How to contact us
Write to: Manor House, Church Street,
Littlehampton, West Sussex, BN17 5EW
Email: ltc@littlehampton-tc.gov.uk
Call: 01903 732063
Find us online: www.littlehampton-tc.gov.uk

16th September 2020
Notice is hereby given that there will be a meeting of the:
Policy and Finance Committee
Date: Tuesday 22nd September 2020
Time: 6.30pm
Committee:
Councillor Dr Walsh KStJ (Chair)
Councillor Blanchard-Cooper
Councillor Chace
Councillor Long
Councillor Northeast
Councillor Rhodes
Peter Herbert, Town Clerk

Agenda
Virtual Meeting Protocol
2020/21
The provisions of the Coronavirus Act 2020 allow local authorities to put in place
different meeting arrangements for the period from 4 April 2020 to 7 May 2021. This
meeting will be a ‘virtual meeting’ and any member of the press and public may
listen-in and view the proceedings via a weblink which will be publicised on the Town
Council website at least 24 hours before the meeting.
The Town Council’s Protocol and Procedures for ‘virtual meetings’ can be viewed at
https://www.littlehampton-tc.gov.uk/committee-meetings
Any members of the public wishing to address the Council or any of its Committees
during the Public Forum or seeking further information on the items to be discussed,
will need to email ltc@littlehampton-tc.gov.uk one clear working day before the
meeting and provide details of their question.
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1. Mobile Phones
Members are requested to switch their mobile devices to silent for the
duration of the meeting and are asked to note the previously approved
protocol for remote meetings which is in place for the duration of this meeting.
2. Apologies
3. Declarations of interest
Members and Officers are reminded to make any declaration of disclosable
pecuniary or personal and/or prejudicial interests that they may have in
relation to items on this Agenda.
You should declare your interest by stating:
(a)
(b)

the item you have the interest in
whether it is a disclosable pecuniary interest, whereupon you will be
taking no part in the discussions on that matter, or
(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

(c)

It is recorded in the register of interests that:
•
•
•
•

Cllr Walsh KStJ is a Member of Arun District Council, West Sussex
County Council
Cllr Blanchard-Cooper is a Member of Arun District Council
Cllr Northeast is a Member of Arun District Council
Cllr Rhodes is a Member of Arun District Council

These interests only need to be declared at the meeting if there is an agenda
item to which they relate.
4. Minutes
To confirm the Minutes of the meeting held on 15th June 2020, circulated
herewith (pages 4 - 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.
5. Chair’s Report and Urgent Items
6. Public Forum
Any members of the public wishing to address the Council or any of its
Committees during remote meetings should email ltc@littlehampton-tc.gov.uk
one clear working day before the meeting with their submission. These will be
read out by the Chair or a supporting officer at the meeting. During this period,
and to enable the Council to answer as many questions as possible at the
meeting, the submission should not exceed 200 words. The Clerk, in
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consultation with the Chair of the meeting, reserves the right to summarise
written questions. All written questions and responses will be made available
on the Town Council web site alongside the meeting minutes.
7. Officers Reports – Non Exempt
7.1. COVID 19 Report - Attached (Pages 10 - 17)
7.2. Town Council Priorities – Report attached (Pages 18 – 24)
7.3. Town Centre Events – Report attached (Pages 25 – 27)
7.4. Littlehampton Friday Market - Report attached (Pages 28 – 31)
7.5. Website accessibility – Report attached (Pages 32 – 51)
7.6.West Sussex Association of Local Councils - Report attached (Pages 52
- 56)
7.7. Monitoring Officer Update - attached (Page 57)
7.8. New Youth Centre in Wick (Tenure) - Report attached (Page 58)
8. Finance
8.1. Amendments to the Financial Regulations - report attached (Pages 59 – 87)
8.2. Committee Budget Report- Report attached (Pages 88 – 91)
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.
The following items are confidential for Members of the Council only in
accordance with Paragraph 3 of Part 1 of Schedule 12A of the Local
Government Act 1972, being information relating to the financial or business
affairs of any particular person).
10. Officers Reports – Exempt
10.1

The Littlehampton Ferry – Oral report
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How to contact us
Write to: Manor House, Church Street,
Littlehampton, West Sussex, BN17 5EW
Email: ltc@littlehampton-tc.gov.uk
Call: 01903 732063
Find us online: www.littlehampton-tc.gov.uk

MINUTES of the POLICY AND FINANCE COMMITTEE held on MONDAY 15TH
JUNE 2020 at 6.30PM
Present:
Councillor Dr Walsh KStJ (Chair)
Councillor Chace
Councillor Long
Councillor Tandy (attended as a substitute for Cllr Northeast)
Councillor Rhodes
2020/2021
This meeting is available to view using the following link:
https://youtu.be/ghU3X4vb-Jw
1. Virtual Meeting Protocol and Use of Mobile Devices
The Chair opened the meeting and explained how it would be conducted and
the protocol that would be followed, including how any break in the
proceedings due to technical difficulties would be managed.

2. Apologies
There were apologies from Councillors Blanchard-Cooper and Northeast with
Councillor Tandy acting as substitute.

3. 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.
4. Minutes
The Minutes of the Ordinary meeting held on Monday 9th March 2020 and the
Extraordinary meeting held on Tuesday 12th May 2020 (previously circulated)
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were confirmed as a true record and it was noted that arrangements would be
made for these to be formally signed at a later date.

5. Chair’s Report and Urgent Items
There were none.

6. Public Forum
In accordance with the Remote Meetings Protocol introduced by the Town
Council, members of the public who wished to address the Council or any of
its Committees during a remote meeting should have emailed their
representations one clear working day before the meeting. There were none.

7. Officer’s Reports
7.1. Impact of COVID19
7.1.1 Members received a report (previously circulated) which identified the action
taken in response to the coronavirus pandemic health emergency and
highlighted the service implications and potential financial consequences as
they related to the remit of the Committee. The report also set out matters that
had been considered by the other service Committees and the Town Clerk
explained that a composite report would be presented to Full Council on 25 th
June. He proceeded to highlight the following points.
7.1.2 Communications and Remote Meetings
The Town Clerk reported that apart from a few technical issues, remote
meetings were going well. The purchase of laptops for all Councillors under
the Urgent Action Procedure had provided consistent, stable, and secure
access to the Council’s preferred remote meetings platform which may need
to continue for some time. The Town Council’s electronic communications,
particularly the Progress E Newsletter had also been well received. Regarding
the Progress Newsletter, the Editorial Board was meeting later in the week to
discuss the Autumn edition. The printed publication had been suspended
during lockdown and replaced by the E Newsletter. The printing contract was
due to expire once the Autumn edition was produced and to provide continuity
approval was sought, in consultation with the Chair of the Committee and
Editorial Board, to extend this contract until next Summer. Members
supported this course of action.
7.1.3 High Street Reopening
Following weeks of enforced closure, Town Centre businesses had gradually
started to reopen. The Town Council’s Amenity Team had been working
alongside the District Council installing signage in the High Street to reinforce
the social distancing message. It was noted that businesses were
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responsible for setting up and monitoring queuing arrangements outside their
premises and that the Town Centre Regeneration Officer was supporting
them to reopen safely. The Town Centre also now had a temporary dedicated
Community Warden whose primary function was to help visitors work their
way round the new measures. The town centre markets were being relocated
to the large carparks in St Martin’s and the Manor House as a temporary
measure to make social distancing easier to observe. The Town Council
would continue to work closely with the District Council providing support and
coordinating publicity to promote the social distancing message and that the
Town Centre was once again open for business.
7.1.4 The Littlehampton Ferry Service
The Service had been unable to start operating this season due to the
restrictions in place on leisure passenger ferry operations. The Service could
not restart until directed and in the meantime, the annual lease on the Pier
Road mooring would expire at the end of June. Even if restrictions were not
lifted sufficiently to allow the Service to resume, it was essential that the
mooring was available at the start of next season. It was therefore
recommended that the Town Council secure the mooring and renew the lease
agreement with the Harbour Board This was considered sensible and it was
noted that officers were in discussion with the Operator regarding options for
the service.
7.1.5 Investment Income
It was noted that interest rates had reduced significantly due to the COVID-19
pandemic. Whilst the situation was manageable at present if it continued, it
would have a considerable impact on upon the Council’s ability to meet its
income target this year. The Town Council’s buildings remained closed to
hirers, reducing income further. The Town Clerk would clarify the assistance
received for the Southfields Jubilee Centre as the building was classified as a
recreation and leisure premises. It was therefore Resolved that:

1. Authority be delegated to the Town Clerk, in
consultation with the Chair of the Committee
and the Editorial Board to extend the printing
contract.
2. The Urgent Action decision regarding the
purchase of laptops be noted.
3. The potential need to continue with Remote
Meetings until December be noted.
4. The mooring for the ferry Service be secured
for 2020/21.
5. The actions taken during the lockdown be
endorsed and where appropriate, the financial
consequences be noted.
6. The current position regarding the Town
Council’s Services be noted, that monitoring
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continues and a report on the way forward be
brought back to the Committee for
consideration in September.
7. The composite report be endorsed and
forwarded to Full Council.
8. The contents of the report be otherwise
noted.

7.2. Littlehampton Health Services Update
The Committee received an update (previously circulated) on the
Littlehampton One Public Estate (OPE) Project. Recalling the history of
neglect and failure to deliver improvements to primary health care facilities for
the town, the Committee was angry that the OPE Project had been removed
from the County Council’s Capital Programme. Whilst this was acknowledged
as a pragmatic decision by the County Council, Members strongly criticised
the NHS, who owned the majority of the land, for their inability to realise this
project. The situation was considered detrimental to the wellbeing of residents
and the lack of facilities viewed as a huge disincentive to growth. Members
were extremely frustrated at the complete lack of understanding of the urgent
need for improvements to primary health care facilities in Littlehampton which
was exemplified by the lack of the long overdue replacement of the
Pepperville House facility. It was considered that the best way to get this
matter prioritised was to ask the Government to intervene directly with the
CCG and take action. It was therefore Resolved that:
A letter be sent to the Local MP and through him,
to the Secretary of State for Health, drawing his
attention to the latest setback in this project and
asking him to intervene to improve the wellbeing
of the residents of the Town, hopefully through a
meeting with the relevant Minister, which
selected Members from all three tiers of local
authorities could attend.

7.3. Town Centre Events
The Committee received a report (previously circulated) which set out a
proposed strategy to deliver a jointly funded Town Centre events initiative with
the District Council. The Town Clerk explained that a three-phase approach
was planned to provide initial support as the High Street began reopening
leading into a second phase as restrictions on public gatherings were eased,
probably around the festive period. The final phase would see high impact
and established events to boost visitor numbers. These phases were planned
around the proposed improvements to the Town Centre Public Realm and
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would also utilise resources in the District Council Arun Inspires Project (AIP).
This was a culture and arts initiative that would engage with local artists with
aim of delivering high impact events. Work was already underway on
initiatives to support the recent reopening of the Town Centre as explained
earlier in the meeting and Members were asked to support this strategy going
forward. The Committee were supportive of the phased programme and
wished to ensure that local groups such as LOCA were engaged in this work
where appropriate. It was therefore Resolved that:
1. The three-phase strategy for the Town
Centre Events as set out in the report be
approved.
2. Authority be delegated to the Town Clerk,
in consultation with the Chair of the
Committee, to progress phases 1 and 2 (in
conjunction with the District Council)
3. A report updating Members and setting
out proposals for the major Phase 3
elements be brought back to Committee in
the Autumn.

7.4 Community Wardens
The Town Clerk updated Members on progress with establishing a
Community Warden Scheme to combat antisocial behaviour and provide a
wider service to the community. A pilot scheme, deploying two junior and one
senior post over 18 months was proposed. Although shorter than the original
scheme of 24 months, this would enable a speedier review of the
effectiveness of the scheme that would help shape future provision. It was
envisaged that this would begin in 2021 and the Town Clerk sought delegated
authority to progress the scheme in this way. This was supported and it was
therefore Resolved that:
1. The update be noted, and authority be
delegated the Town Clerk, in consultation
with the Chair and Vice-Chair of the
Committee to progress this project.
2. The Committee receives regular report on
progress with implementing the scheme.

7.5. Town Centre Re-Opening
It was noted that this item was covered in an earlier discussion as set out in
Minute14.1.3 above.
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7.6 Annual Town Meeting and Merit Awards 2020
The Committee received a report (previously circulated) which set out
proposals defer the Annual Town Meeting (ATM) and set a new date for 2020
as it was unlikely that mass public gatherings would be permissible in the near
future. This also affected the Merit Awards which were presented at the
Meeting. Members were supportive of deferring the ATM and acknowledging
that all elections had been postponed until May 2021, considered it prudent
that the new date be set as early in 2021 as the regulations allowed to avoid
any clash with the election purdah period. It was noted that nominations for
merit awards would also be reopened later in the year giving an opportunity to
recognise the work of local groups and individuals during the pandemic. It was
therefore Resolved that Council be RECOMMENDED to agree that:
1. The Annual Town Meeting not be held in 2020
and that the 2021 event be brought forward to
a date in early March 2021.
2. The Town Merit Awards be put back to March
2021 and that a further round of nominations
be sought before then.

8. Finance
8.1 Committee Budget Monitor
The Committee received a report (previously circulated) which highlighted any
significant variances from budget in Income and Expenditure relating to this
Committees budget. Members wished to thank the Finance Team for
preparing the financial updates and the ongoing monitoring in the current
climate. It was Resolved that:
The report be noted.

9. Exempt Business
There was none.

The meeting closed at 7:19pm.

_________________
CHAIR
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Littlehampton Town Council
Non-Confidential
Committee: Policy and Finance
Date: 22nd September 2020
Report by: Town Clerk
Subject: COVID-19 Update
1. Summary
1.1

1.2

1.3

The purpose of the report is to update the Committee on the action taken in
response to the coronavirus pandemic public health emergency and highlights
service implications and potential financial consequences.
During the pandemic, the Town Council has acted as a point of contact linking
groups providing support within the community and as a messenger forwarding
and promoting up to date advice from the NHS and Central Government on
measures during the nationwide lockdown.
Committee is invited to review the actions taken, the financial implications and
proposals for ongoing delivery of the Town Council’s services and future
working arrangements as government restrictions change.
2. Recommendations

2.1

Committee is Recommended to:
1) Endorse the actions taken during the lockdown and where appropriate, note
the likely financial consequences
2) Agree the purchase of a licence to continue with Microsoft Office Teams
Live Events
3) Otherwise note the contents of the report
3. Services Updates

3.1. Remote Meetings and IT
3.1.1 Remote Meetings could continue until December depending upon Government
guidance and when public access can be facilitated at a meeting in the New
Millennium Chamber as well as avoiding the need to create another system.
The Council’s free trial of Microsoft Teams Live Events expires on 24th October
2020. It is recommended that a licence be purchased.
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3.2. Communications and Publicity
3.2.1 An A5 flyer has been distributed with the Autumn Progress Newsletter
highlighting the organisations able to assist residents during the Covid-19
pandemic.
3.3. Town Centre Events Programme
3.3.1 A ‘Love Local’ loyalty card scheme and two pieces of 3D artwork have been
developed as part of phase one of the three-phase strategy. These have been
introduced to attract people back into the High Street in a socially distanced
friendly manner in a way that events cannot. A separate report detailing this
has been included on the Agenda for this meeting.
3.4. High Street Reopening
3.4.1 The Mayor launched a vlog to highlight the reopening of businesses on 15 June
2020. This was well received with over 8,000 views. Since the Mayor has done
a series of vlogs of him visiting local independent shops ranging from arts and
crafts to pet supplies. The Mayor’s vlogs have been created by the Council’s
photographer with financial support from Arun District Council who are using
the Reopening the High Streets Safely Fund.
3.4.2 The Amenity Team have supported the reopening of the High Street, erecting
banners and signage. The Team are also supporting the Pier Road
pedestrianisation by doing daily checks of barriers and signage.
3.5. Bank Interest
3.5.1 The Councils reserves are invested in ‘rolling’ fixed term investments placed at
intervals during the financial year with the aim of achieving maximum return on
the Council’s reserves. The Council also has investments in the Public Sector
Deposit Fund and the Local Authority Property Fund. Unfortunately, due to the
COVID-19 pandemic the interest rates reduced significantly, and this will impact
upon the Council’s ability to meet the income target set for 2020/21 of £40,000.
3.5.2 £1million of the Capital Receipt was reinvested in a one-year fixed interest
deposit in April 2020 with an interest rate of 0.30% and a £250,000 deposit that
matured was reinvested in June 2020 with an interest rate of 0.20%. The
previous deposit invested in January 2020 has an interest rate of 1.05%.
3.5.3 The PSDF interest in January 2020 was £129 but was only £51.18 in July 2020.
The LAPF quarterly interest for Quarter 4 of 2019/20 was £5,510.76 and was
only £4,748.76 for Quarter 1 of 2020/21.
3.6.

