews this year’s Pancake Olympics, sets out an 
application for event support funding and seeks approval regarding 
elements of Armed Forces Day, Screen on the Green and for the VE 
Day commemorations.

2. Recommendations

The Committee is RECOMMENDED to:

(1) Note the outcome of the Charity Pancake Olympics as set out in 
paragraphs 3.1.1 to 3.1.5.

(2) Approve the request for event support funds as summarised in 
paragraph 3.2 and Appendix 2.

(3) Note the update on Armed Forces Day Event plans (Paragraphs 
3.3.1 to 3.3.2 refer).

(4) Approve the provision of light refreshments at Armed Forces 
Day as part of the VE Day Commemorations (Paragraph 3.3.3 
refers).

(5) Approve quote 1 for the provision of toilets at Screen on the 
Green (Paragraph 3.5.2 to 3.5.3 refers).

(6) Approve the terms and conditions for catering pitch provision at 
events (Paragraph 3.6.1 refers).

(7) Otherwise note the report.

3. Background

3.1 Charity Pancake Olympics 
3.1.1 The eleventh Charity Pancake Olympics were held on Saturday 22nd 

February 2020 in the High Street with a total of 12 teams taking part, 3 
of which were new to the competition. The teams were made up of a 
mix of adults and children representing businesses, charities and local 
organisations.  

3.1.2 The teams competed in three categories including curling, pancake 
flipping and relay. Each category had a heat, semi-final and final with 
the winners and two runners-up receiving medals. Points were 
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awarded throughout the competition with the top three teams receiving 
the overall winner and runners-up medals. 

3.1.3 Officers were unable to source sponsorship for the Gold and Silver 
packages this year so £175 of prize money was provided by 
Littlehampton Town Council. The Bronze prize was sponsored by the 
Littlehampton Heritage Group. Morrisons supplied the pancakes for the 
event.  

3.1.4 This year’s winners were West Sussex Mind, followed by Morrisons 
and Littlehampton Organisation of Community Arts. Tyndall Jones 
raised a total of £62.12 for the Mayor’s Charities, RNLI and the 
Firefighters Charity. 

3.1.5 CrimsonCraft Audio supplied the audio at the event as part of the 
sound and production tender. The quality of sound was clear 
throughout and worked well in the wet weather. 

 
3.2  Events Support 
3.2.1  Aheadtotoe Hair and Beauty Salon have applied for funding from the 

Event Support budget for a VE Day Celebration. Their request is 
detailed below. Members are asked to consider and approve the 
following proposal (Appendix 2);  

3.2.2  Organisation: Aheadtotoe Hair and Beauty Salon 
Event Title: Vibrant East Street Day  
Event Location: 1-11 East Street  
Proposed Date: 8th May 2020  
Event Aims: To unite the residents of Littlehampton and show 
community spirit in celebration of VE Day.  
Event Description: All the businesses in East street are joining 
together to create a day of fun and to celebrate an event to mark the 
end of WW2 in Europe. Residents will be able to enjoy 1940’s make 
overs, food stalls, VIP high teas, fancy dress competitions, military 
vehicles, parades and more. All the local shops in East Street will be 
open and offering discounted and free tasters. 
Amount requested: £2000 to provide public liability insurance, 
equipment hire, road closures, licenses and publicity materials. 

 
3.3 Armed Forces Day 
3.3.1  Following research into additional attractions for the Event and in 

consultation with  the Chair of the Committee, a twin aircraft stunt 
display, the Sidney Charles Display Team has been booked in . The 
team will perform a routine using different coloured smoke and some 
limited pyros. A display time is yet to be confirmed, members will be 
updated closer to the event date. Officers are still awaiting the outcome 
of the a BBMF flypast bid.  

3.3.2  R5 Air Displays have been contracted as the Flying Display Director to 
ensure the safety of the Aerial Display. A Safety Advisory Group (SAG) 
Meeting is due to take place at Arun District Council in March where 
the Flight Display director will submit the extensive paperwork required 
for the CAA licence.  

3.3.3 A larger marquee has now been booked to accommodate the VE Day 
Commemorations at the event. A local catering business has quoted to 
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provide tea, coffee, scones, cakes and pastries for veterans and 
dignitaries after the Drumhead Service and Parade at a cost of £9 per 
person. The Town Council will provide the power supply and the china 
cups and saucers. It is RECOMMENDED that the Committee approve 
this quote as the company previously supported the event in 2018 and 
their proposal works logistically. 