Rosemead Park – Replacing the Play Area
Following the completion of a risk assessment, inspection of the equipment
and some minor maintenance the play area was safely reopened on 9 th July
2020. At a meeting on 23rd July, the Community Resources Committee
appointed Sutcliffe Play as the preferred contractor to deliver the new play
equipment. The final design for the replacement play area was presented to
the Community Resources Committee on 10th September and it has been
agreed that options to include a dedicated sensory pathway, supplementary to
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the agreed scheme, be explored. These will be considered as part of the
forthcoming budget discussions. Work to replace the existing play area is
expected to start immediately after the Autumn half term.

3.7.

Allotments
The Town Council’s allotments sites continue to remain open. The Town
Council had suspended any action it might have taken to repossess and let
plots during the lockdown. As restrictions in movement eased action to
address untidy plots is now being undertaken. Officers are also developing a
newsletter to communicate information to allotment holders.

3.8. Museum
3.8.1 The Museum reopened on Tuesday 18th August 2020 for pre booked visits
with restricted dates and times available. Museum interactives were removed
as part of the COVID secure measures. Since reopening the Museum has
welcomed 21 visitors through pre-booked visits. The Museum continues to be
open for pre-booked visits on Tuesdays throughout September and will reopen in a COVID secure way once the main Reception at the Manor House
can be safely re-opened. At the time of writing the Risk Assessment for reopening the main reception area is being reviewed and the Museum Risk
Assessment will follow.
3.8.2 The Museum Team have been working with volunteers to increase their
capacity to volunteer from home during COVID-19.
3.8.3 Income for 2020/21 will be significantly reduced because the main building
has been closed for several months and we have now also embarked on
other work to reconfigure the main Reception area. This will improve the
space and allow us to re-open safely. The projected income figure for 2020/21
will not now be met. It is worth noting that the budget is set for income to
offset expenditure.
3.9. Events
3.9.1 Due to the COVID-19 outbreak and consequent ban on mass gatherings the
difficult decision was taken to cancel the Town Council’s entire Summer events’
programme. A range of alternative online activities were successfully delivered
instead.
3.9.2 Following the completion of a risk assessment, a revised Remembrance
Sunday event is being planned which will see a limited number of invited
representatives attend the War Memorial to observe the two-minute silence and
wreath laying in a socially distanced manner. The event will not be promoted to
ensure crowds do not gather. A grant of £1,000 will be given to the Royal British
Legion as they face major difficulties with their Poppy Appeal this year.
3.9.3 Following the cancellation of the normal Christmas Lights Switch on and Late
Night Shopping event, Officers will speak to local organisations usually involved
in the event to find out what they have planned over the festive period before
putting together a programme of virtual activities that families can enjoy in a
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COVID secure way. The lights will be illuminated on Friday 20th November as
planned.

3.10. Holiday Activity Support (HAS) Grants / Service Funding Agreements
(SFA ).
3.10.1 The ongoing restrictions associated with COVID-19 has impacted the delivery
of both the HAS programme of events and SFA’s in terms of the availability of
volunteers, nature of activities and the need to support the community. Four
awards under HAS were made this year however, and to date, one scheme
has been delivered in full, one partially and two not. One of those unable to
deliver their activities this year has been granted an extension and it is hoped
that the remaining programme will be delivered later in the year.
3.10.2 Regarding the SFA’s, some of the activities that would have taken place this
summer have been limited or postponed in anticipation of a further easing of
the social distancing restrictions. In other cases, it is still too early to say
whether they will be able to deliver the services expected this year. Notably,
the Bonfire Society has cancelled this year’s event and not utilised this year’s
funding. Officers are in contact with the various Groups and monitoring the
position.
3.11. Southfields Jubilee Centre
3.11.1 Following new Government Guidance on the re-opening of Community Centres
the Centre re-opened mid-August with a variety of COVID secure measures in
place. A couple of groups returned at the end of August 2020 and a few more
were preparing to return in September. However, at the time of writing this
report new guidelines have been issued which introduce further restrictions.
Some groups may not return at all due to COVID-19 affecting their business or
the COVID secure measures making it unviable to return at this stage. There
may be availability for new hirers but due to COVID secure measures requiring
cleaning in between uses, restrictions of just one group at a time using the
Centre and capacity limits in the halls this will limit income. All of this will have
a significant impact on income. The income target was set at £27,145.
3.11.2 The Community Resources Committee agreed to delegate authority to the
Town Clerk to take any future decisions on holding bookings, which will be
made on a case by case scenario as and when we can hire out that time slot.
3.11.3 Additional expenditure has been required to implement COVID secure
measures.
3.12. Manor House
3.12.1 We are working towards opening the public face of the Council as soon as
possible. Plans are being developed for further health and safety adaptations
to provide access but further work needs to be done to ensure the reception
area is COVID secure and that measures are in place to facilitate the public
entering and using the building whilst maintaining social distancing. This is
being progressed as a matter of urgency however, we cannot open until all the
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issues raised In our risk assessment have been addressed and it is safe to do
so. For example, the reception desk needed to be screened off and screens
have now been purchased and installed. Officers are looking to expedite this.
3.12.2 Income for 2020/21 will be minimal. It is worth noting that the budget is set for
income to offset expenditure.
•

•

•

Car Park Hire – The spaces were not used at the beginning of the year
by hirers due to COVID-19. £1,350 has now been received for the hire
of some spaces. Two spaces have cancelled, and these are being
advertised through the Town Centre Regeneration Officer. For the
remaining spaces, the income will be adjusted where hirers return part
way through the financial year. One hirer has asked to pay monthly as
COVID-19 has impacted their income and this has been agreed. It is
hoped we will receive £2,400 against an income target of £4,500.
Weddings – One wedding did successfully go ahead in July 2020 in
accordance with COVID-19 guidance. A 50% discount was agreed by
Urgent Action. Therefore, the only income for Room Hire so far in
2020/21 is £208.34. It is unlikely that any further income will be achieved
in this current year. Although there will be no staff costs if there is no
wedding the Town Council purchases a licence every three years and
requires 9 weddings per year to recover costs.
It is unlikely that there will be any room hire income this year. Whilst
some costs won’t be incurred (catering, utilities) there will still be staffing
costs as these are apportioned to Manor House Room Hire and then
offset by income.

3.13. Personnel
3.13.1 Emerging from the nationwide lockdown, our first priority has been to get those
staff for whom there is a need to be in the office to undertake work, back in the
Manor House. A COVID-19 risk assessment was conducted, in line with
Government Guidance. A phased return to the Manor House for staff began in
June 2020, using a rota system with most staff doing a mixture of work from
home and the office. Perspex screens have been purchased and installed to
support this alongside staggered working hours and the use of all the entrances
and facilities in the building to limit crossover. As the guidance stands, and our
risk assessments dictate, it is not yet possible for everyone to return to the office
at the same time. The Council’s approach will be informed by government
guidance and this is checked regularly as updates are issued frequently.

4.1

4.2

4. Financial Implications
Two tables are included at Appendix 1 to summarise (a) expenditure as a result
of COVID-19 and (b) ongoing budget implications, service by service.
A loose look at the budget for 2021/22 is showing a £30,000 deficit due to
predicted loss of income because of continuing COVID-19 restrictions.
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4.3

Purchasing a Microsoft Teams Live Events licence could cost £17.60 per
month. This could be met from the IT budget.

4.4

The cost to produce 15,000 A5 flyers to go in Progress was £294.50 and has
been taken from the Corporate Publicity Budget.

4.5

The cost of producing the vlogs was £4,250.

4.6

The combined cost of the loyalty card and 3D artwork is £16,190. The
expenditure will be met from the Town Centre Events Match Funding budget.

4.7

The 2020/21 budget was set to achieve £40,000 from bank interest. At current
rates it is estimated that the Town Council will only achieve £22,000.

4.8

The 2020/21 budget for the Museum was set to achieve £1,025 income. The
Museum may not achieve any income this year. £150 was spent removing the
Museum interactives.

4.9

The 2020/21 budget was set to achieve £1,000 sponsorship from roundabouts,
but it is unlikely this will be achieved.

4.10

A budget of £5,600 was allocated to the Christmas Lights Switch on event from
the 2020/21 Community Budget. Expenditure is currently expected to be
£283.00 to cover the deposit of the Sound and Production contractor.

4.11

The total budget for SFAs 2020-2023 is £26,150. The Bonfire Society SFA
payment that has not utilised this year, £5,500 has been returned to the Town
Council.

4.12

The 2020/21 budget was set to achieve £27,145 hall hire income for Southfields
Community Centre. Income will be minimal this year. Arun District Council have
discounted the rates under the Government support for the retail, hospitality
and leisure sectors crediting the full £5,239.50 that was due.

4.13

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

4.14

£607.49 has been spent to date on screens, including those for the Reception
desk. £271.01 has been spent on sanitiser/cleaner etc in 2020/21, with further
purchases expected. This has been met from the cleaning and/or health and
safety budgets for each premise. £617.70 has been spent on other equipment
such as kettles, webcams etc.

Peter Herbert
Town Clerk
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Appendix 1

(a) Expenditure as a result of COVID-19
Item
PPE

Expenditure Budget
£200.00 Health & Safety Budget 2019/20
£4,701 from GDPR EMR
13 Laptops
£6,111.95 £1,410.95 from IT EMR
RemotePC Licence
£150.00 IT budget 2020/21
Sneeze Screen
£38.49 Stationery Budget 2020/21
Kettles Break out rooms
£32.98 Health & Safety Budgets 20/21
Sanitiser/Cleaner etc Manor House
£131.37 Health & Safety Budgets 20/21 (MH)
Sanitiser/Cleaner etc A Team
£67.91 Health & Safety Budgets 20/21 (A Team)
Sanitiser/Cleaner etc Southfields
£71.73 Health & Safety Budgets 20/21 (SJC)
Perspex screens-Safety Signs for less £265.00 Health & Safety Budgets 20/21
Desk Screen MH
£85.00 Health & Safety Budgets 20/21
COVID screen edge guards MH
£13.72 Health & Safety Budgets 20/21
A4 Sign Holders MH
£69.86 Health & Safety Budgets 20/21
Webcams Amazon MH
£220.86 Stationery Budget 2020/21
COVID Support Flyer w Progress
£294.50 Publicity Budget (6407)
Adfield remove Museum interactives
£150.00 Museum Building Maintenance (7307)
Extend Course
£65 Training Budget
Reception Perspex Screens
£205.28 Health & Safety Budgets 20/21
Pedal Bins SJC
£24.00 Health & Safety Budgets 20/21
Door Hold Open Device SJC
£270.00 Health & Safety Budgets 20/21
Total Expenditure
£8,467.65
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Appendix 1
(b) Ongoing budget implications service by service
Expenditure
Budget
£2,452.50
£7,500.00
£800.00
£13,500.00
£500.00
£15,000.00
£18,000.00
£133.00
£1,800.00
£5,600.00
£5,500.00
£2,715.00
£3,000.00
£5,355.00
£81,855.50

Expenditure Committed
£635.62
£1,816.88
£1,836.00
£0.00
£280.00
£1,747.20
£60.00
£40.00
£394.44
£100.00
£392.00
£50.00
£0.00
£107.00
£1,000.00
£283.00
£0.00
£1,457.00
£0.00
£0.00
£0.00
£0.00
£0.00
£7,242.26
£2,956.88

Variance
£0.00
£5,664.00
£520.00
£11,752.80
£400.00
£14,505.56
£17,608.00
£83.00
£693.00
£5,317.00
£5,500.00
£1,258.00
£3,000.00
£5,355.00
£71,656.36

Bank Interest
Museum Income
Roundabout Sponsorship
Southfields Hire
Manor House Hire
Car Park Hire

£40,000.00
£1,025.00
£1,000.00
£27,145.00
£13,680.00
£4,500.00

Income
Projected
£902.67 £22,000.00
£0.00
£0.00
£0.00
£0.00
£0.00
£2,000.00
£0.00
£208.34
£0.00
£2,400.00

Variance
-£18,000.00
-£1,025.00
-£1,000.00
-£25,145.00
-£13,471.66
-£2,100.00

Total Income

£87,350.00

Photography
Ferry
Easter
AFD
Sandcastle
Screen on the Green
Town Show
Sussex Day
Remembrance Sunday
Christmas Light Switch On
Bonfire Society SFA
Town Tourism
Sports Award Ceremony
SJC Rates COVID Discount
Total Expenditure
Income
Budget

£902.67

£26,608.34 -£60,741.66
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Littlehampton Town Council
Non-Confidential
Committee: Policy & Finance
Date: 22nd September 2020
Report by: Town Clerk
Subject: Town Council Priorities

1. Summary
This report has an Appendix a progress report on the Town Council’s
priorities.

1.1

2. Recommendations
2.1

The Committee is Recommended: To note the progress report on the Town
Council’s priorities
3. Background

3.1

Following the May 2019 elections, the Council agreed priorities for its’ period
of office, together with a timetable for the delivery of these.

3.2

A table setting out the priorities and the progress to date is attached in
Appendix 1.

3.3

This has previously been circulated to Members seeking any comments which
are listed below, for discussion. One comment has been received:
•

3.4

“Consider options to provide Social Housing”. It is suggested that this is now
not a priority given that the District Council has upped its’ provision and is
getting more social housing into major schemes.
Should the Committee think that any significant changes are required, these
will need to be recommended to Council. It is important, however, to
remember that this is a strategic document, which, whilst being flexible,
should deliver consistency.

4. Financial Implications
4.1

The Council’s priorities will form a key element of the budget setting process
throughout the Council.

Peter Herbert
Town Clerk
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Council Priorities 2019 - 2023

Appendix 1
Officer
Responsible/
Committee
Oversight

Summary

Feasibility

Timeline

New youth facility to be delivered on
ADC land opposite current Keystone
Centre in Eldon Way. Existing facility
to remain open until youth building in
operation. Funding available from
range of sources including S106 &
ADC.

Objective is to provide a
new youth centre that
can be used by the
community. Design
concept and funding
has been agreed, June
2020. Land Tenure to
be agreed. No
immediate obvious
obstacles. Anchor
tenant needed if looking
for budget neutral
building. Funding
earmarked from
2019/20 onwards to
support initial revenue
costs.

Timeline to be
reviewed by
employers agent.
Planning application
to be submitted
Autumn 2020.
Appoint Building
Contractor December
2020/ January 2021.

OfficerATC/CRO
CommitteeP&P, CRC
and Council

Church Land – TBC.
Other sites - between
2021-25.

Officer- ATC
& CRO
CommitteeCRC

Reports to
Committee

P&P- Premises
management
CRC-Use and
Function

Budget/ cost
Source:
S106
(confirmed @
16/6/20) Circa £263,464
Community
fund from the
Morrison’s
development
(LTC) - £97,487
Loan Capital
EMR- £77,000
ADC Youth
Facilities
contribution £250,000
LTC Capital
Receipt
Reserve £600,000
LTC additional
from CRR
(18/6/20) £266,706
Total:
£1,554,657

CRC- In due
course.

Delivered as
part of NLA
S106
Agreement

Design concept and
funding agreed - FC
June 2020.
Employers Agent
appointed- 17th
August 2020.
Planning Application
submission
September/ October
2020.
Church Land
Allotments developer
progressing.
Application to
address soil
contamination. Date
of works TBC.
Allotments (SouthHolly Drive) Planning
Application expected
October 2020 (As
part of applicaton for
footway/ cycle way
link, southern
section, Lyminster
Bypass).

Delivered as
part of NLA
S106
Agreement

Initial meeting LTC
and Persimmon July
2020, discussed
aspirations/ site
constraints, Possible
planning application
Autumn 2020.

Keystone Youth Centre – Major
Capital Project

New Allotments

Three new allotment sites to be
delivered as a result of North
Littlehampton development – (1)
Church Land at Worthing Road, (2)
Holly Drive (Souther)and Norhtern.
Church Land- delivery TBC. Other
two sites linked to progression of
Littlehampton development. Aspiration
that they are organic. Broad
layout/design agreed with developers.
North Littlehampton Community
Centre & Youth Facility

New Community Centre (including
youth facility) linked to S106 from
North Littlehampton development.
Site agreed. Large facility, with option
to include "surgery" (including medical)
facilities for other services.

Clear linkage with new
development
No direct financial
implications for LTC
other than ongoing
revenue costs.
Significant funding
should provide high
quality centre.
Will only be delivered if
North Littlehampton is
built out following
building of foot bridge.
Funding earmarked
from 2021/22 to meet
initial revenue costs of
new centre.

Post new road
bridge.
Early
design work 2020.
Building 2021-24.

Officer- ATC,
CRO & other
Officers
CommitteeP&P & CRC

P&P- Premises
management
CRC- Use and
Function

Update

Action Plan

Contract for EA to be
agreed- end August 2020.
Project timeframe and costs
to be reviewed by
employers agent,
September 2020.

Sites being delivered by
Developer.

Needs analysis.
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Appendix 1

Summary

Feasibility

Key document that is long outstanding.

Significant piece of work
impacting all managers.
Superseded by
preparation and action
in response to national
COVID 19 pandemic.

Proposed modern welcoming
reception. Link into Visitor Information
Point role. Broad approval given by
Committee.

Seeking design ideas
and costs to reconfigure
reception with a view to
reopen when
restrictions allow.

Business Continuity Plan –
ongoing

Timeline

Officer
Responsible/
Committee
Oversight

TBC- Delayed due to
COVID 19
restrictions.

Officer- TC
CommitteeP&F &
Council sign
off
Officer- PA
to the Town
Clerk, C&MM
& MC
CommitteeP&P &
Council

Postponed for end of
2019/20 financial
year. TBC final date.

OfficerDTC/RFO
CommitteeP&F

Autumn 2020.

Reception Reconfiguration –
ongoing

Reports to
Committee

P&F: September
2020?
Full Council:
October 2020?

Budget/ cost

N/A
Budget TBCManor House
Maintenance
Budget or a
Supplementary
Estimate
required.

Museum Documentation Project –
ongoing

Rosemead Park – ongoing
Significant project to replace the play
area at the Park is underway.
Community engagement exercise
completed and project widely
supported. CRC to agree broad
principles for tender exercise to
procure replacement facilities in
October 2019. Linked piece of work
includes conifers.

Key issues are finding
appropriate provider.

The work is ongoing
and resourced.
The work is ongoing
and resourced. Decision
on Final design Full
Council 26th March
2020, initial meeting
with contractor 2nd April
2020, work to
commence 13th April
2020 expected
completion 3rd July
2020.

Most of the work to
be completed by
March 2021.
Community
Resources
Committee will be
kept updated on
progress.

Delayed by COVID
19- New timeline
completion, Winter
2020.Community
Resources
Committee will be
kept updated on
progress.

Officer- MC
& CDO
CommitteeCRC (March)
for mid term
project review

Officer- ATC
& CRO
CommitteeCRC

Action Plan

Met on 8th January
2020. Delayed due to
COVID.

SMT to review templates.
TC to provide over arching
statement, Report to P&F
and Final report to FC
October 2020?

P&F

N/A

Reception and shop
have been cleared.
Display cases to be
dismantled. Quotes
being sought.
Changes to the
Financial
Regulations TBC by
FC October 2020.
Next step is testing.
Urgent Action
required to
temporarily waive
Financial
Regulations to allow
test of electronic
payment system to
be received. Need to
be signed off by
Chair of P&F and
Mayor.

CRC- Project
Progress
reported as part
of Periodic
Report to
Committee.

Collections
Management
(CDO posttemporary 18
moths to end
March 2021).
Budget 2019/20
- £10,000
Budget 2020/21
- £5,000

Museum closed to
Public during
Lockdown- phased
reopening to
commence 17th
August. CDP has
made significant
progress. September
2020.

CRC to review project
progress against action plan
and initial proposals to
integrate collections
management as business
as usual plus foward plan
post March 2021.

£150,000
maximum

Preferred contractor
appointed- CRC July
2020. Final plans to
be agreed August
2020. Works
expected to start
October 2020, new
Play Area expected
to be open
November 2020.

Waiting on the final design
and cost.

P&PFull Council-

Electronic Banking

Approval given by Committee.
Difficulty finding bank that links to LTC
systems.
A major piece of work to address a
large backlog in the documentation/
recording of the Museum artefacts.
Significant resources and focus
deployed to address this. Linked
pieces of work include the Forward
Plan, Collection Development Policy
and Care and Conservation Policy and
Accreditation. These will define
storage needs; the conservation of the
collection, future rationalisation of the
collection focusing on items from
outside Littlehampton and the future
priorities of the Museum.

Update

CRC

TC to discuss proposals
with the Chair of P&P
before works begin.

DTC to explore the option of
doing some test runs of a
payment which would be
signed off by the Chair of
P&F and FC.
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Summary
Tree Planting & Wildflower
Meadow- (1)Rosemead Conifers
The future of the conifers on the
western boundary of Rosemead Park
should also be considered, particularly
given the new westward focus of the
park with the new highways.
Tree Planting & Wildflower
Meadow- (2)Black Ditch and
Bridge= Wild Flowers

The project includes setting aside
funds, previously used for the tree
planting scheme, for planting new
semi-mature and mature trees on the
Fitzalan extension to the Lyminster bypass. In addition, managed wild flower
planting along this corridor is desired.
Pier Road Pedestrianisation

There has been much comment about
the benefits of the pedestrianisation of
the Southern part of Pier Road. This is
seen as particularly beneficial to the
Town during the summer months and,
for instance, the possibility of closing
the road for 3-6 months, 12 hours a
day, between 10am - 10pm could be
explored. ADC have previously been
keen to progress. WSCC have
received opposition from traders.

Feasibility

Timeline

There are tree
protection orders
(TPOs) covering the
Rosemead conifers.
Any replacement needs
to address this
There is an urgency
regarding both the wild
flower and tree planting
if this is to link in with
the developers
landscaping. It may
even be too late.
However, this does not
mean that both of these
ideas cannot be
progressed.
There is likely to be
some additional cost to
managing the wild
flower areas.

The Rosemead Park
trees need to be
linked to the new
road, with a target of
2021/22.
Discussions have
commenced with
WSCC and developer
regarding enhancing
the existing
proposals. The
outcome of this will
be by March 2020. If
this is not possible,
alternatives need to
be progressed
following the delivery
of the new roads,
therefore not until
2021/22.

A scheme operating in Lancing that
looks to recycle a range of items that
cannot be collected at the kerbside.
Profits to charity. Requires volunteers.

Actively pursuing in our
representative role.
Before approaching
WSCC consultation,
liaison needed with
ADC and traders.
Summer months to
close off road for limited
time.
If scheme can be
implemented in
Littlehampton, this
should be relatively
simple, if it can be only
parish wide. If not, ADC
will need to be involved
and take the lead.
It would appear that
there are minimal
financial implications.

Improve waste disposal/recycling and
water usage. (Some actions already
being taken i.e. water troughs).

Potential costs of
sorting etc. by Amenity
Team.
Changes to Allotment
Agreement only recently
implemented.

Recycling Scheme

Improving Environmental Controls
on Allotments

It is suggested that
this is not an
immediate priority,
given other targets.
Therefore, it is
proposed that a date
to complete
consultation is
Summer 2021. No
timescale.

Investigate with
provider and report to
Committee by March
2020. Ideally
implement within a
year, if deliverable in
Littlehampton only.
Amenity Team to
review options for 'inhouse'
improvementsSummer 2020.
Proposals for
consultation with plot
holders- linked to
review of AgreementSummer 2020.

Officer
Responsible/
Committee
Oversight
Officer- ATC
& TC
CommitteeP&F and
JEACC
Highways
Agenda

Reports to
Committee

P&F

Officer- ATC
& TC
CommitteeP&F, P&T
and JEACC
Highways
Agenda ( 8th
October
2020)

Officer- TC &
C&MM
CommitteeP&F

Officer- TC &
C&MM
CommitteeP&P/ P&F

OfficerCRO, ATC,
DTC/RFO &
A-Team
CommitteeAWG & CRC

P&F

P&F:
P&P:

Budget/ cost

Update

Action Plan

£30,000 EMR

Rosemead has
options and is
seperately budgeted.

To be reviewed when
replacement play area
delivery confirmed.

£4,000

Officers to monitor
landscaping re:
southern section of
the lyminster bypass
works.

N/A

Went to March P&F
which agreed that
authority be given to
TC and Chair to
progress work in
discussion with
Members, ADC and
WSCC.

Trial closure August 2020,
implemened by WSCC and
ADC using regulations to
support COVID 19. Scheme
to be evaluated by ADC in
Autumn 2020.

Waste disposal
budget includes
£1,000 for
recycling.

Investigation with
Recyle Lancing
determined not
feasible for LTC.
Town Clerk has
authority to
investigate any other
Council iniatives for
recycling.

TC to investigate any other
Council iniatives for
recycling.

N/A

Progressng: Ask at
AWG for ideas- put
on Agenda for next
meeting.

Ciculate to AWG for ideas
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Summary

Feasibility

Investigate Organic Allotment Site
at Holly Drive (Linked to New
Allotments)

Look to retain one site as solely for
organic growers, with tight controls.
Take on ADC Smaller Open
Spaces in Existing Housing
Developments
Little support as a priority, but could
explore with ADC at a future date.

New site, at distance
from others. Little cost.
However, needs
detailed investigation.
Should ADC agree on a
specific site, budget
needs to be agreed. A
clear policy on which
site and why would be
required.

Timeline
To coincide with
delivery of new Holly
Drive allotments
following delivery of
Fitzalan Road bridge.
Unlikely to be before
2021/22, altough
earlier discussions
with developer will
take place.

Officer
Responsible/
Committee
Oversight

Reports to
Committee

Officer- ATC
& CRO
CommitteeCRC, AWG

Low priority.
Possibly explore in
2022/23.

Budget/ cost

Update

N/A

Can only be done
after the bridge is
completed.

N/A

Water Refill Stations

Work with Planning Authority on
possible Town Centre
Supplementary Planning
Document

Look to install water refill stations on
seafront and possibly in town and
parks. Other than Rosemead all on
ADC land.
This work to include examination of
need for Supplementary Planning
Document (SPD), and/or how existing
Local Plan can be focussed at
retaining key retail focus; control of
HMOs without supporting
infrastructure.

1) Town Council Events

An expanded events programme, with
the additions being facilitated through
external providers, possibly providing
an income. Support for a Sussex Day
Food Festival, but importance of not
clashing with Wick noted.

Dependant on ADC
approval, which is likely.
ADC may decide to do it
themselves. Limited
financial implications.

Requires ADC approval
to progress. LTC may
need to fund this work
as not an ADC priority.
This needs to be
explored and expanded
over the 4 years of this
Council. Increased
events likely to be
forthcoming if it is
agreed to link with ADC
initiative for the "Town
Centre". ADC likely to
support the use of their
parks/open spaces.

Could look to
progress with ADC in
2019/20, or 2020/21
at latest.

Explore in 2020 and
assess viability
before any further
work. By June with
ADC

Look to introduce first
outsourced event(s)
in 2020/21.
Expand thereafter.

N/A

Everyone supports.
Work with Arun to
move forward. ADC
accepted that at least
one should be put
into the Public Realm
works.

ADC acknowledged at
Liason Meting to explore
this.TC work with Arun to
move forward.

£10,000

Town Centre planadded. Money has
been put aside for
this. £1,000 in
budget and £9,000 in
earmarked reserves.

Look at Town Centre plan
and Initial Scoping meeting
arranged for LTC and ADC
in September 2020.

Officer- EO &
C&MM

£7,000 events
support and
£2,000 for
external
corporation to
produce events.

Deferred to
2021/2022 due to
COVID 19.

Officer- TC &
C&MM
CommitteeP&F

£25,000 per
annum at least
over 2 yearsmatch funding
from ADC.

Trying to create
programme to
improve visit to
Littlehampton.
Explore interactive
Town map.

TC and Events Team
progressing 3 phased
approach. Phase 1
elements to be done in
2020 in line with procedures
agreed at June P&F.

Officer- ATC
& TC

SFA £2,500 per
annum for 3
years
2020/2023

Discussion re:
gradual reopening in
Autumn 2020.

Update to be reported to
CRC September 2020.

Officer- TC &
C&MM
CommitteeP&F

Officer- TC &
C&MM
CommitteeP&F

P&F:

P&F:

2) Town Centre Events

Get a proffessional company to run it
with venue & finance support. Highend
events.
Secure Future of Wick Information
Centre
Ongoing work to relocate provision
(reduced) to Wick Hall following
decision to cease providing the service
through the portacabin outside Wick
Hall.

Service Funding
Agreement developed
for new service at
£2,500 per annum wth
affect from April 2020.

Formal opening of
new service delayed
due to national
restrictions following
COVID 19 pandemic.
Gradual reopening
scheduled for
Autumn 2020.

Action Plan

CRC:
September 2020
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Summary

Feasibility

At some point CIL will come into being,
with LTC able to collect 25%, although
currently not being sought in Town
Centre. Need to discuss how this is
best spent.

Report required to
confirm how LTC
wishes to use CIL
monies, should they be
generated.

Timeline
Nominations open to
the public agreed by
Full Council 23rd
January 2020.
Nominations panel to
be chaired by the
Mayor or Deputy
Mayor and to include
1 Cllr from each
political Group.
Closing date for
nominations is 20th
March 2020.
Process for reporting/
claiming CIL monies
being explored by
ADC in conjunction
with Parishes. To
report to Policy &
Finance Committee &
Council in Spring
2020.

A proposal to financially support an
initiative to enhance "policing" in the
Town, including Town Centre, Wick
and other Town “hotspots”. A
partnership with ADC? One option to
run a pilot scheme of Community
Wardens, who could also police the
Public Spaces protection Order
(PSPO) (revised).

Strongly supported.
Significant financial
implications. Needs to
progress in partnership
with ADC. Pilot scheme
advised/proposed.
Needs to be limited to
"parish" boundary.

Reports to Policy and
Finance Committee
in December for
possible inclusion in
2020/21 and 2021/22
budgets. Community
Wardens- update to
P&F.

Progress sale if 50 Up Club can be
rehomed and Find It Out Service
moved on.

Find It Out, tenants left
31st December 2019.
50 Up Club due to move
to new site by end of
February 2020. District
Valuer to provide
valuation.

Report to Community
Resources
Committee (50 up
Club) & Property &
Personnel Committee
to progress sale.
Decision by Council.

To be delivered as part
of S106.
Ownership/maintenance
to be agreed.
Town and Parish
Councils have delivered
housing schemes.
The feasibility of such a
scheme to be explored
when options
understood.

Not before new
Fitzalan Road bridge.
Likely to be before
2022/23.

Town Merit Awards

Public to be entitled to make
nominations for Town Merit Awards.

New arrangements
need to be agreed by
Committee/Council.

Community Infrastructure Levy
(CIL)

Officer
Responsible/
Committee
Oversight

Reports to
Committee

Officer- TC &
PA to the
Mayor

Annual Town
Meeting and
Merit Awards
2020 postponed
to 2021. 2021
ATM to be set
for early March
date to avoid
May elections.

Officer- ATC
CommitteeP&F &
Council
(CIL
Charging
affective 1st
April 2020)

P&F:
September
2020.

Budget/ cost

Update

Action Plan

N/A

P&F delegated
authority to decide
way forward with
nominations.

Merit Award nominations to
date to be held over and
further nominations to be
sought Autumn 2020.

N/A

Town Centre Policing

Officer: TC
Committee:
P&F

Community
Wardens£45,000

Sale of Project 82

North Littlehampton Play Area for
Older Young People

LTC & ADC have provision in North
Littlehampton S106 for this facility.
(LTC land, ADC equipment).

Consider Options for LTC to
provide Housing
Before progressing to a detailed
proposal, Council needs to consider
the implications and options of such a
scheme.

Report to Policy &
Finance
Committee/Council in
Autumn 2020.

Officer- ATC
& TC

P&P & P&F:
September 2020
Full
Council:October
2020

N/A

Go back to
Neighbourhood Plan
for Priorities and CIL.
Next few years
directed at North
Littlehampton Youth
Centre (2023).
Safer Arun
Partnership
progressing. LTC
Match funding. ADC
investigating trial
scheme 2/3
community wardens.
Scheme to be
managed by ADC.
Scheme contained to
Parish boundary.
Pilot to be evaluated
after 2 years.
Site vacated end of
February 2020.
Decision required re
disposal. Reports to
P&P and P&F
September 2020.
Decision FC October
2020.

Officer-TC &
ATC

No urgency. Link to
the North
Littlehampton
development.

Oficer- TC

TC look at options
over 2/3 months.
Explore having SALC
present on role of
Parish Councils to
P&F.

P&F: October
2020,
Full Council:
November 2020

Report to Autumn Policy
and Finance.

Pilot- Winter 2020

Reports to P&P and P&F
September 2020 and FC in
October 2020.

TC look at options over 2/3
months.
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Summary

Feasibility

Timeline

Officer
Responsible/
Committee
Oversight

A range of improvements to the
seafront/parks, all of which are likely to
be ADC owned.

The approval of ADC as
landowner is
paramount. Significant
costs and maintenance
to be assessed.

Discuss with ADC at
Liaison in 2019. If
support, look to work
in partnership to
progress, possibly in
2020/21.