 
3.4 VE/VJ Day 
3.4.1  At the last meeting Members supported the idea of showcasing the VE 

Day 75 Live From the Royal Albert Hall concert at the Windmill 
Cinema. The Windmill have since confirmed that they will be screening 
the concert at 7pm on Friday 8th May. The screening will bring 
communities together by showcasing a Concert of Commemoration & 
Celebration live from the Royal Albert Hall featuring the Royal 
Philharmonic Concert Orchestra plus very special guests. The event is 
in support of SSAFA.  

3.4.2  The Events Team will create a poster and a website page to list all VE 
Day celebration events in the Town.  

 
3.5 Screen on the Green 
3.5.1 Members previously agreed a shortlist of the following three films to go 

to the public vote; Cats, Aladdin and Ghostbusters. The company 
providing the screen and film license have since informed officers that 
licenses for Ghostbusters are not being issued this year due to the 
release of the new Ghostbusters film this summer. Following 
consultation with the Chair and Vice-Chair of the Committee and the 
Deputy Mayor, Back to the Future will replace Ghostbusters in the 
public vote. 

3.5.2 Quotations have been sourced for the provision of good quality toilets 
similar to last year. Four companies were approached but only two 
have responded so far. Both companies are based in Hampshire and 
have quoted for luxury disabled toilets that match the quality of their 
standard toilets. It is important that disabled guests have an equal 
experience as non-disabled guests. The accessible trailer toilets are 
fitted with a panic alarm, handrails and a baby change facility. It is 
RECOMMENDED that the Committee select Quote 1 as they provide 
the best value for money and have delivered these facilities for the 
event in the past.  

 

Quote Price Products Location Accreditations 

Quote 
1 

£3,821 17 standard toilets 2 
disabled toilets and 1 
attendant 

Hampshire Portable 
Sanitation 
Europe, 
British Toilet 
Association, 
National 
Outdoor 
Events 
Association 

Quote £4,625 18 standard toilets + Hampshire National 
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2 2 disabled toilets and 
2 attendants 

Outdoor 
Events 
Association 

 
3.6 Event Catering Terms and Conditions  
3.6.1 Due to last minute cancellations of catering pitches at Screen on the 

Green in 2019, Officers consider it would be beneficial to introduce new 
terms and conditions in this respect.  This would see the introduction of 
a deposit-based system with partial refunds based on the length of 
notice given should a pitch be cancelled. This is similar to the policy 
applied by the Town Council in respect of the hire of its community 
centres. The full proposed terms and conditions can be seen in 
Appendix 1. Members are therefore RECOMMENDED to approve the 
terms and conditions for catering pitch provision at events. 

  
4. Financial Implications 
 
4.1 A budget of £600 was allocated to the Pancake Olympics from the 

2019/20 Community Budget. Expenditure totalled around £800 and 
income totalled £25 meaning the net expenditure is approximately 
£775. The additional expenditure can be met from underspends in the 
Community Budget. 

 
4.2 A budget of £7,000 has been allocated to the Event Support Budget 

2020/21 of which £6,250 remains. 
 
4.3 A budget of £13,500 has been allocated to Armed Forces Day from the 

2020/21 Community Budget. The provision of light refreshments is 
estimated to cost within the region of £360 and can be met from the 
allocated budget. The event is expected to be delivered within budget. 

 
4.4 £15,000 has been allocated to Screen on the Green from the 2020/21 

Community Budget. The event is expected to be delivered within 
budget. 

 
 
 
 
Peter Herbert 
Town Clerk 
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Appendix 1- Littlehampton Town Council Catering Pitches 2020 Terms and 

Conditions  

To complete any booking at Littlehampton Town Council, you must confirm you have 

read and accepted these terms and conditions.  

1. CORRESPONDENCE 

All correspondence should be addressed to: The Events Team, Littlehampton Town 

Council, Manor House, Church Street, Littlehampton, BN17 5EW. Tel: 01903 

732063. Fax: 01903 731690. E-mail: events@littlehampton-tc.gov.uk 

2. BOOKINGS 

The following procedure for bookings and payment of charges shall apply to all 

bookings. 

a) Before booking a pitch, all traders must complete an application (using the 

appropriate form on the Littlehampton Town Council website) and have been 

accepted.  

b) Pitch reservations must only be made using the online booking form.  

c) Reservations by email are only possible when the online form is not available.  

d) No pitch reservation is made (or payment due) until you have received written 

confirmation from Littlehampton Town Council that your application has been 

approved.  

e) The Town Council reserves the right to charge a deposit of £50, payable 

when the booking is confirmed. The deposit will go towards your pitch fee with 

the exception of Armed Forces Day when your deposit will be refunded.  

f) The Town Council reserves the right to levy an additional charge for any 

services provided at an event that have not been specified by the stallholder 

beforehand. The term “Additional Charges” shall include all costs due from the 

stallholder for breakages, damage and additional caretaking time when the 

stallholder has left the premises in an unacceptable condition.  

2. PAYMENT  

a) Payment will be confirmed by invoice, which will include the deposit and any 

payment due. 

b) The remaining payment (excluding deposit) is due 7 days before the event 

date. 

c) Full payment of the appropriate fee must be made by the date quoted on the 

invoice. Failure to do so will result in in the automatic withdrawal of our offer 

and cancellation of the pitch.  

3. CANCELLATION 

a) Cancellations made with less than 28 days’ notice prior to the event will incur 

a charge of 25% of the pitch fee.  

b) Cancellations made with less than 14 days’ notice prior to the event will incur 

a charge of 50% of the pitch fee.  
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c) Cancellations made with less than 1 week (7 days) notice will be charged the 

full amount of the pitch fee.  

d) 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.  

e) Littlehampton Town Council reserves the right to cancel a pitch booking 

whenever the Management decides that it would be or may be unsafe to 

proceed. If an event is cancelled due to bad weather a full refund will be 

applied to the operator.  

4. TRADING HOURS  

a) Event trading hours are obligatory. 

b) Stallholders should be ready to trade when the event opens. Stallholders who 

arrive after the event has begun will not be able to access the site to trade 

unless previously agreed with the Event Manager.  

c) Stallholders shall not pack down before the event has finished, regardless of 

stock levels or sales.  

d) Stallholders that need to leave the site before the event has ended must 

inform the Event Manager before packing up.  

5. INSURANCE 

a) All stallholders must have a valid insurance policy with Public Liability 

Insurance to at least £5,000,000. Any policy must be submitted with the 

catering application form.  

b) Stallholders are responsible for the insurance and safekeeping of all 

equipment or articles brought onto the site and no responsibility is accepted 

by the organisers.  

6. LICENCES  

a) Alcohol may only be brought to or consumed on the event site with prior 

permission of Littlehampton Town Council. If a stallholder wishes to sell 

alcohol, 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.  

7. CERTIFICATION  

a) All stallholders who sell food or drink products must be registered with their 

local authority and have a valid, nationally recognised food hygiene certificate 

to at least level 2, which is to be submitted to Littlehampton Town Council with 

any application.  

8. SAFE USE OF APPLIANCES  

a) No generators will be permitted without prior authorisation. If a stallholder 

wishes to bring battery powered displays and equipment, it must be agreed in 

advance with the Events Manager. 

b) It is the responsibility of stallholders to ensure that all electrical appliances are 

regularly PAT-tested and have correct, up-to-date certification.  
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c) All generators, LPG containers and heat sources must be segregated from 

the public and be accompanied by the appropriate firefighting equipment. Fuel 

should be stored away from heat sources. If you are cooking or keeping food 

warm on site, please include any fire hazards in your risk assessment.  

9. PERSONAL INJURY AND LOSS OF/DAMAGE TO PROPERTY  

a) The Town Council will not accept any liability for personal injury and loss of/or 

damages to property of stallholders.  

10. WASTE  

a) Stallholders must take any non-customer waste (packaging, cardboard, food 

waste) off- site at the end of the day. 

b) If you are in any way unsure about your responsibilities with regards to Health 

and Safety, please visit the HSE website. 

http://www.hse.gov.uk/catering/index.htm 

11. CONDUCT  

a) All stallholders shall observe and comply with, in addition to these terms and 

conditions, all relevant laws and other directions, codes of practice or 

guidelines imposed by the event organisers and/or other competent authority 

applicable to the event.  

12. COPYRIGHT  

a) There shall be no infringement of copyright during the period of catering and 

the stallholder hereby agrees to indemnify the Council in respect of any 

liability arising from any infringement.  