Officer- TC,
CRO &
C&MM

Boules/Petanque at Mewsbrook
Park; Splash Pads; Outdoor
Leisure Equipment

Gateway Public Art North
Littlehampton

North Littlehampton development
provides S106 monies for a gateway
piece of art. ADC and LTC currently in
discussion about how to take forward.

Need to progress strong brand that
can be used to market town. Needs to
stand out and impact wide range, to
include planting etc.

Only issue, from LTC
perspective, is agreeing
the art at a reasonable
price.
Recommencing work
previously "parked".
Possible significant
costs of consultation.
Needs to "buy-in" from
wider community.

A proposal from WSCC to use
remaining S106 monies from North
Littlehampton/Kingley Gate to enable
school buses and other vehicles to be
used for the community when
otherwise standing idle.

Could work with Arun
Community Transport.
Principally a matter for
WSCC.

Branding/Marketing

WSCC Community Transport
Initiative

To link into
road/bridge/Lyminster
bypass timescale
2022?

Set up Working
Group for 2021/22.
Issue is still being
considered by WSCC
and not necessarily
one of their priorities.
Hoped to have
proposal by end of
2019/20 financial
year. Ongoing.

Reports to
Committee

ADC/LTC Liason
Meetings

Officer: TC

P&F

Officer: TC &
C&MM

P&F

Officer- ATC

P&T

Budget/ cost

Update
TC/ CRO to meet
head of Leisure
(remotely) to discuss
outdoor activities
(including
rickshaws/trishaws).
Oliver Hanson at
ADC.

District Council
working group to
take forward.
N/A at the moment.
Set up Working
Group for 2021/22Leave scope for
Littlehampton brand
and expand.
ATC met with a
representative of
Community
Transport group
used by WSCC in
Feb 2020. Pick up as
part of Annual
Review of SFA's.

Action Plan

Michael to arrange meeting
with head of Leisure
remotely.

Update required from ADC.
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Littlehampton Town Council
Non- Confidential
Committees: Policy & Finance
Date: 22nd September 2020
Report by: Town Clerk
Subject: Town Centre Events
1. Summary and update
The report provides an update to Members on the jointly funded Town Centre
events initiative.
2. Recommendations
The Committee is Recommended to:
1) Note the progress made on phases 1 through to 3 of the Town Centre events
initiative as set out in paragraphs 1.2 to 1.5.
2) Consider the augmented reality app as set out in paragraph 1.5 and make
suggestions for inclusion in the development process.
3) Otherwise note the report.

1.1

1.2

In the previous meeting of this Committee a three-phase strategy for the Town
Centre Events was approved. The strategy will focus short term on attracting
footfall between June and November in phase one when High Street stores
reopen. Phase two will start when there is more leniency towards public
gatherings and events. This was estimated to be around the festive period,
when works on the Public Realm enhancements are due to begin. However,
due to new government guidelines this now seems unlikely. Phase three will
focus on high impact and long-lasting events or celebrations from April 2021
onwards which will attract a substantial number of visitors to Littlehampton. It
was agreed that authority would be delegated to the Town Clerk, in consultation
with the Chair and Vice-Chair of the Committee, to progress phases 1 and 2 in
conjunction with the District Council.
Phase 1
Officers have introduced a ‘Love Local’ High Street loyalty card reward scheme.
Love Local Prize Draw is a joint campaign between Arun District Council,
Littlehampton Town Council and Littlehampton Traders Partnership to
encourage people to shop locally as businesses recover from the Coronavirus
lockdown. Once shoppers have collected five stickers, their completed loyalty
card will be entered into a monthly cash prize draw and one lucky winner will
win £250 cash – and a £500 prize in December. So far 40 businesses have
signed up to the scheme and four businesses are acting as collection points.
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1.3

1.4

1.5

3.1

As part of phase one of the three-phase strategy, Officers sourced quotes from
three companies to design and install two pieces of 3D artwork in the High
Street. A company was chosen in consultation with the Chair and Vice Chair of
this Committee, for two pieces of underwater themed 3m x 4m artwork costing
£14,190, which also included an initial site visit. This artwork is due to be
installed between the 9th and 14th October 2020. Officers are working on ideas
for a launch that generates interest from national media.
Phase 2
The Town Centre Regeneration Officer is currently seeking the proprietor of the
blank wall spaces by the old Waitrose site with a view of utilising this space to
create an underwater themed mural. Initial discussions have taken place with
an organisation who are located in the South East and were responsible for
creating the Saltdean Tunnel mural. The company are the UK’s first dedicated
spray-painting charity. Through unique spray-painting workshops and public
artwork projects, they inspire and engage disengaged people from all
backgrounds into free cultural and therapeutic experiences through spraypainting. Officers are hoping to introduce this as phase two of the strategy.
Phase 3
Officers have been looking into the possibility of launching an augmented reality
(AR) mobile device application as part of the second phase of the strategy. An
augmented reality app is a software application that integrates digital visual
content (and sometimes audio and other types) into the user’s real-world
environment using the camera on a device. The app would encourage members
of the public to visit points of interest in the Town that have a significant
historical past. An app would take approximately three months to develop eight
installations dependent upon the detail in each animation. This app can be
extended to include sites along the riverside and seafront.
Phase 4
Officers are currently researching some ideas for high impact and long-lasting
events to be introduced from April 2021 onwards. It is thought that the largest
investment would be on high impact events delivered by professional
companies whilst local event organisers would benefit from some funding to
boost their events.
3. Financial Implications
A total of £100,000 (over a 2-year period) has been allocated from the Town
Centre Events Match Funding budget, of which £50,000 will be contributed by
Arun District Council. The expenditure in Phases 1 to 3 will be met from this
budget.

3.2

The Love Local Prize Draw is estimated to cost approximately £2,000 of which
£1,250 will be given out in prizes and the remaining will be to cover publicity
materials. Arun District Council have covered the costs of designing and printing
the stickers, cards, and posters (estimated £600 for the first month).

3.3

The 3D artwork is estimated to cost approximately £14,190. The expenditure
will be met from the Town Centre Events Match Funding budget

3.4

The AR app is roughly estimated to cost around circa £30,000, to cover several
areas of interest in the Town Centre and on the riverside and seafront. This is
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dependent upon the detail and number of animations. The expenditure will be
met from the Town Centre Events Match Funding budget, with a possible
contribution from the District Council for the extra tourism and educational
elements following the closure of the Look and Sea Centre.

Peter Herbert
Town Clerk
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Littlehampton Town Council
Non-Confidential
Committee: Policy & Finance
Date: 22nd September 2020
Report by: Town Clerk
Subject: Friday Market

1. Summary
1.1

The report seeks the views of the Committee with regard to making
representations to the District Council about the location of the Friday Market
both in the short term regarding COVID-19 and for the longer-term benefit of
the Town Centre.
2. Recommendation

2.1

The Committee is Recommended to:
1) Consider the report and decide whether to make representations to the District
Council to seek the relocation of the market both in the short term to address
COVID-19 concerns and for after the introduction of the new public realm. This
would be progressed through the liaison meetings and the Town Centre plan.
3. Background

3.1

More than a decade ago, the Town Council worked with the District Council to
support the Littlehampton Traders Partnership in facilitating a regular weekly
market in the Town Centre. Whilst there have been some issues along the way,
the overall objective of having the weekly market, thereby attracting more
shoppers to the Town Centre, was achieved.

3.2

The outbreak of the COVID-19 pandemic lead to the market being relocated to
the south-west corner of St. Martin’s car park to facilitate social distancing, both
at the stalls and more importantly, along the High Street.

3.3

Some concerns were raised by traders and shoppers about social distancing
when the market partially returned to the High Street. It is suggested that these
concerns are genuine as certainly shoppers are forced into close proximity at
several pinch-points. Furthermore, it impacts the arrangements of shops and
other services who have people queuing outside of their premises as part of
their measures to keep the public at a safe distance from each other.
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3.4

The Town Council has now been informed by Arun District Council that the
number of stalls in the High Street is to be increased, as explained in the email
which is attached as Appendix 1.

3.5

Members are asked to consider whether to make representations about this
matter.

3.6

Consideration also needs to be given to whether the High Street is the best
location for the Market in the future, especially when the new public realm has
been installed. It is surmised that the market will have to move whilst it is being
installed.

3.7

It is suggested that the area to the South West of St. Martins’ car park could be
developed as “the Market Place” with improved signage, etc., and could be
used for other markets as well as the Friday market. The need for a market is
recognised, but this should add to the shopping experience of visitors, not
detract.

3.8

Should Members wish to explore this further; it is suggested that this be put on
the agenda for the next Liaison meeting with the District Council and considered
as part of the future Town Centre plan.
4. Financial Implications

4.1

It is conceivable that the Town Council and District Council would need to fund
some infrastructure, branding, and equipment costs to facilitate the transfer.

Peter Herbert
Town Clerk
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Littlehampton Town Council
Non-Confidential
Committee: Policy and Finance
Date: 22nd September 2020
Report by: Town Clerk
Subject: Website Accessibility
1. Summary
1.1

New regulations have come into force which means every public sector
website and app will need to meet certain accessibility standards.

1.2

The Public Sector Bodies (Websites and Mobile Applications) (No.2)
Accessibility Regulations 2018, to give its full title, came into force on 23
September 2018. It aims to ensure public sector websites and mobile apps
are accessible to all users, especially those with disabilities.

2.1

2. Recommendations
The Committee is Recommended to:
1) Note the result of the Website Accessibility Audit as set out in paragraphs 4

to 4.2 and Appendix 1.
2) Approve the Disproportionate Burden Assessment as set out in paragraphs
5 to 5.2.
3) Note the work the Council needs to undertake to improve on website
accessibility as set out in paragraphs 6 to 6.2.
4) Approve the Website Accessibility Statement on an interim basis and
recommend it to Full Council for approval on 15 October 2020 as set out in
paragraph 7 and in Appendix 2.
3. Background
Regulations came into force on 23 September 2018 which say that all public
sector websites or mobile apps must:
•

meet accessibility standards

•

publish an accessibility statement by 23 September 2020

Understanding accessibility
Making a website or mobile app accessible means making sure it can be used
by as many people as possible.
This includes those with:
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•

impaired vision

•

motor difficulties

•

cognitive impairments or learning disabilities

•

deafness or impaired hearing

At least 1 in 5 people in the UK have a long-term illness, impairment or
disability. Many more have a temporary disability.
Accessibility means more than putting things online. It means making your
content and design clear and simple enough so that most people can use it
without needing to adapt it, while supporting those who do need to adapt
things.
For example, someone with impaired vision might use a screen reader
(software that lets a user navigate a website and ‘read out’ the content),
braille display or screen magnifier. Or someone with motor difficulties might
use a special mouse, speech recognition software or on-screen keyboard
emulator.
The steps are:
1. Check the website for accessibility problems.
2. Make a plan to fix any accessibility problems, within reason.
3. Publish an accessibility statement.
4. Make sure new features are accessible.
Things that do not need to be fixed
The following types of content do not need to be fixed because they’re exempt
from the accessibility regulations:
•

pre-recorded audio and video published before 23 September 2020

•

live audio and video

•

heritage collections like scanned manuscripts

•

PDFs or other documents published before 23 September 2018 - unless
users need them to use a service, for example a form that lets you request
school meal preferences

•

maps - but you’ll need to provide essential information in an accessible
format like an address

•

third party content that’s under someone else’s control if you did not pay
for it or develop it yourself - for example, social media ‘like’ buttons

•

content on intranets or extranets published before 23 September 2019
(unless you make a major revision after that date)

•

archived websites if they’re not needed for services your organisation
provides and they are not updated
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This is stated in the Accessibility Statement as being exempt.

4. Website Accessibility Audit
The audit was carried out using a combination of methods which involved the
website developers and Officers. Details of the audit are in Appendix 1.
4.1. Website Developers Check
The entire website was checked by the website developers for compliance
with the international WCAG 2.1 AA accessibility standard. There were some
functions that did not pass the test and have now been fixed. However, the
colour used for the menu options on the homepage does not pass the
accessibility criteria for colour contrast - there isn’t enough contrast between
the text and the green colour that’s used there now. An option of a colour to
make it complaint is the same purple used for the blocks above it or the
colour: 18635B (see screenshot below).

Current homepage

An issue with the Google Map embedded on the allotments page was found
but it cannot be fixed as it is a Google setting. To overcome this a list of the
allotment sites and their details will be displayed on the page in addition to the
‘pins’ on the map.
4.2. Officers Basic Accessibility Check
It is important to note that the developers’ accessibility check will not pick up
on all issues such as accessible documents.
A sample of pages ranging from Committee Meetings to Allotments were
checked. The check was done in several steps, each identifying necessary
adjustments based on text content, images and videos, interactive tools and
documents. Officers have a working document which outlines the adjustments
needed for each section. There are a number of things that will need to be
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fixed on text content such as better link description, better use of headings
and a reduction of text in some pages. There are also a number of images
that need better labelling. No issues have been found with interactive tools
such as webforms.
The largest issue for the Council is the documents. There is a large volume of
PDFs which are not accessible.
5. Disproportionate Burden Assessment
5.1.Some of the issues identified are easily and inexpensively fixed such as colour
contrast on the webpages but other areas will use more resources such as
rectifying PDFs. There are hundreds of PDFs on the website which are not fully
accessible; they can be read by assistive technology but there are some issues
with text styling and the use of abbreviations such as ‘Cllrs’ which cannot be read
properly by the technology. The Regulations state that an organisation can make
an assessment to see whether making particular things accessible is a
‘disproportionate burden’. This weighs up the burden placed on the organisation
by making those things accessible and the benefits of making those things
accessible.
5.2.The Council receives very few requests from disabled users for assistance in
accessing its online content, in fact in recent years there have been no external
requests for alternative formats. The cost of rectifying the entire website content
including the incredibly large volume of PDFs would be too great for the Council
and have very little impact. It can be deemed that it would not be reasonable for
the Council to make the entire content accessible as it is a disproportionate
burden.
6. Fixing the Issues
6.1.The areas that need prioritising are the colour contrast on webpages and PDFs.
Work has already started on making new documents such as Agendas, Minutes
and Officer Reports more accessible; this report is written in an accessible
format. Members will notice that the layout, styling and language used may be
different. Perhaps Members could try reading this on a laptop using assistive
technology such as read aloud to hear the report read out to you. Officers will
rectify older Committee documents going back to the start of this Council in May
2019.
6.2.The Council’s Document Retention Policy states that it will make available online
documents pertaining to the current and the previous Council. In 2023 documents
published before May 2019 will be deleted from the website.
6.3. Documents that are essential to our services such as governing policies will also
need to be rectified. There will be a need for staff to be trained in writing
accessible documents so that the Council can ensure that new website content
meets the Accessibility Regulations.
7. Website Accessibility Statement
7.1.The Statement must explain how accessible the website is, it does not matter
that it is only partially compliant with standards so far as it says which parts are
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not compliant (some are exempt), how people can get alternatives to content that
is not accessible to them and how they can contact the Council to report
accessibility problems.
7.2.It is Recommended that Members approve the Website Accessibility Statement
in Appendix 2 to be published by the 23 September 2020 on the website and
recommend approval by Full Council on 15 October. Please note that the
statement was written using a Government template and the notes for the writer
have been left for the benefit of Members, these will be removed prior to
publishing.

8. Financial Implications
8.1. There are none.

Peter Herbert
Town Clerk
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LTC website accessibility assessment August 2020
Regulations came into force on 23 September 2018 which say that all public sector
websites or mobile apps must:
1.

meet accessibility standards

2.

publish an accessibility statement

The steps are:
1. Check the website for accessibility problems.
2. Make a plan to fix any accessibility problems, within reason.
3. Publish an accessibility statement.
4. Make sure new features are accessible.
Things that do not need to be fixed
The following types of content do not need to be fixed because they’re exempt from the
accessibility regulations:
•

pre-recorded audio and video published before 23 September 2020

•

live audio and video

•

heritage collections like scanned manuscripts

•

PDFs or other documents published before 23 September 2018 - unless users
need them to use a service, for example a form that lets you request school meal
preferences

•

maps - but you’ll need to provide essential information in an accessible format
like an address

•

third party content that’s under someone else’s control if you did not pay for it or
develop it yourself - for example, social media ‘like’ buttons

•

content on intranets or extranets published before 23 September 2019 (unless
you make a major revision after that date)

•

archived websites if they’re not needed for services your organisation provides
and they are not updated

This is stated in the Accessibility Statement as being exempt.
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Website Accessibility Check (Audit)
Developers check
Website developers Webcurl carried out a test to see if the website meets the
international WCAG 2.1 AA accessibility standard. The site failed on a small number of
things which were fixed automatically without impacting the content. However, there
were issues with colour contrast on the homepage buttons which must be changed to a
slightly different tone. An issue with the Google Map embedded on the allotments page
was found but it cannot be fixed as it is a Google setting, to overcome this a list of the
allotment sites and their details will be displayed on the page in addition to the ‘pins’ on
the map.
Actions: change colour contrast on relevant pages.
Internal check
Officers assessed all pages including committee pages which have an archive of
agendas and minutes downloadable as PDFs. The check was done in several steps,
each identifying necessary adjustments based on text content, images and videos,
interactive tools and documents. Officers have a working document which breaks down
the adjustments needed for each section.

Text content
1. Headings – these must be styled properly and not bold or in larger font as screen
readers cannot see these as headings.
2. Page usability stylesheets are disabled - The way a page looks is controlled by
something called a ‘stylesheet’. It defines things like the way a page is laid out
and any font colours. Content should still be usable even if stylesheets are
disabled, or are not loading properly.
3. Proper labelling of instructions - these must not conveyed in a way that relies on
a user’s ability to see the page.
4. Links – these need to be descriptive not use generic terms such as ‘click here’.
Instead they can be ‘apply for an allotment’.
5. Page titles - titles need to be descriptive and clearly state - in simple language what the pages are about and the tasks they’d help users complete.
Sample pages:
1. Grants page
2. Your Mayor
Method:
1. Officers manual check.
Actions:
1. Check that the right styles are being used for headings
2. Check that content is still usable even if stylesheets are disabled
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3. Review links to ensure they are descriptive
4. Review page titles

Images, video and audio content
1. Images – these must have appropriate alternative (or ‘alt) text that explains
the information the image conveys and not contain text (create a page
instead).
2. Videos or audio content need to be clearly described so that users who
cannot hear them can still access the information. This means that videos
must have captions explaining any sound effects and dialogue and transcripts
must be provided too.
Sample Pages:
1. Your Mayor
2. Your Councillors
Method:
1.Officers manual check.
Actions:
1. Review images and ensure they have appropriate alternative (or ‘alt)
2. Write transcripts for all videos.

Interactive tools and transactions
1. Form Fields – these need to be marked up correctly. If they’re not marked up
properly, screen readers will not be able to tell what a form field is for, or what
information the user should enter into it.
2. Form elements – these must be consistent throughout the website.
3. Time out warning – when completing forms users must be warned if they will
be timed out to after a period of inactivity to avoid form data being lost.
4. Error messages - When a user provides incorrect information in a form, they
must be told they’ve made a mistake and given help to correct that mistake.
5. Review answers before submitting – Users need to be able to check their
answers before submitting certain types of form, to confirm they’ve entered
the correct information. This only applies to forms where there would be
serious consequences to them making a mistake - for example, financial
transactions or something that enters them into a legal contract.
Sample pages:
1. Allotments webform
2. Merit awards webform
3. Formal complaints webform
Action: no action all working as it should.
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PDFs and other documents
•
•

documents that are essential to users accessing a service, no matter when
they were published
non-essential documents (such as leaflets) that were published on or after 23
September 2018

1. Meaningful titles - documents must have descriptive titles that explain what
they’re for.
2. Headings - the document must be broken up into sections that have
descriptive headings. This will allow people using screen readers to scan the
document and jump to the section that’s relevant to them. Headings must be
tagged properly - for instance, they’ve been created using the styles gallery in
Microsoft Word or something similar. That way, a screen reader will recognise
them as headings and will let users scan through them to find the content
they need. If the headings are just styled using bold, the screen reader
will not know they’re headings.
3. Instructions – these must not conveyed in a way that relies on a user’s ability
to see the page.
4. Link text – links must clearly explain where it will take the user. This is
important because screen reader users often scan through lists of links in
isolation. This means they do not have the surrounding context to help them
understand what the link is for.
5. Images, charts and tables – these must have a description. Any visual way of
conveying data like a table, chart or image must be described in the
surrounding text. That way, users who cannot see the images can still access
the information the image conveys.
Sample pages:
1. Committee agendas and minutes
2. Policies and strategic documents
Method:
1. Officers manual check.
Actions:
1. Create new templates for LTC documents to include guidelines on text, images
and links.
2. Rectify existing content.
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Technology
1. Using a mobile or tablet device – the pages must respond to devices and
enable orientation changes as well as one finger navigation (no complex
gestures)
2. Keyboard navigation – the website must be easy to navigate without a
mouse. Complete breakdown of tests is available from the Government
website
3. Content Zoom – users must be able to zoom or magnify content.
4. Colour contrast - the contrast ratio between text and the background colour of
the website need to be at least 4.5:1. The contrast ratio needs to be at least
3:1 in these for buttons and navigational elements.
5. Pop-ups and interactive or flashing content - Users need to be able to disable
or dismiss these elements easily.
6. Maps – It’s very hard to make a map itself accessible to people who have
visual impairments using some sorts of assistive technology. An alternative
for users who cannot use the map should be provided in the form of text.
7. Search and other forms of navigation – multiple ways of accessing content
should be provided. Such as offering a search bar, publishing a site map and
offering navigation categories that break up the content by theme.
8. Consistent navigation – menus should appear on the same place throughout
the website.
9. Links – these must open once the mouse button is released.
Sample pages:
1. Allotments page
2. Homepage
3. Grants page
Method:
1. Officers - (https://wave.webaim.org/)
2. Webcurl
Actions:
1. Provide an alternative for users who cannot use the map should be provided in
the form of text.
2. Webcurl to run another colour contrast check and ensure ratio is correct.

41

Appendix 1

HTML
1. Checking tables and bullet lists are styled properly – If they are not styled
properly, screen reader software will not recognise what they are and will not
convey the information in a way that makes sense to users.
2. Check the language the content is written in – a screen reader needs to know
what language a page is written in so it uses the correct speech libraries for
accent and pronunciation. It only knows this if the language is specified in the
page HTML.
3. Check the language the content is written in – a screen reader needs to know
what language a page is written in so it uses the correct speech libraries for
accent and pronunciation. It only knows this if the language is specified in the
page HTML.
4. Check any video players are accessible - This means checking that the buttons
you need to use to interact with the video player are marked up in a way that a
screen reader would recognise.
Sample Pages:
1. Service Funding Agreements (has a table)
2. Your Mayor (has video links)
Method:
1. Officers manual check using Google Chrome to inspect HTML.
Action:
1. Check with Webcurl if tables can be better labelled.
2. Label video better i.e. add the word ‘play’ before the link and inform users
the link directs them to YouTube.
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Accessibility statement for
Littlehampton Town Council
[Note: start with a brief explanation of which websites or mobile apps the
statement covers.
You can have a single accessibility statement that covers multiple
domains, or a separate statement for each domain or subdomain. As
long as the user can access relevant accessibility information easily from
any page on your website.]
This accessibility statement applies to www.littlehampton-tc.gov.uk.
[Note: use this section to make a brief, general statement about what the
website allows disabled users to do. Base it on the evaluation covered in
detail in the ‘Technical information about this website’s accessibility’
section. If you’re not confident that something is accurate, leave it out. If
you’re not confident enough to say anything specific here, leave this
section out completely.]
This website is run by Littlehampton Town Council. We want as many
people as possible to be able to use this website. For example, that
means you should be able to:
•
•
•
•
•

change colours, contrast levels and fonts
zoom in up to 300% without the text spilling off the screen
navigate most of the website using just a keyboard
navigate most of the website using speech recognition software
listen to most of the website using a screen reader (including the most
recent versions of JAWS, NVDA and VoiceOver)

We’ve also made the website text as simple as possible to understand.
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AbilityNet has advice on making your device easier to use if you have a
disability.

How accessible this website is
[Note: use this section to provide information that a disabled user can act
on - for example, avoid a particular section of the website, or request an
alternative version rather than waste time trying to make it work with
their assistive technology. Try to list in order of most impact to least
impact.]
We know some parts of this website are not fully accessible:
•

many of our documents aren’t fully accessible to screen readers

•

you cannot modify the line height or spacing of text
you cannot skip to the main content when using a screen reader
some of our images do not have alternative text

•
•

Feedback and contact information
If you need information on this website in a different format like
accessible PDF, large print, easy read, audio recording or braille please
contact us.
We’ll consider your request and get back to you in 10 working days.

Reporting accessibility problems with this
website
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We’re always looking to improve the accessibility of this website. If you
find any problems not listed on this page or think we’re not meeting
accessibility requirements, contact us.
If you wish to make a formal complaint, please complete our complaints
form.

Enforcement procedure
If you have made a complaint and you’re not happy with our
response contact the Equality Advisory and Support Service (EASS).
The Equality and Human Rights Commission (EHRC) is responsible for
enforcing the Public Sector Bodies (Websites and Mobile Applications)
(No. 2) Accessibility Regulations 2018 (the ‘accessibility regulations’).
[Note: if your organisation is based in Northern Ireland, refer users who
want to complain to the Equalities Commission for Northern Ireland
(ECNI) instead of the EASS and EHRC.]

Technical information about this
website’s accessibility
[Note: this form of wording is legally required, so do not change it.]
Littlehampton Town Council is committed to making its website
accessible, in accordance with the Public Sector Bodies (Websites and
Mobile Applications) (No. 2) Accessibility Regulations 2018.

Compliance status
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[Note: say that the website is fully compliant if the website meets WCAG
2.1 AA standard in full. Say that it’s partially compliant if it meets most
requirements of the WCAG 2.1 AA standard. If it does not meet most
requirements of the WCAG 2.1 AA standard, say that it’s not compliant.
If your website is either partially compliant or not compliant WCAG 2.1
AA standard, you’ll need to explain why. This will be due to one or both
of the following:
•

•

non-compliances - this means the content in question is in scope of
the regulations, but there’s an accessibility problem with it
an exemption - this means the inaccessible content is out of scope of
the regulations, or it’d be a disproportionate burden for you to make it
accessible

There’s a legally required way of expressing the compliance status of
your website, so do not change it. The 3 options are as follows:]
This website is partially compliant with the Web Content Accessibility
Guidelines version 2.1 AA standard, due to the non-compliance issues
listed below.

Content that’s not within the scope
of the regulations
The content listed below is non-accessible as we are not required to:
• make documents published before 23 September 2018 accessible,
unless they are essential to access a service
• make reproductions of heritage documents accessible
• make online maps accessible
• add transcripts to audio files at Level A/AA.
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Non-accessible content
[Note: if the website is fully compliant with the WCAG 2.1 AA standard,
you can leave the ‘Non-accessible content’ section out.
Otherwise, do not change the ‘Non-accessible content’ heading or the
‘The content listed below is non-accessible for the following reasons’
sentence - they’re legally required.
Do not change the ‘Non-compliance with the accessibility regulations’,
‘Disproportionate burden’ and ‘Content that’s not within the scope of the
accessibility regulations’ subheadings: they’re also legally required.
But if you need to list a lot of problems, you can break these subsections
up with further subheadings - for example, ‘Navigation and accessing
information’ or ‘Interactive tools and transactions’.]
The content listed below is non-accessible for the following reasons:

Non-compliance with the accessibility
regulations
[Note: In this subsection, list:
1.
2.
3.

accessibility problems
which of the WCAG 2.1 AA success criteria the problem fails on
when you plan to fix the problem

Do not include any problems where you’re claiming disproportionate
burden, or where the problem is outside the scope of the accessibility
regulations (those should go in the subsections below).]
Issues with images
Some images do not have a text alternative, so people using a screen
reader cannot access the information. This fails WCAG 2.1 success
criterion 1.1.1 (non-text content).
1.
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We plan to add text alternatives for all images by October 2020. When
we publish new content we’ll make sure our use of images meets
accessibility standards. When we publish new content we’ll make sure
any images we use meet accessibility standards.
2.

Issues with documents

Many of our PDFs and Word documents don’t meet accessibility
standards - for example, they may not be structured so they’re
accessible to a screen reader. This fails WCAG 2.1 success criterion
4.1.2 (Name, Role, Value).
•

Some of our resource documents, such as posters, are designed
to be downloaded and printed, so these may not be fully
accessible.

•

Some of the documents we link to are owned by third parties and
may not be accessible.

Accessibility regulations don’t require us to fix PDFs or other documents
that we own and published before 23 September 2018 unless they’re
essential to providing our services. If you need information in another
format, please contact us.
We are working to improve the structure of PDFs and Word documents
published after May 2019 to make them more accessible through a
screen reader. We are creating a roadmap which should be complete by
December 2020. It will explain how we will make changes and provide
timescales for when the documents will be fixed.
3.

Issues with contrast

We are aware that some of the text on the site needs more colour
contrast. Contrast issues with text, links, buttons and form elements.
This fails WCAG 2.1 success criterion 1.4.3 (Contrast - Minimum). We
are working to improve this.
4.

Issues with Maps
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We are aware that the embedded Google Maps are not accessible. We
are working to improve this.

Disproportionate burden
[Note: in this subsection list accessibility problems you’re claiming would
be a disproportionate burden to fix
Bear in mind that something which is a disproportionate burden now will
not necessarily be a disproportionate burden forever. If the
circumstances change, your ability to claim disproportionate burden may
change too.]
PDFs and Word documents
Accessibility Regulations require that PDFs and Word documents
published after 23 September 2018 be fully accessible. Our documents
are accessible but could be better structured for screen readers.
We’ve assessed the cost of fixing the issues with PDFs and Word
documents published prior to May 2019. We believe that doing so now
would be a disproportionate burden within the meaning of the
accessibility regulations.

Content that’s not within the scope of the
accessibility regulations
[Note: in this subsection list accessibility problems that fall outside the
scope of the accessibility regulations.]
The content listed below is non-accessible as we are not required to:
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•

make documents published before 23 September 2018 accessible,
unless they are essential to access a service

•

make online maps accessible

Any new PDFs or Word documents we publish will meet accessibility
standards.

What we’re doing to improve
accessibility
[Note: publishing an accessibility roadmap is optional. It’s a good idea to
publish one if you want to be specific about the order you’re planning to
tackle accessibility issues, and there’s no space to do so in the
accessibility statement itself.]

We are creating a roadmap which should be complete by December
2020. It will explain how we will make changes and provide timescales
for when the issues will be fixed.

Preparation of this accessibility
statement
[Note: the wording about when the statement was prepared is legally
required, so do not change it.]
This statement was prepared on 22 September 2020. It was last
reviewed on 14 September 2020.
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This website was last tested on 14 September 2020. The test was
carried out by our website developers, Webcurl, and ourselves.
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Littlehampton Town Council
Non-Confidential
Committee: Policy & Finance
Date: 22nd September 2020
Report by: Town Clerk
Subject: Surrey & Sussex Association of Local Councils (SSALC) and West
Sussex Association of Local Councils (WSALC)
1. Summary
1.1

The report explains a process being undertaken by WSALC; the possible
implications for the Town Council and an option that might be considered to
protect the interests of the Council.
2. Recommendations

2.1

The Committee is Recommended to:
1)

2)

Recommend to Council (through the Urgent Action procedure) in
consultation with the Mayor, that the Town Council submits its’
intention to leave WSALC/SSALC/NALC on 31st Marsh 2021 but
reserves the right to withdraw this should the situation so dictate.
Seek a further report to either the October or December meeting
of the Committee.

3. Background
3.1

The Town Council is a member of WSALC/SSALC who provide training and
advice for Councils and who form the National Association (NALC). There is a
local District-level group, the Arun District Association of Local Councils
(ADALC). The Town Council has primarily agreed not to attend these meetings
but notes of these are still received.

3.2

On the 18th August, an email was received (Appendix A) from the CEO of
SSALC, explaining that a communication would be forthcoming from WSALC.
An email from WSALC duly arrived on 25th August with an enclosure. (Appendix
B).

3.3

This led to a wide range of questions being asked of WSALC, none of which
have been answered to date. These included questions about the cost;
whether any West Sussex Councils had been consulted and clarity about the
rationale for this expenditure, which is thought to be in the region of £10,000.
No responses have been received at the point of drafting this report.
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3.4

Strangely, although there is a limited reference to this matter being discussed
at the WSALC Board meeting, the Chair of ADALC, who is on the WSALC
Board, chose not to report on this development at the ADALC meeting on 7th
August. When asked why, she explained that “the WSALC Directors agreed
that it would be much better that we all put together the information and then
released it at the same time so that everyone would have exactly the same
information at the same time”. It is very difficult to understand why the outcome
of the meeting on 28th July could not have been urgently shared. Nothing was
shared from WSALC until 25th August.

3.5

It is important to note that the three County organisations comprising SSALC
had already started a strategy review for that organisation. Commenced in
November 2019, it had been paused for COVID-19, but was about to
recommence.

3.6

The timings of this work by WSALC is not helpful and unnecessarily expensive.
Any decision will likely be made after the Town Council has agreed its’ budget
for 2021/22 and certainly not before the December Committees have been held.
Although the outcome of the report that has been commissioned is unknown, it
would seem that the direction of travel of the Board is to seek to break away
from SSALC. Whilst this would almost certainly see the loss of the economies
of scale and breadth of support, it would also more than likely result in the
break-up of SSALC. West Sussex has the most Parish and Town Councils.
This would leave Parishes to pick up the “exit costs” such as redundancy and
termination of leases/contracts.