13. COMPLAINT  

a) Any complaint by the stallholder in respect to the event or of the 

arrangements herewith shall be made to the Town Clerk in writing within 7 

days of the date of the event.  

14. CHANGE OF TERMS & CONDITIONS  

a) The Council reserves the right to amend these Conditions and Regulations at 

any time (providing that the stallholder shall be notified of any such changes) 

and the Conditions in force at the date of the event shall be those applicable 

thereto.  

15. CONTACT  

a) The details you provide will be used by Littlehampton Town Council to update 

you with information about the event and your stall booking. All booking forms 

will be destroyed 1 year after the event. Information relating to financial 

transactions will be retained for a period of 7 years.  

b) The information you provide will be kept secure and will not be passed on to 

any third parties without your consent. Please refer to our Privacy Policy 

which can be found on our website www.littlehampton-tc.gov.uk 
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2020/21 Pitch Fees 

Event  Pitch Fee  Payment Deadline  

Armed Forces Day  £50 deposit (to be 
refunded after event). 
20% of takings on the day 
(to be donated to the RBL 
Poppy Appeal) 

Saturday 20th June  

Screen on the Green  £150+ VAT (£50 deposit 
to be paid before the 
event) 

Saturday 8th August  

Town Show  £150+ VAT (£50 deposit 
to be paid before the 
event) 

Saturday 5th September  

Christmas Lights Switch 
On  

£100 + VAT (£50 deposit 
to be paid before the 
event) 

Friday 13th November  
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LITTLEHAMPTON TOWN COUNCIL     
 
Non-Confidential 
 
Committee:  Community Resources 
 
Date:    12th March 2020 
 
Report by:  Town Clerk 
 
Subject:  Visit Littlehampton  
 
1.  Summary  
 
1.1 The report updates the Committee on the Visit Littlehampton sub-brand 

of the Town Council.  
 

2. Recommendations 
 

The Committee is RECOMMENDED: 
 
(1) To approve the 2020 marketing campaign. 
(2) That authority be delegated to the Town Clerk in consultation with 

the Chair of the Committee to take forward the work on providing 
environmentally friendly branded products to distribute at events. 

(3) Note the financial implications 
(4) Otherwise note the report. 

 
3. Background 
 
3.1  Visit Littlehampton is a sub-brand of the Town Council aimed at 

encouraging visits to the Town and providing information about events 
and activities. The brand is used mostly for digital marketing using 
dedicated website and social media accounts. It is also used for printed 
advertising in tourism focused campaigns.   

3.1.2 One of the main publications published under the brand is the ‘What’s 
On’ guide. The newest edition ‘March – October 2020’ has recently 
been published and will be distributed to local schools and businesses. 

3.1.3 Officers have begun to plan online activity adopting a more coordinated 
approach which has resulted in an increase in followers across social 
media platforms (see the table below).  

 

Platform Followers  
October 2018 

Followers  
March 2020 

Growth 

Facebook 1,808 2,970 1,162 

Twitter 254 404 150 

Instagram 151 547 396 

 
3.1.4 Officers previously moved all event promotions to the Visit 

Littlehampton brand to direct people to a focussed outlet and reduce 
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the duplication of work across the platforms. This has also led to the 
development of a more focussed approach to the listings which are 
now in one place. This has worked well, and more people are viewing 
event promotions on the Visit Littlehampton Facebook page during 
peak season (see the table below).  

 

Event Post Reach Viewed on Event Day 

Armed Forces Day 37,800 4,173 

Screen on the Green 32,900 2,700 

Town Show 31,800 1,312 

Switch on 61,500 4,203 

 
3.1.5 To boost the tourism focus of the brand, a paid Facebook advertising 

campaign was launched during the School Summer Holidays (22nd July 
to 31st August 2019). The campaign was targeted at people aged 25-65 
and cost £160 over a 40-day period and reached 9,960 people. Further 
results of the campaign can be seen in the table below. 

 

Page Likes People Placements Locations 

394 87.7% Women 
12.3% Men 

Mobile App 92% 
Mobile Web 6.9% 
Desktop 1.1% 

England 78.3% 
Scotland 8.1% 
Wales 7.3% 
N Ireland 6.3% 

 
3.2. 2020 Marketing Campaign 
 3.2.1 It is evident from Social Media analytics, customer surveys and the 

online behaviour that digital marketing needs to be increased in order 
to reach a wider audience. The number of people using social media 
platforms continues to grow and there are now 24 million UK residents 
using the platform Instagram for an average of 53 minutes daily 
(Statista.com). The following on the Visit Littlehampton Instagram page 
continues to rise steadily and with the correct photo content, investing 
in cost per click advertising could significantly raise awareness of 
Littlehampton as a tourism destination. 

3.2.2 Officers propose that a 50-day advert campaign is launched on both 
the Facebook and Instagram platforms during the peak Summer 
season. Spending in the region of £400 would fund visual adverts on 
both platforms from 4th July to 22nd August at a cost of approximately 
£4 per platform per day. Adverts can be created to reach specific 
people based on location, demographics and interests. Officers will 
focus on the age 25-54 market as this is relevant to over 55% of our 
audience based on our Facebook event activity. 

3.2.3 Offline marketing continues to have its place and must compliment 
online efforts. Surveys at family-based events such as Easter Out and 
About and the Sandcastle Competition indicate that people discover 
our events through publications which are targeted at families.  

3.2.4  It is therefore also proposed that new publications be added to the 
existing successful ones (Primary Times and Raring 2 go). Officers 
propose that the South London Primary Times be chosen in 2020 
instead of the West Sussex issue. A full page inside advert in Here and 
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Now magazine costs £425. 26,000 copies of the magazine are 
delivered door to door monthly in Worthing and a further 5,000 copies 
are distributed to Supermarkets and outlets between Ferring and 
Shoreham. It should be noted that these are Visit Littlehampton specific 
adverts and that the advertising of events online and offline will be 
monitored and the impact reported in the periodic Event Reports. 

 
Printed Tourism Campaigns 

 
 
 
 
 
 
 
 
 
 
3.2.5 Officers are also investigating several environmentally friendly branded 

products to distribute at events. In the past Officers have purchased 
water bottles and tote bags. If approved, it is proposed that this is 
funded from the £1,479 of underspends in the 2019/20 Town Tourism 
budget. Further research is required, and it is therefore 
RECOMMENDED that authority be delegated to the Town Clerk in 
consultation with the Chair of the Committee to take this forward.  

 
4.  Financial Implications 
4.1 A budget of £600 is allocated to the Visit Littlehampton website to cover 

annual hosting and maintenance.  
4.2 A budget of £3,625 has been allocated to Town Tourism for 2020/21, of 

which £2,715 is available to meet the costs of the marking initiatives set 
out in section 3.2 of this report.  

4.3 There is a predicted underspend of £1,479 in the Town Tourism budget 
for 2019/20 which would be used to meet any costs associated with 
branded products (3.2.5). 

 
 
 
Peter Herbert 
Town Clerk 
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LITTLEHAMPTON TOWN COUNCIL     
 
Non-Confidential 
 
Committee:  Community Resources 
 
Date:    12th March 2020 
 
Subject: Holiday Activities Support (HAS) Grants 
 
1. Summary 
1.1 This report sets out applications for the HAS grants programme 

2019/20 received from groups and organisations; please see as 
attached Appendix A. The HAS Grant Policy Criteria is attached as 
Appendix B for reference.  

1.2 These grants will utilise the budget of £1,000 previously allocated for 
the summer holiday activity SPACE week which. following the review of 
grants undertaken by this Committee, has been rebranded as “HAS”. 
Grants will be awarded to organisations/clubs for the delivery of 
sporting or art-based holiday activities to children aged 8-17 years from 
Littlehampton.  

 
2. Recommendations 

The Committee is RECOMMENDED to: 
 
Consider all Grant applications received (Appendix A refers)  and agree 
awards for activities to take place in the school holidays of 2020. 

 
3. Background 
3.1 Applications for funding 
3.1.1  HAS grants have an allocated budget of £1,000 to support local 

voluntary groups/clubs to specifically deliver sporting or art-based 
holiday activities.   

3.1.2  HAS grants are treated as a separate funding programme to Grant Aid 
and the policy criteria has been devised and is attached as Appendix B.   

3.1.3 The 2020 HAS grant scheme was launched in early January with 
ongoing publicity via the Town Council’s website and Facebook pages, 
the Littlehampton Gazette and direct mailing to the Sport’s Forum 
members.   