3.7

It is incomprehensible as to why WSALC would move in this way, and spend
Parish Council funds to do so, without consulting its’ Members. At a time of
great strain on the nation, reflected at parish-level, WSALC would appear to
want to focus on navel-gazing. This is not a priority of the Town Council, even
though the SSALC Strategy Review is welcomed and will hopefully involve
consulting parishes.

3.8

It is understood that 6 months’ notice is required to leave WSALC/SSALC. On
this basis, it is suggested that Members should consider submitting the Town
Councils’ notice on intent to leave SSALC/NALC before the end of September,
whilst reserving the right to withdraw this should things change. This would
need to be agreed through the Urgent Action procedure as Council does not
meet until October. However, the notice could be withdrawn at any time.
4. Financial Implications

4.1

In 2020/21 The Town Council subscription to NALC/SALC is £3,388.65. Limited
use has been made of NALC/SALC, although it has been thought important to
stay in the Town and Parish Council family. This decision would also give the
Council flexibility to decide its future during a potentially very difficult budget
round.

Peter Herbert
Town Clerk
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Sent: 28 August 2020 10:48
To: Monitoring Officer <Monitoring.Officer@arun.gov.uk>
Subject: Interim Monitoring Officer Arrangements

Dear Chairman/Mayor/Clerk
You may recall that Louise Greene, Legal Services Manager, was appointed as our
Interim Monitoring Officer following the resignation of Liz Futcher. Louise’s interim
role ceases on 31 August 2020 and the following arrangements have been put in
place with effect from 1 September 2020.
With effect from 1 September 2020, the Monitoring Officer role for Arun District
Council will be provided by Nick Bennett at Chichester District Council, again on an
interim basis until we can resolve a permanent solution.
•

For any queries about the Constitution or Standards, please email the
monitoring.officer@arun.gov.uk mailbox. I will manage this mailbox
and will respond to you as soon as possible. I may have to refer to
Nick for guidance but I will let you know. Please continue to send me
any changes to your Register of Interests, as before.

•

With regards to Code of Conduct complaints, any complaints received
after (or unresolved by) 1 September 2020 will be forwarded to an
external company – Hoey Ainscough Associates Ltd (HAA) – who have
been appointed to carry out this function on our behalf. HAA will liaise
with Nick on any contentious matters or those that need clarification,
and Nick will be kept updated on the status and progress of complaints.

•

Nick Bennett will also cover as Arun’s Data Protection Officer until we
can recruit to this role.

We will update you further as and when necessary.
Shirley Quinlan
PA to Chief Executive & Group Heads,
Corporate Support Directorate
T: 01903 737601
E: shirley.quinlan@arun.gov.uk
Arun District Council, Civic Centre, Maltravers Rd, Littlehampton, West Sussex, BN17 5LF
www.arun.gov.uk

57

Littlehampton Town Council
Non- Confidential
Committee: Policy and Finance Committee
Date: 22nd September 2020
Report by: Town Clerk
Subject: New Youth Centre at Wick - Tenure

1.1

1.2

1. Summary
To facilitate the construction of a new Youth Centre to replace the Keystone
Centre in Wick, Arun District Council (ADC) has agreed in principle to provide
land opposite to the existing Centre in Eldon Way. This will be formalised
through the granting of a lease to the Town Council for the footprint of the new
building.
It is proposed the lease would comprise of a full repairing, insuring lease (i.e.
a lease in which the tenant takes on all of the costs for repairs and insurance
for the property being leased from the landlord), at peppercorn rent for a
period of time which reflects the design-life of the building which is estimated
to be 50 years. The lease will be accompanied by a side letter that absolves
the Town Council of the obligation to pay.
2. Recommendations
The Committee is Recommended to:
Recommend to Full Council that the Council enters into a full repairing,
insuring lease with Arun District Council for the footprint of the site of the new
youth centre in Eldon Way, Wick at a peppercorn rent for a period 50 years.

3. Financial Implications
There are none arising from this report.
Peter Herbert
Town Clerk
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Littlehampton Town Council
Non-Confidential
Committee: Policy and Finance
Date: 22nd September 2020
Report by: The Town Clerk
Subject: Amendment to Financial Regulations
1. Summary
1.1

For the Committee’s consideration and endorsement, attached as Appendix 1
to this report, are proposed amendments to the Financial Regulations and
Procurement Policy to reflect a review following revised model regulations from
NALC (National Association of Local Councils) and to reflect the Town
Council’s change to electronic banking. These were reviewed by the
Governance and Audit Committee at its meeting on 7 th July 2020. Since that
meeting and following a controlled test of the online payment system with the
Town Council’s bankers, a further amendment to the Town Council’s Financial
Regulations is also required. These changes are explained in Section three
below.
2. Recommendation
The Committee is Recommended to:
Comment upon the proposed amendments to the Financial Regulations
and recommend the revised Regulations to Full Council for approval.
3. Background

3.1

The Governance and Audit Committee approved changes to the Town
Council’s Financial Regulations at its meeting on 7th July 2020. These aimed
to bring the Regulations in to line with the NALC (National Association of Local
Council’s) model Financial Regulations, and to reflect the change to online
banking.

3.2

Whilst some changes were minor (for example to improve the wording or bring
the regulation more in line with the NALC model regulations) other changes
were more significant and have resulted in changes to the format and order of
some of the sections in the Regulations to make them more coherent.

3.3

For ease of reference the additions have been highlighted in yellow and
proposed deletions struck through on the revised Regulations (Appendix 1). A
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list of changes is provided in the table below with notes about the proposed
change.
Changed
Regulation
1.6
4.6
4.9
6
6.6, 6.7, 6.8
6.10

7.6
7.12, 7.13

7.14 and 7.15
13.1
15.5
22.4

Notes
Regulation added as per NALC model regulations
Regulation added as per NALC model regulations
Improved wording and as per NALC model regulations
Header reflects NALC model regulations
This has been amended to reflect the changes approved by
Council
This is not a new regulation but has been moved from the
‘Payment Procedures’ section (7) into the ‘Authorisation
of payments’ section (6)
This has been added to incorporate the payment procedure for
salaries
Having progressed work to move to online banking it has
become clear that the regulation previously agreed
needed to be adapted to reflect the procedures required
to operate the online bank account securely and in
accordance with financial regulations.
Regulations added as per NALC model regulations
Amended to reflect withdrawal of the UK from the EU.
Amended to reflect withdrawal of the UK from the EU and an
update to the Utilities Contracts Regulations
Additional sentence added to regulation, based on NALC
model regulations

3.4

The Governance and Audit Committee reviewed the proposed Financial
Regulations at its meeting on 7th July 2020 and recommended them to the
Policy and Finance Committee.

3.5

Since then the online banking procedures have been tested in controlled
circumstances and identified a need to further amend the Financial
Regulations. The amendment (7.12 of the Financial Regulations in Appendix
1) is to have schedules to approve payment of online transactions presented
to and authorised by one authorised Member signatory rather than two.
Ultimately, this will enable the process to be completed quicker, which means
the Council’s suppliers are paid quicker. The need for this is because the
transfer of funds between accounts that has to happen to set up the payment
(due to the overnight sweeping process) only needs to be completed once if
the signature is obtained in a time efficient manner. If it is not, then an officer
must log back in to transfer funds again before the payment is made.

3.6

This change is in accordance with the Legislative Reform (Payments by Parish
Council, Community Council’s and Charter Trustees) Order 2014, which
removed subsection (5) of Section 150 of the Local Government Act 1972
which required cheques or orders for payment to be signed by two elected
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members. The Order removed a burden (the “two signature rule”) on parish and
community councils and in doing so facilitated the use of electronic means of
payments.
3.7

A further control measure has been implemented for online payments whereby
the RFO initials the printed copy of online payments to indicate agreement of
the details shown on the payment with sight of the invoice and payment
schedule.

3.8

It is not proposed to change the number of Member signatories for cheques as
these are considered by the bank to be higher risk in terms of fraud and/or loss
of cheques in the post.

3.9

Appendix 1 of the Financial Regulations is the Town Council’s Procurement
Policy. Section 3 includes an additional bullet point to reflect the need to publish
details of all tenders and contracts over £5,000 on the Council’s website

Peter Herbert
Town Clerk

Laura Chrysostomou
Deputy Town Clerk
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Littlehampton Town Council Financial Regulations
Date

TBC

Document Number 4
Edition Number

5

Replaces

Financial Regulations 2019

Policy Maker

Responsible Financial Officer

Responsibility

Full Council

Resolution Number Full Council TBC
Review Cycle

Annually

This information pack contains:
Financial Regulations
Littlehampton Town Council Financial Regulations
Littlehampton Town Council Procurement Policy – Appendix 1
Littlehampton Town Council Financial Regulations Declaration Form –
Appendix 2
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LITTLEHAMPTON TOWN COUNCIL
FINANCIAL REGULATIONS
1.

FINANCIAL ADMINISTRATION

1.1

These Financial Regulations govern the conduct of financial management by
the Council and may only be amended or varied by resolution of the Council.
Financial regulations are one of the Council’s three governing policy documents
providing procedural guidance for members and officers. Financial Regulations
must be observed in conjunction with the Council’s Standing Orders and any
individual Financial Regulations relating to contracts.

1.2

The Council is responsible in law for ensuring that its financial management is
adequate and effective and that the Council has a sound system of financial
control which facilitates the effective exercise of the Council’s functions,
including arrangements for the management of risk and for the prevention and
detection of fraud and corruption. These Financial Regulations are designed to
demonstrate how the Council meets these responsibilities.

1.3

The Council’s accounting control systems must include measures:
• for the timely production of accounts;
• that provide for the safe and efficient safeguarding of public money;
• to prevent and detect inaccuracy and fraud; and
• identifying the duties of officers.

1.4

These Financial Regulations demonstrate how the Council meets these
responsibilities and requirements.

1.5

At least once a year, prior to approving the Annual Governance and
Accountability Return, the Council must review the effectiveness of its system
of internal control which shall be in accordance with proper practices.

1.6

Deliberate or wilful breach of these Regulations by an employee may give rise
to disciplinary proceedings.

1.7

Members of Council are expected to follow the instructions within these
Regulations and not to entice employees to breach them. Failure to follow
instructions within these Regulations brings the office of Councillor into
disrepute.

1.8

The Responsible Financial Officer (RFO) is a statutory office and shall be
appointed by the Council.

1.9

The RFO, acting under the policy direction of the Policy & Finance Committee,
shall
• administer the Council's financial affairs in accordance with all Acts,
Regulations and proper practices;
• determine on behalf of the Council its accounting records, and accounting
control systems;
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•
•
•
•

ensure that the accounting control systems are observed and that the
accounting records of the Council are maintained and kept up to date in
accordance with proper practices;
assist the Council to secure economy, efficiency and effectiveness in the
use of its resources;
produce financial management information as required by the Council;
and
be responsible for the Council’s Internal Audit procedures.

1.10

The accounting records determined by the RFO shall be sufficient to show and
explain the Council’s transactions and to enable the RFO to ensure that any
income and expenditure account, statement of balances or management
information requested by the Council shall comply with the Accounts and Audit
Regulations.

1.11

The accounting records determined by the RFO shall in particular contain:
• entries from day to day of all sums of money received and expended by
the Council and the matters to which they relate;
• a record of the assets and liabilities of the Council, and
• wherever relevant, a record of the Council’s income and expenditure in
relation to claims made, or to be made, for any contribution, grant or
subsidy.

1.12

The accounting control systems determined by the RFO shall include:
• procedures to ensure that the financial transactions of the Council are
recorded as soon as reasonably practicable and as accurately as
possible;
• procedures to enable the prevention and detection of inaccuracies and
fraud and the ability to reconstruct any lost records;
• identification of the duties of officers dealing with financial transactions and
division of responsibilities of those officers in relation to significant
transactions, wherever possible;
• procedures to ensure that uncollectable amounts, including any bad debts
are not submitted to the Policy and Finance Committee for approval to be
written off except with the approval of the RFO and that the approvals are
shown in the accounting records, and
• measures to ensure that risk is properly managed.

1.13

The Council is not empowered by these Regulations or otherwise to delegate
certain specified decisions. In particular any decision regarding:
• setting the final budget or the Precept (Council Tax Requirement);
• approving accounting statements;
• approving an annual governance statement;
• borrowing;
• declaring eligibility for the General Power of Competence.

1.14

In addition the Council (or relevant Committee) must:
• determine and keep under regular review the bank mandate for all Council
bank accounts;
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•
•
•

approve any grant or a single commitment in excess of £10,000;
in respect of the annual salary for any employee have regard to
recommendations about annual salaries of employees made by the
relevant Committee in accordance with its terms of reference;
deal with the writing off of bad debts.

1.15

In these Financial Regulations, references to the Accounts and Audit
Regulations or ‘the regulations’ shall mean the regulations issued under the
provisions of section 27 of the Audit Commission Act 1998, or any superseding
legislation, and then in force unless otherwise specified.

1.16

In these Financial Regulations the term ‘proper practice’ or ‘proper practices’
shall refer to guidance issued in Governance and Accountability for Local
Councils – a Practitioners’ Guide (England) issued by the Joint Practitioners
Advisory Group (JPAG), available from the websites of NALC and the Society
for Local Council Clerks (SLCC).

2.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

2.1

All accounting procedures and financial records of the Council shall be
determined by the RFO as required by the Accounts and Audit Regulations,
appropriate guidance and proper practices.

2.2

The bank statements will be presented to and checked by the Town Clerk
weekly, or in their absence the Assistant Town Clerk or other senior manager,
for large extraction of funds. This check will be evidenced by the signature of
whoever carries out the check and the date when the check was undertaken.

2.3

On a regular basis, at least once in each quarter, and at each financial year
end, the Chair of Policy & Finance shall verify bank reconciliations (for all
accounts) produced by the RFO. The Chair shall sign the reconciliations and
the original bank statements (or similar document) as evidence of verification.
This activity shall on conclusion be reported, including any exceptions, to and
noted by, the Policy & Finance Committee.

2.4

The RFO shall be responsible for completing the Council’s Annual Statement
of Accounts, Annual Report and any related documents of the Council
contained in the Annual Return (as specified in proper practices) as soon as
practicable after the end of the financial year and having certified the
accounts shall submit them and report thereon to the Council within the
timescales set by the Accounts and Audit Regulations.

2.5

The Council shall ensure that there is an adequate and effective system of
internal audit of its accounting records, and of its system of internal control in
accordance with proper practices.

2.6

Any officer or member of the Council shall make available such documents
and records as appear to the Council to be necessary for the purpose of the
audit and shall, as directed by the Council, supply the RFO, Internal Auditor,
or External Auditor with such information and explanation as the Council
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considers necessary for that purpose.
2.7

The internal auditor shall be appointed by and shall carry out the work in
relation to internal controls required by the RFO, or by Council in accordance
with proper practices.

2.8

The internal auditor shall:
• be competent and independent of the financial operations of the Council;
• report to Council in writing, or in person, on a regular basis with a
minimum of one annual written report during each financial year;
• to demonstrate competence, objectivity and independence, be free
from any actual or perceived conflicts of interest, including those
arising from family relationships; and
• have no involvement in the financial decision making,
management or control of the Council.

2.9

Internal or external auditors may not under any circumstances:
• perform any operational duties for the Council;
• initiate or approve accounting transactions; or
• direct the activities of any Council employee, except to the extent that
such employees have been appropriately assigned to assist the
internal auditor.

2.10

For the avoidance of doubt, in relation to internal audit the terms
‘independent’ and ‘independence’ shall have the same meaning as is
described in proper practices.

2.11

The RFO shall make arrangements for the exercise of electors’ rights in
relation to the accounts including the opportunity to inspect the accounts,
books, and vouchers and display or publish any notices and statements of
account required by Audit Commission Act 1998, or any superseding
legislation, and the Accounts and Audit Regulations.

2.12

The Governance & Audit Committee will receive all Internal Audit reports.
They will consider the recommendations and recommend to the appropriate
Standing Committee any action required in order to address the issues.

2.13

The RFO shall, without undue delay as soon as practicable, bring to the
attention of all Councillors any correspondence or report from the Internal or
External Auditor, unless the correspondence is of a purely administrative
matter.

2.14

The Internal Auditor will carry out an annual review of the Financial
Regulations. It shall be the duty of the Governance & Audit Committee to
receive and consider recommendations from this review and after
consultation with any other Committees concerned, make such
recommendations to the Council.
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3.

ANNUAL ESTIMATES (BUDGETS) AND FORWARD PLANNING

3.1

The Town Clerk shall each year, before the end of February, recommend to
Council a programme of estimates for consideration and the programme is
to include adequate time for such discussion between the Policy and Finance
Committee, other Committees and Council.