3.1.4 Four applications have been received totalling £2081.00p. There is no 
maximum amount which can be awarded for an individual application. 

 
4. Financial Implications 
4.1 The allocated budget for HAS grants is £1,000 for 2019/20. The total 

value of the recommended awards is £978.20p. 
 
 
 
Peter Herbert 
Town Clerk 
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APPENDIX A 
H.A.S Grant Applications 2020 

 Application/ 
Organisation 

Aims of 
organisation  

Project Purpose of 
Grant 

Amount 
requested 

Additional information provided  Officer 
Recommendation 

1 The Friends of 
Mewsbrook 
Park 

Community 
Interest 
Company 
The group exists 
to enhance the 
park in as many 
ways as 
possible, help to 
retain Green 
Flag status and 
maintain Park 
as an asset of 
the community. 

4x 2-hour play-
ranger’s sessions in 
Mewsbrook Park for 
children aged 5–11. 
The sessions 
include soft play, 
craft and woodwork.  
A total of 3 summer 
holiday sessions are 
planned. 

To cover full 
cost of 2 x 
play ranger 
sessions at 
£350 each.  
 
 

£700 • Around 150 on average young people enjoy 
each session plus parents. 

• Wider benefits to Littlehampton residents: 
fun, exercise, promotes social inclusion, 
health & wellbeing. 

• LTC have supported previously (2019, 
2018, 2017). 77% of membership lives in 
Littlehampton.  
 

£350  
to cover the cost of 
one session. 

2 Littlehampton 
Badminton & 
Squash Club 

Sports Club  
To promote 
indoor racquet 
sports 
(badminton, 
squash & table 
tennis) within 
Littlehampton 
and surrounding 
area. 

To deliver Summer 
Indoor Racquets 
Club sessions in 
Littlehampton over 
the summer holiday 
sessions. Club will 
provide all 
equipment and 
facilities. 
Participants will pay 
a nominal charge 
Which will be 
discounted if all 5 
sessions are 
booked. 
 
 

To cover 
the cost of 
promotion 
and 
providing 
coaching 
staff to 
deliver five 
sessions  

£750 • Will benefit 60 students from 8–18 who 
have not had previous experience of 
racquet sports. 

• Wider benefits to Littlehampton community: 
improvement of hand-eye coordination, 
physical fitness & assist improving general 
health & wellbeing. In addition, students 
provided with opportunity to develop social 
and administrative skills.  

• LTC have supported previously in years 
with one off grants and a service funding 
agreement.  

• 40% of membership live in Littlehampton 
 

£300  
to provide support 
in proportion to the 
% of membership 
that are 
Littlehampton 
residents. 
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H.A.S Grant Applications 2020 

3 The Treasure 
Basket 
Association is 
based on a 
concept that 
uses sensory 
play and 
therapeutic 
resources to 
promote 
mental, 
emotional and 
physical 
development. 

A small 
developing 
registered 
charity, 
comparatively 
new, supporting 
the mental 
health of local 
children who 
have been 
through times of 
trauma or 
emotional 
distress.  

Three free 
workshops over the 
summer holidays 
offering 
opportunities for 
young children to 
experience 
therapeutic play.  
Workshops will be 
staffed by trustees & 
volunteers from the 
charity who will also 
help promote, 
facilitate & support 
the children and 
parents during the 
workshops.  

Equipment, 
tools & 
refreshment 
£155 
Hall hire 
£180 

£335 • 100% of the beneficiaries live in 
Littlehampton (90 people). Predominantly 
based in the River and Wick Wards 

• Wider benefits to Littlehampton community: 
Give children from low-income families the 
chance to take part in a free workshop. 
Spread awareness of the charity and 
enable them to reach more children  
 
 

£180  
to cover hall hire 
 

4 Pointe Rocks Sports Club 
To provide 
affordable 
dance classes 
for all ages and 
abilities 2 years 
to adult. 

Four sessions of 
dance classes 
for children of all 
ages from tots to 
year 7 plus using 
SJC 
 

Hall hire 
and PRS 
licencing 

£296.40 • Wider benefits to Littlehampton community: 
to provide affordable modern/ 
contemporary/ballet dance classes for 
school age children in a safe, fun 
environment at the SJC. 

• Have received grant support in the past 

• If unsuccessful could go ahead but would 
have to charge participants 

• 60% of membership live in Littlehampton. 
 

£148.20 
To cover 2 
sessions 
 

 35.        

4 Applications 
received 

   
Total 

applied for: 
 

 
 
£2081 

Total HAS Grant budget available: 
 
£1,000 

Total Awards 
Recommended: 
£ 978.20 
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HAS (Holiday Activities Support) Grant Applications 

 
POLICY CRITERIA 

 
The following criteria are applicable when considering HAS grant applications: 
 

1.  HAS grants are intended solely to fund the delivery of sporting or art-based 
school holiday activities for children and young people aged 8-17 years. 
 

2. Applications which encourage the engagement of new participants will be 
favoured. 
 

3. Grant applications will only be considered from residents, clubs, societies and 
organisations that are Littlehampton based OR operate a service in 
Littlehampton that can fulfil point 1 above. 

 
4. Organisations which receive either LTC Grant Aid funding or are in receipt of a 

Service Funding Agreement are entitled to apply for a HAS grant. 
 

5. Clubs, societies and organisations must submit constitutions, rules or other 
governing documents, names of officers and annual accounts. 
 

6. On completion of your project, invoices and receipts may be requested as 
evidence of all expenditure of the grant for the intended use for which it was 
awarded. 
 

7. Upon request recipients of grant funding shall inform the Council of the benefits 
or achievements accomplished as a result of the award including the number 
of sessions delivered and attendance figures. 
 

8. The applicant must declare clearly the intended use of the grant and how it will 
deliver summer holiday activities to the children and young people of 
Littlehampton. 
 

9. There shall be no change to the intended use of the grant without express 
written authority of the Town Council. 

 
10. Failure to achieve the specified purpose of the grant within 12 months or 

undertaking an unauthorised variation, shall require the recipient to return all of 
the grant funding to the Town Council. 

 
11. The recipient shall acknowledge the Town Council as funders on all 

correspondence and publicity materials or display the Town Council’s logo on 
any item purchased in recognition of the grant funding from the Town Council. 
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12. The Town Council will help organisations to promote the school holiday 
sessions via its website and social media channels. 

 
13. No grant will be considered for private, commercial or closed clubs, societies or 

organisations. 
 

14. All other sources of funding must be declared at the time of the application. 
 

15. Grants will not be awarded retrospectively.   
 

16. Where funding is given for an event the organiser must indemnify the Town 
Council against any claim from any party as a result of any accident or incident 
at the event.  Where funding is awarded for any other purpose the Town Council 
cannot be held responsible or liable in any capacity. 

 
17. The Town Council make grants to voluntary, cultural, charitable and sporting 

activities for the benefit of the local community.  The Town Council will take into 
account the objectives of an association and the wider community benefit for 
Littlehampton arising from the grant when assessing its priorities. 

 
18. Grants will normally only be made to non-profit making organisations supported 

by unpaid volunteers. 
 

19. Grants will not be made to ongoing salaries or payment of staff.  A HAS grant 
may be used for the payment of coaches and sessional workers for the delivery 
of summer holiday activities. 

 
20. Applications which inspire participation from those children and young people 

living in the deprived electoral wards are encouraged. 
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LITTLEHAMPTON TOWN COUNCIL 
 
Non-Confidential 
 
Committee:  Community Resources 
 
Date:   12th March 2020 
 
Report by:  Town Clerk 
 
Subject: BUDGET MONITOR 2019/20   
 
1. Summary 
1.1 The report highlights significant variances from budget in Income and 

Expenditure relating to the Community Resources Committee (CRC) 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.  

 
2. Recommendations 
2.1 The Committee is RECOMMENDED to: 
 

(1)  Agree to a further extension of the terms of the Arun Church Playcentre 
Nursery grant on the understanding that they will be excluded from making 
an application to the 2020/21 Grant Aid programme (3.2.2) 

(2) to note the report. 
  