3.2

The RFO must each year, by no later than November, prepare detailed
estimates of all receipts and payments including a three year forecast of
Revenue and Capital Receipts and Payments, the use of reserves and all
sources of funding for the following financial year in the form of a budget to
be considered by the relevant Standing Committee and the Council.

3.3

Each Standing Committee shall review its three-year forecast of revenue and
capital receipts and payments. Having regard to the forecast, it shall
thereafter formulate and submit proposals for the following financial year to
the Policy & Finance Committee not later than the end of December each year
including any proposals for revising the forecast.

3.4

The Policy and Finance Committee shall review the estimates and submit
them to the Council not later than the end of February in each year, together
with such summaries, statements and reports as are considered desirable in
order to enable Council to determine the Precept to be levied for the ensuing
year.

3.5

Concurrently with the report to the Council and the proposed Precept to be
levied for the ensuing year, the Town Clerk and RFO shall report on the
funding of the capital programme, in order to enable a definite programme
for the following year to be determined.

3.6

The Council shall consider annual budget proposals in relation to the
Council’s three year forecast of Revenue and Capital receipts and payments
including recommendations for the use of reserves and sources of funding
and update the forecast accordingly.

3.7

The Council shall fix the Precept, and relevant basic amount of Council Tax
to be levied for the ensuing financial year not later than by the end of February
each year. The RFO shall issue the Precept to the billing authority and shall
supply each Member with a copy of the approved budget.

3.8

The approved annual budgets shall form the basis of financial control for the
ensuing year.

4.

BUDGETARY CONTROL AND AUTHORITY TO SPEND

4.1

Expenditure on the revenue account may be authorised up to the amounts
included in the approved budget, subject to the requirements of the Standing
Orders & Financial Regulations. Such authority is to be evidenced by a Minute
or by an authorisation slip duly signed by the Clerk. Contracts may not be
disaggregated to avoid controls imposed by these regulations, in accordance
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with the scheme of delegation.
4.2

During the budget year and with the approval of the Policy and Finance
Committee, having considered fully the implications for public services, unspent
and available amounts may be moved to other budget headings (vired) or to
an earmarked reserve as appropriate.

4.3

The Town Clerk has powers to vire amounts up to £1,000 between budget
heads provided within the approved revenue budget, except in the case of
sums provided for pay and allowances or when any continuing expenditure
is to be generated, subject to the approval of the appropriate Committee.

4.4

Expenditure may not be incurred which cannot be met from the amount
provided within the net revenue budget or when it is likely to result in an
overspend in the year, unless a request for a supplementary estimate has
been approved by the Policy and Finance Committee. This regulation shall
apply where such event would result in an increase in net cost within the
financial year.

4.5

Unspent provisions in the revenue or capital budgets shall not be carried
forward to a subsequent year unless placed in an earmarked reserve by
resolution of the Council.

4.6

The salary budgets are to be reviewed at least annually for the following
financial year and reported to the Property and Personnel Committee as part
of the budget cycle. The RFO will inform Committees of any changes on their
budget requirement for the coming year in good time.

4.7

The Clerk may incur expenditure on behalf of the Council which is necessary
to carry out any repair, replacement or other work which is of such extreme
urgency that it must be done at once, whether or not there is any budgetary
provision for the expenditure. The Clerk shall report the action to the Chairman
as soon as possible and to the Council as soon as practicable thereafter.

4.8

Except as provided in Standing Orders and Financial Regulations, all
proposals involving expenditure on the capital account shall be the subject of
an annual report to the appropriate Committee and the report shall include the
full financial implications of the proposals.

4.9

No expenditure shall be authorised in relation to any capital project and no
contract entered into or tender accepted involving capital expenditure unless
the Council is satisfied that the necessary funds are available and the
requisite borrowing approval has been obtained.

4.10

All capital works shall be administered in accordance with the Council's
Procurement Policy (Appendix 1), Standing Orders and Financial
Regulations relating to contracts.

4.11

The RFO shall regularly provide each Committee with a statement of income
and expenditure to date, comparing actual expenditure to the appropriate
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date against that planned as shown in the budget. These statements are to
be prepared at least at the end of each financial quarter, and shall show
explanations of material variances.
4.12

Changes in earmarked reserves shall be approved by the Policy and Finance
Committee as part of the budgetary control process.

5.

EARMARKED RESERVES POLICY

5.1

Reserves will only be earmarked in line with the CIPFA Code of Practice on
Local Authority Accounting in the UK (the Statement of Recommended
Practice). The amount Earmarked in any one financial year will not exceed
the difference (surplus) between the budgeted net expenditure and the actual
net expenditure.

5.2

Reserves can be spent or Earmarked at the discretion of the Town Council.
They can result from:
• events which have allowed monies to be set aside,
• surpluses,
• decisions causing anticipated expenditure to have been postponed or
cancelled,
• monies set aside for major anticipated capital schemes, projects or
service arrangements the Town Council may wish to carry out.
Expenditure will not be charged direct to Earmarked Reserves and transfers
to and from Earmarked Reserves will be distinguished from service
expenditure in the Statement of Accounts.

5.3

5.4

For each reserve established the following will be clearly documented:
• The reason for or the purpose of the Earmarked Reserve will be clearly
defined within the above guidelines.
• The types of expenditure the Earmarked Reserve will be used for and
the basis of transactions will be clearly defined.
• Any circumstances for which the reserves cannot be used.

5.5

Reserves will be managed, controlled and reviewed by the RFO;
• On a transaction by transaction basis to ensure that the correct
expenditure is being taken from the correct reserve and that no reserve
is overspent.
• Twice per year, once during the budget review procedure and once at
the year end. The RFO, in consultation with the Town Clerk, will review
the appropriateness of each reserve, making recommendations as to
which reserves should be earmarked in the next financial year. At such
time any reserves considered no longer appropriate will be transferred
back to the General Reserve.

5.6

The Town Clerk or in his/her absence the RFO, is authorised to spend
Earmarked Reserves up to the amounts included in the approved EMRs in line
with the Financial Regulations, Standing Orders and Scheme of Delegation.
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6.

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

6.1

All arrangements with the Council’s Bankers shall be made by the Town Clerk
and the RFO and approved by the Policy and Finance Committee. The
aforementioned Officers shall be authorised to operate such banking accounts
as they may consider necessary.

6.2

Before authorising an invoice Officers shall satisfy themselves that the work,
goods or services to which the invoice relates have been received, carried
out, examined and represent expenditure previously approved. Where there
is any doubt about the receipt of goods or services, invoices for payment shall
be examined and verified by the authorised Officer issuing the order.

6.3

The RFO shall ensure invoices are examined in relation to arithmetical
accuracy and coded to the appropriate expenditure head. The RFO shall take
all reasonable steps to settle all invoices submitted, and which are in order,
within 30 days of their receipt.

6.4

When the Town Clerk, or Responsible Financial Officer or duly authorised
Officer is satisfied that the invoices are in order they shall finally authorise
them for payment.

6.5

In respect of grants a duly authorised Committee shall approve expenditure
within any limits set by Council and in accordance with any Policy statement
approved by Council. Any Revenue or Capital Grant in excess of £5,000 shall
before payment, be subject to ratification by resolution of the Council.

6.6

In respect of the Mayors Discretionary Fund the maximum the Mayor may
allocate from the Discretionary Fund in one year will be decided by Full
Council in its budget. The purpose of the budget provided by Council is to
meet those one-off initiatives that the Town Mayor might identify whilst out
and about in the Community in accordance with the guidance in the Mayoral
Induction Pack. It is not intended to provide another round of grant funding.

6.7

An individual award from the Discretionary Fund will not exceed £200, unless
by referral to The Policy and Finance Committee, and will only be made on
one occasion per year to any recipient. Funding can be awarded anytime
during the Mayoral year up to 31st March.

6.8

The discretionary funding will be approved by the Town Clerk on the
recommendation of the Town Mayor and will be reported at the next Full
Council Meeting.

6.9

Members are subject to the Code of Conduct that has been adopted by the
Council and shall comply with the Code and Standing Orders when a
decision to authorise or instruct payment is made in respect of a matter in
which they have a disclosable pecuniary or other interest, unless a
dispensation has been granted.

6.10

Specified Members will be approved by Council to be authorised Member
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signatories. These Members shall be the Mayor, Chairs of the Policy and
Finance, Community Resources, Property and Personnel, Planning and
Transportation Committees. In cases of duplication the Vice-Chair of the
appropriate Committee shall be the designated signatory. If a member who
is also a bank signatory has declared a disclosable pecuniary interest, or has
any personal or prejudicial interest, in the matter in respect of which the
payment is being made, that Councillor shall be required to consider Standing
Orders, and thereby obtain the confirmation of the Town Clerk as to whether
it is appropriate and / or permissible to be a signatory to the transaction in
question.
6.11

The Town Clerk or in his/her absence, the RFO, is authorised to sign cheques
on the Imprest Account to a value not exceeding £200 approved as part of
the Town Council’s annual budget and precept setting process.

7.

PAYMENT PROCEDURES

7.1

The Council will make safe and efficient arrangements for the making of its
payments. Apart from petty cash payments, the normal method of payment of
money due from the Council shall be by online banking, cheque, business
charge card, or other order drawn on the Council’s Bank (e.g. Direct Debit or
Standing Order).

7.2

Following authorisation under Financial Regulation 6 above, the Council, a
duly delegated committee or, if so delegated, the Clerk or RFO shall give
instruction that a payment shall be made.

7.3

All schedules to approve payment of cheques shall be presented to and all
cheques up to a value of £249,999 shall be signed by two specified
authorised Member signatories and cheques over £250,000 shall be signed
by three specified authorised Member signatories as approved by Council.

7.4

To indicate agreement of the details shown on the cheque or order for
payment with sight of the invoice or similar supporting documentation, the
Town Clerk, or in his/her absence an officer designated by him/her, shall also
initial the corner of the cheque.

7.5

Payment for utility supplies (energy, telephone and water) and rates may be
made by variable Direct Debit provided that the instructions are signed by
two authorised Member signatories. The approval of the use of variable direct
debit shall be renewed by resolution of the Council at least every two years.

7.6

Payment for salaries may be made by variable Direct Debit using the Lloyds
telepay system once authorised by the Town Clerk, or in his/her absence an
officer designated by him/her, who shall also sign the payment list and the
reverse of the telepay form.

7.7

Payment for certain items may be made by BACS or CHAPS provided that
the instructions for each payment are signed by two authorised Member
signatories and documentary evidence retained.
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7.8

Payment may be made by internet banking transfer provided evidence is
retained showing which Members approved the payment.

7.9

No employee or Councillor shall disclose any PIN or password, relevant to
the working of the Council or its bank accounts, to any person not authorised
in writing by the Council or a duly delegated Committee.

7.10

Regular back-up copies of the records on any computer shall be made and
shall be stored securely away from the computer in question, and preferably
off site.

7.11

The Council, and any Members using computers for the Council’s financial
business, shall ensure that anti-virus, anti-spyware and firewall, software with
automatic updates, together with a high level of security, is used.

7.12

Where internet banking arrangements are made with any bank, the Clerk and
RFO shall be appointed as Service Administrator. The bank mandate approved
by the Council shall identify the number of Members who will be authorised to
approve transactions on those accounts along with the Town Clerk. The bank
mandate will state clearly the maximum value of payments that can be instructed
by the Service Administrator. All schedules to approve payment of online
transactions shall be presented to and authorised by two an authorised Member
signatory up to a value of £50,000 before the online transaction is authorised.
Online transactions will require the approval of the Town Clerk, or in his/her
absence the RFO, who are authorised to approve payments up to a value of
£50,000. The Officer creating the payment must be different to the Officer
authorising the payment.

7.13

For payments using online banking, the RFO, or in his/her absence an officer
designated by him/her, shall initial the printed copy of online payments to indicate
agreement of the details shown on the payment with sight of the invoice or similar
supporting documentation.

7.14

Access to any internet banking accounts will be directly to the access page
(which may be saved under “favourites”), and not through a search engine or email link. Remembered or saved password facilities must not be used on any
computer used for council banking work. Breach of this Regulation will be treated
as a very serious matter under these regulations.

7.15

Changes to account details for suppliers, which are used for internet banking
may only be changed on written hard copy notification by the supplier and
supported by hard copy authority for change signed by the Town Clerk and the
RFO. A programme of regular checks of standing data with suppliers will be
followed.

7.16

The RFO may maintain such petty cash floats as are deemed necessary for
operational purposes up to a maximum of £250 for any one float and provide
petty cash to officers for the purpose of defraying operational and other expenses
or miscellaneous items of an urgent nature. Such petty cash accounts to be
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maintained on the Imprest system in the manner and form prescribed by the
RFO:
a) Vouchers for payments made from petty cash shall be kept to forwarded to the
RFO with a claim for reimbursement and kept to substantiate the payment.
b) Income received must not be paid into any petty cash float but must be
separately banked, as provided elsewhere in these regulations.
7.17

The Council shall have a business charge card through Lloyds TSB Bank for use
by the Town Clerk and shall be subject to automatic payment in full at each
month-end.

7.18

Internal Control Procedures for purchases paid for by Charge Card:
(i)
Monthly expenditure on the Business Charge Card shall be limited to
£3,000.
(ii)

Only the Town Clerk shall be authorised to use the Business Charge
Card. With his/her written instructions the use of the card may be
delegated to the RFO up to the value of £500 per week.

(ii)

The Town Clerk (or as above) shall be authorised to spend up to £500
in any one transaction on items identified in the budget (e.g. stationery)
or that has previously been approved by Committee up to the value of
£500.

(iv)

Prior to a purchase being made or an order placed;
(a)
An official order shall be raised and signed by the Town Clerk
(b)
A Business Charge Card authorisation form shall be completed with
purchase details attached.

(v)

The expenditure must be authorised by:
(a)
The RFO, or in his/her absence, an officer designated by him/her
and
(b)
Any two of the authorised Member signatories who will sign the
monthly Business Charge Card statement when it is received with
sight of the invoice or similar supporting documentation.

8.

PAYMENT OF SALARIES

8.1

The payment of all salaries, wages and other emoluments shall be made by
the RFO in accordance with the instructions of the Town Clerk, taking into
account national pay awards and other information likely to have a bearing
on individual staff members’ conditions of service.

8.2

The Council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance
legislation. The payment of all salaries shall be made in accordance with
payroll records and the rules of PAYE and National Insurance currently
operating. Salaries shall be as agreed by Council or duly delegated
Committee.
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8.3

The RFO is responsible for keeping all payments of salaries and payment of
deductions from salary such as may be required to be made for tax, national
insurance and pension contributions, or similar statutory or discretionary
deductions must be made in accordance with the payroll records and on the
appropriate dates stipulated in employment contracts.

8.4

No changes shall be made to any employee’s pay, emoluments, or terms
and conditions of employment without the prior consent of the relevant
Committee.

8.5

Confidential payroll records are not open to inspection or review (under the
Freedom of Information Act 2000 or otherwise) other than:
a) by any Councillor who can demonstrate a need to know;
b) by the internal auditor;
c) by the external auditor; or
d) by any person authorised under Audit Commission Act 1998, or any
superseding legislation.

8.6

Any termination payments shall be supported by a clear business case and
reported to the Council. Termination payments shall only be authorised by
Council.

8.7

Before employing interim staff the relevant Committee must consider a full
business case.

9.

MEMBERS’ ALLOWANCES

9.1

Allowances as recommended by the Independent Panel on Members’
Allowance for the District Council, or otherwise agreed by the Town Council,
shall be paid on a monthly basis to those Members who have indicated
through agreed procedures that they wish to receive such payments. Where
a Member fails to register their interest, in receiving the payment of the Basic
Allowance, by 31 March in each municipal year, then that Member, shall
forego their entitlement to the Basic Allowance. In a year with elections,
Members wishing to receive the Basic Allowance in that year, who have
either not stood for re- election or are not returned, must indicate accordingly
by 31 May of that year. Failure to do so will indicate that they wish to forego
their entitlement. Payment in these cases will be pro-rata.

9.2

Travel and Subsistence allowance shall not be paid for travel within the
boundaries of the Town but will be available to Members representing the
Council on approved duties which will be agreed by the appropriate
Committee. The Mayor and Deputy Mayor shall be entitled to Travel and
Subsistence Allowances when carrying out approved, official duties on behalf
of the Council.

10.

LOANS AND INVESTMENTS

10.1

All borrowings shall be affected in the name of the Council and be subject to
approval of the Council who shall determine the terms and purpose of the
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application for the necessary borrowing approval.
10.2

Once the borrowing approval has been received, the Council shall approve
the application for borrowing. The decision to borrow must be taken by the
full Council (2003 Act, Schedule 1 paragraph 2(4)). This is a separate decision
from the decision to apply for borrowing approval.