 
3. Budget Monitor 2019/20  
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 Grants and Partnership Initiatives  
3.2.1 Expenditure is in line with expectations.  
3.2.2 As part of Grant Aid 2019/20 a grant of £500 was approved, by this Committee 

in June 2019, for the Arun Church Playcentre Nursery. Funding was granted to 
update the equipment in the garden area. Due to further funding needing to be 
secured the Town Council ring-fenced the grant aid funding until the remainder 
of the money was secured.  Arun Church Playcentre Nursery will not be able to 
receive and spend the funding before the 31st March 2020 as per the terms of 
the grant. Members are therefore asked to consider giving an extension of a 
further twelve months on the understanding that they will be excluded from 
making an application to the 2020/21 Grant Aid programme.   
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3.2.3 The following budgets remain unspent or have underspends: 

• Community Transport £1,300 unspent 

• Bonfire £3,000 unspent 

• General Grants £2,290 unspent (£500 potentially to be earmarked, see 
3.2.2 above) 

• Small Arts Grant £500 unspent 

• Space Grants £1,000 unspent 

• Wick Initiatives £590 unspent, balance to be earmarked 
 
3.3 Community  
3.3.1 CRC Initiatives is projected to have £9,505 remaining in the budget to be 

transferred to Earmarked Reserves for future projects. 
3.3.3 The Event Support budget is projected to have £2,303 remaining in the budget 

to be transferred to EMR. 
 
3.4 Southfield’s Jubilee Centre 
3.4.1 Expenditure is in line with expectations. 
3.4.2 Predicted income is expected to be c. £4,000 under budget due to some regular 

hirers ceasing. Work has been done to advertise available hire and we have 
received a new booking as a result.  

 
3.5 Parks and Open Spaces 
3.5.1  Rosemead is budgeted to spread the cost of future purchases, £5,447 remains 

in the budget and any underspend will be earmarked for the new playground 
equipment. 

3.5.2 The Grounds Maintenance budget which is £350 is £161 overspent, this 
included green waste from the grounds. 

3.5.3 No sponsorship for roundabouts has been received against a budget of £3,500. 
 
3.6 Project 82 
3.6.1 The security budget is now £316 overspent due to a new alarm panel having to 

be replaced due to damage. A further £25 for alarm line rental is due. At present 
this overspend can be met from within the overall budget. 

3.6.2 Predicted income is expected to be £367 under budget due to the hirer leaving. 
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3.7 Museum 
3.7.1 The collection management budget is underspent by £7,635, however there are 

plans for this money to be spent on the project. Any remaining budget will be 
earmarked.   

3.7.2 There is an overspend of £340 for unexpected PRS licence costs. This can be 
met from the overall budget. 

 
3.7.3 Museum Income is as the table below. Income has exceeded the target.  
  

 
 
3.8 Allotments 
3.8.1 The water budget for allotments is overspent by £149. 
3.8.2 £4,106 remains in the grounds maintenance which includes £3,000 for water 

troughs. Any underspend will be earmarked for the new water troughs and 
future liability. 

3.8.3 Most of the income has now been received for allotment renewals and the 
income is £1,346 under the income target. £1,233 has been received for plot 
reinstatements and £150 for plot rotavations. 

 
 
Peter Herbert      
Town Clerk 

Museum Income
Budget Income

Sales £900 £1,061

Sale or Return Income -  

Donations £0 £385

Exhibition Commission/Sales £75 £20

Centenary Book Income £0 £102

Loan Box Income £50 £40

Reproduction -  £0

Charges for services -  £0

Grants Received -  £0

£1,025 £1,608
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  Appendix 1 

 

   SERVICE

Actual 

I & E

as at

28/02/2020

  

  Budget

  2019/20

£ £

Expenditure 50,663 59,750 

Income -  

Expenditure 119,645 127,898 

Income 6,196 100 

Expenditure 12,882 17,665 

Income 17,544 26,320 

PARKS & OPEN SPACES Expenditure 23,699 35,097 

Income -  3,500 

PROJECT 82 Expenditure 52,736 54,030 

Income 1,673 2,040 

MUSEUM Expenditure 5,287 15,115 

Income 1,608 1,025 

ALLOTMENTS Expenditure 9,787 14,255 

Income 16,935 15,531 

Total Expenditure 274,699 323,810 

Total Income (43,956) (48,516)

Net Expenditure 230,743 275,294 

Only the part of the budget that CRC is responsible for is shown

              £

Littlehampton Sea Cadets Grant 500

500 

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2019/20

COMMUNITY RESOURCES COMMITTEE MEETING 12th March 2020

GRANTS & PARTNERSHIP INITS

SOUTHFIELDS JUBILEE CENTRE

Figures do not include salaries or overhead recharges from Central Admin, A Team or Manor 

House.

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

Earmarked Reserves

COMMUNITY 
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