10.3

Any financial arrangement which does not require formal borrowing approval
from the Secretary of State (such as Hire Purchase or Leasing of tangible
assets) shall be subject to approval by the full Council. In each case a report
in writing shall be provided to Council in respect of value for money for the
proposed transaction.

10.4

All investments of money under the control of the Council shall be in the name
of the Council and made under arrangements approved by the Town Clerk
and RFO.

10.5

All investment certificates and other documents relating thereto shall be
retained in the custody of the RFO.

10.6

The Council shall agree an annual investment strategy, in accordance with
relevant regulations, proper practices and guidance and shall be reviewed by
Council at least annually.

10.7

Payments in respect of short term or long term investments, including
transfers between bank accounts held in the same bank, or branch, shall be
made in accordance with Regulation 6 (Authorisation of Payments) and
Regulation 7 (Payment Procedures). The RFO (or in his/her absence the
Town Clerk) shall be authorised to make all necessary transfers between the
Council’s bank accounts and investments to achieve the best possible
interest within the guidance of the Council’s Annual Investment Strategy.

11.

INCOME

11.1

The collection of all sums due to the Council shall be the responsibility of and
under the supervision of the RFO.

11.2

The RFO shall make and maintain adequate arrangements for prompt and
proper banking and accounting for all cash, including its collection, custody,
control and deposit.

11.3

All sums received on behalf of the Council shall be banked intact without
undue delay, as directed by the RFO. In all cases, all receipts shall be
deposited with the Council's bankers with such frequency as the RFO
considers necessary.

11.4

The Town Council shall agree the scale of fees and charges for each service
on, at least, an annual basis following a report of the Town Clerk.

11.5

Personal cheques shall in no circumstances be cashed out of money held on
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behalf of the Council.
11.6

Any sums found to be irrecoverable and any bad debts shall be reported to
the Policy and Finance Committee and shall be written off in the year.

11.7

The RFO shall promptly complete any VAT Return that is required. Any
repayment claim due in accordance with VAT Act 1994 section 33 shall be
made at least annually coinciding with the financial year end.

12.

ORDERING PROCEDURES

12.1

Official Orders shall be issued for all work, goods or services to be supplied
to the Council and such orders should be signed by the Town Clerk or any
other Officer duly authorised by Council, such authorisation to be evidenced
in writing.

12.2

The Order Books shall be issued under the control of the RFO.

12.3

Each Order raised shall conform with the directions of the Council with
respect to Standing Orders and Financial Regulations.

12.4

Copies of official orders should be retained. One filed with the purchase
invoice and a second copy in a separate file.

12.5

All Members and Officers are responsible for obtaining value for money at all
times. An officer issuing an official order shall ensure as far as reasonable
and practicable that the best available terms are obtained in respect of each
transaction, usually by obtaining three or more quotations or estimates from
appropriate suppliers, subject to any de minimis provisions in Regulation 15
below.

12.6

A member may not issue an official order or make any contract on behalf of
the Council.

13.

CONTRACTS

13.1

Every contract made by the Council or by a Committee or Officer acting on
its behalf shall comply with the EU Treaty and with any relevant Directives of
the EU and Regulations arising from the withdrawal of the UK from the EU
for the time being in force in the United Kingdom and except as hereinafter
provided, the Town Council’s Procurement Policy (Appendix 1), Standing
Orders and Financial Regulations.

13.2

Procedures as to contracts are laid down as follows:
Every contract shall comply with these Financial Regulations, and no
exceptions shall be made otherwise than in an emergency provided that this
regulation need not apply to contracts which relate to items below:
• contracts of employment;
• any contract, for the sale or purchase of any right in or over
land or premises;
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•
•
•
•
•
•
•

to any other agreement, licence or wayleave relating to land or premises;
for the supply of gas, electricity, water, sewerage and telephone services;
for specialist services such as are provided by solicitors,
accountants, surveyors and planning consultants;
for work to be executed or goods or materials to be supplied which
consist of repairs to or parts for existing machinery or equipment or
plant;
for work to be executed or goods or materials to be supplied
which constitute an extension of an existing contract by the
Council;
for additional audit work of the external Auditor up to an estimated
value of £500 (in excess of this sum the Town Clerk and RFO shall
act after consultation with the Chair and Vice-Chair of Council);
for goods or materials proposed to be purchased which are
proprietary articles and/or are only sold at a fixed price.

13.3

It shall be a condition of any contract between the Council and any person
(not being an Officer of the Council) who is required to supervise a contract
on their behalf or nominate there under a sub-contractor or supplier that, in
relation to such contract or nomination, he/she shall comply with the
requirements of these Standing Orders and Financial Regulations as if
he/she were an Officer of the Council. In these Standing Orders and Financial
Regulations, any reference to an Officer of the Council shall be deemed to
include a reference to any such person aforesaid.

13.4

Before any contract for the supply of goods and materials, execution of
works, or any provision as to the maintenance or servicing thereof is made,
the Town Clerk and/or Responsible Financial Officer shall ensure that the
estimated cost of said supply or works has been included in the annual
budget of the Council
under the appropriate heading.

13.5

Any proposed contract for the supply of goods and materials, execution of
works or any provision as to the maintenance or servicing thereof which has
not been included in the annual budget shall be the subject of a separate
report to the appropriate Committee or the Council. If approved, normal
tender procedures will apply.

14.

CONTRACT EXEMPTIONS

14.1

Exemption from any of the following provisions of these Financial
Regulations may be made by direction of the Council or a Committee within
whose Terms of Reference the subject matter of the contract falls where the
Council or Committee is satisfied that the exemption is justified in special
circumstances.

14.2

Every exemption made by a Committee to which the power of making
contracts has been delegated shall be reported to the Council and the report
shall specify the circumstances by which the exemption shall have been
justified.
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14.3

Express note of any exemption from any of the provisions of these Standing
Orders and of the emergency, if any, by which the exemption shall have been
justified shall, unless recorded in the report of a Committee which is laid
before the Council, be made in the Minutes of the Council meeting.

15.

TENDERING PROCEDURES

15.1

An invitation to tender shall state the general nature of the intended contract
and the Town Clerk shall obtain the necessary technical assistance to
prepare a specification in appropriate cases. The invitation shall in addition
state that tenders must be addressed to the Town Clerk in the ordinary
course of post. Each tendering firm shall be supplied with a specifically
marked envelope in which the tender is to be sealed and remain sealed until
the prescribed date for opening tenders for that contract.

15.2

Any invitation to tender issued under this regulation shall be subject to the
Town Council’s Procurement Policy (Appendix 1), Standing Orders and shall
refer to the terms of the Bribery Act 2010.

15.3

The Council shall not be obliged to accept the lowest or any tender, quote or
estimate.

15.4

Should it occur that the Council, or duly delegated Committee, does not
accept any tender, quote or estimate, the work is not allocated and the Council
requires further pricing, provided that the specification does not change, no
person shall be permitted to submit a later tender, estimate or quote who was
present when the original decision making process was being undertaken.

15.5

The European Union Procurement Directive and Public Procurement
(Amendment etc.)(EU Exit) Regulations 2019 shall apply and the terms of
the Public Contracts Regulations 2015 and the Utilities Contracts Regulations
2016 including published thresholds shall be followed.

15.6

Where the estimated cost of works, goods and materials and related services
is as set out below and the requisite provision thereof has been made in the
approved budget, the arrangements for the invitation of tenders or quotations
and the subsequent acceptance thereof shall be as shown:
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Estimated Value

Method of Invitation

0

to £1,499

£1,500

to £16,000

£16,000

to £32,500

Best Practice to be followed, in
line with Procurement Strategy
Minimum of three invitations for
Town Clerk
quotations
Minimum of four invitations for Town Clerk
quotations. Advertise contracts
over £25,000 on Contracts Finder
website within 24 hours of
advertising elsewhere.

£32,500

to £60,000

above

£60,000

Minimum of five invitations for
quotations with discretion to invite
tenders by public advertisement.
Advertise contracts over £25,000
on Contracts Finder website within
24 hours of advertising elsewhere.

Acceptance
by
Town Clerk

Chair of the
appropriate
Committee or
nominee and
Town Clerk

Invite
tenders
by
public
advertisement.
Advertise
contracts over £25,000 on
Contracts Finder website within 24
hours of advertising elsewhere.

In all cases up to £16,000 where the lowest tender received is in excess of
5% above the original budget, or in cases over £16,000 where it is in excess
of the original budget, it shall be reported to the appropriate Committee for
acceptance or otherwise.
15.7

Tenders to be invited by Public Advertisement
Contracts which exceed £60,000 in value or amount for the supply of goods
or materials or the execution of any work for which provision has been made
in the annual budget shall not be made unless at least ten days public notice
has been given in one or more of the local papers circulating in the district.
Provided that it shall not be obligatory for the Council or any Committee
exercising powers delegated by the Council to invite tenders for a contract or
materials where effective competition is prevented by Government control or
where the Town Clerk reports in writing to the Council or to the Committee
exercising such powers that effective competition is prevented by the special
nature of the goods or materials required. Nor shall it be necessary to give
public notice of the intention to enter into such a contract.

15.8

Exceptions to Tendering Procedures
The Order shall not apply to:(i)
purchase by auction;
(ii) purchase or repair of patented or purchase of patented or proprietary
goods or materials sold at fixed price;
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(iii)
(iv)

purchase of materials normally supplied by specialist contractors;
the execution of work, the purchase of goods or materials or the
provision of services involving special, scientific or artistic knowledge;
(v) the execution of work or the purchase of goods or materials which are
a matter of urgency after prior reference to the appropriate Committee
Chair;
(vi) the purchase of goods or materials which the Town Clerk may from time
to time deem it expedient to make in the open market provided that
before making any such purchase the approval of the Chair of the
appropriate Committee concerned is obtained and finance is available
in the appropriate budget;
(vii) contracts with professional persons or companies for the execution of
work and for advice in which the personal skills of the person or
company is of primary importance, and
(viii) those contracts where a Committee may expressly determine that it is
in the Council’s interests that a tender be negotiated directly with a
contractor or supplier of goods or services.
15.9

Requirements for Submission of Tenders
Where in pursuance of Financial Regulation 16 a public invitation to tender
is required, every notice of such invitation shall state that no tender will be
received except in a plain sealed envelope which shall bear the word
“Tender” followed by the subject to which it relates, but shall not bear any
name or mark indicating the sender and such envelopes shall remain in the
custody of the Town Clerk until the time appointed for their opening.

15.10 Declarations as to Conduct of Tenderer
In connection with the submission of tenders for the execution of works or
supply of goods and materials, declaration shall be obtained from each
tenderer in the following form:
“We declare that we are not parties to any scheme or arrangement under
which:
(i)
we communicate the amount of our tender to any other person or
body before the contract is let;
(ii) any other tenderer for the works, which are the subject of our tender,
is reimbursed any part of his tendering costs, and
(iii) our tender prices are adjusted by reference directly or indirectly to
the prices of any other tenderer for the works.
No provision is made in our tender price for any reimbursement of any
adjustment of any contribution thereto”.
15.11 Procedure for Opening Tenders
(i)

All sealed tenders shall be opened at the same time on the prescribed date
by the Town Clerk or an official of the Council designated by him/her
in the presence of such Member(s) of the Council as may have been
designated for the purpose by the Council or by the Committee or SubPage 19 of 26
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(ii)

Committee to which the power of making the contract, to which the
tenders relate, has been delegated. Where tenders have been opened
in pursuance of this paragraph they shall be recorded and reported to
the next meeting of the appropriate Committee.
If less than three tenders are received for contracts above £60,000 or if
all the tenders are identical the Council or relevant Committee may make
such arrangements as it thinks fit for procuring the goods or materials
or executing the works.

15.12 Limitations of Acceptance of Tenders
A tender other than the lowest tender if payment is to be made by the Council
or the highest tender if payment is to be received by the Council shall not be
accepted until the Council shall have considered a written report from the
appropriate Officer.
16.

CONTRACTS FOR SUPPLIES AND SERVICES ETC. EXCEEDING £25,000

16.1

Every contract which exceeds £25,000 in value or amount shall be in writing
and in a form prescribed or approved by the Council’s legal adviser and
signed by the Town Clerk on behalf of the Council.

17.

CONTRACTS FOR SUPPLIES, SERVICES OR WORKS ETC. LESS THAN
£25,000

17.1

Every contract for which provision has been made in the approved estimates
and/or approved by the appropriate Committee of the Council pursuant to the
Town Council’s Procurement Policy (Appendix 1), Standing Orders and
Financial Regulations and being in value of an amount less than £25,000 shall
be entered into on behalf of the Council by the Town Clerk or authorised
Officer by issuing of an official order only.

17.2

The Town Clerk shall take legal advice on the contract if they consider it
necessary due to the need for expertise or the complexity of the contract.

18.

CONTENTS OF WRITTEN CONTRACTS AND PENALTIES

18.1

Every written contract shall specify:• the work, materials, matters or things to be furnished, had or done;
• the price to be paid with a statement of discounts or other
deductions;
• the time or times within which the contract is to be performed;
• whether the contractor is accredited to ISO 9000 and approved by and
will carry out work to the standard laid down by an appropriate national
organisation such as Gas Safe or National Inspection Council for
electrical Installation Contractors (NICEIC) and that such work will be
covered by guarantees issued by these bodies.
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19.

PAYMENTS UNDER CONTRACTS
CONSTRUCTION WORKS

19.1

Payments on account of the contract sum shall be made within the time
specified in the contract by the RFO upon authorised certificates of the architect
or other consultants engaged to supervise the contract (subject to any
percentage withholding as may be agreed in the particular contract).

19.2

Where contracts provide for payment by instalments the RFO shall maintain a
record of all such payments. In any case where it is estimated that the total
cost of work carried out under a contract, excluding agreed variations, will
exceed the contract sum of 5% or more a report shall be submitted to the
Council.

19.3

Any variation to a contract or addition to or omission from a contract must be
approved by the Town Clerk and issued to the Contractor in writing, the Council
being informed of significant changes and where the final cost is likely to
exceed the financial provision.

20.

CORRUPT PRACTICES

20.1

There shall be inserted in every written contract a clause empowering the
Council to cancel the contract and to recover from the contractor the amount
of any loss resulting from such cancellation if in relation to the contract or in
relation to any other contract with the Council:
• The contractor shall have offered or given or agreed to give to any
person any gift or consideration of any kind as an inducement or reward
for doing or forbearing to do or for having done or forborne to do any
action in relation to the favour or disfavour to any person;
• The contractor or any person employed by him/her or acting on his/her
behalf;
(a)
shall have committed any offence under the Prevention of
Corruption Acts 1889 to 1916 or
(b)
shall have given any fee or reward, the receipt of which is an
offence under Section 117 (2) of the Local Government Act
1972.

21.

ASSETS, PROPERTIES AND ESTATES

21.1

The Town Clerk shall make appropriate arrangements for the custody of all title
deeds and Land Registry Certificates of properties held by the Council. The
RFO shall ensure a record is maintained of all properties held by the Council,
recording the location, extent, plan, reference, purchase details, nature of the
interest, tenancies granted, rents payable and purpose for which held in
accordance with the requirements of the Local Government (Transparency
Requirements) (England) Regulations 2015.
No tangible moveable property shall be purchased or otherwise acquired,
sold, leased or otherwise disposed of without the authority of the Council,
together with any other consents required by law, save where the estimated
value of any one item of tangible movable property does not exceed £500. In

21.2

FOR

BUILDING

OR

OTHER
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each case a Report in writing shall be provided to Council in respect of
valuation and surveyed condition of the property (including matters such as
planning permissions and covenants) together with a proper business case
(including an adequate level of consultation with the electorate).
21.3

No real property (interests in land) shall be purchased or otherwise acquired,
sold, leased or otherwise disposed of without the authority of the Council,
together with any other consent required by law. In each case a Report in
writing shall be provided to Council in respect of valuation and surveyed
condition of the property (including matters such as planning permissions and
covenants) together with a proper business case (including an adequate level
of consultation with the electorate).

21.4

The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date. The continued existence of tangible assets
shown in the Register shall be verified at least annually, possibly in conjunction
with a health and safety inspection of assets.

22.

INSURANCE

22.1

Following risk management arrangements (per Regulation 24), the RFO shall
effect all insurance cover and negotiate all claims on the Council’s insurers.

22.2

All members of staff with line management responsibility are responsible for
notifying the RFO of all new risks, properties or vehicles which require to be
insured and of any alterations affecting existing risks or insurances.

22.3

A comprehensive record of all insurances effected by the Council and the
property and risks covered thereby shall be maintained and reviewed
annually.

22.4

All members of staff are responsible for immediately notifying the RFO, in
writing, of any loss, theft, liability or damage, or of any event likely to lead to
a claim. The RFO shall ensure that the Town Clerk and relevant Committee
Chair are informed.

22.5

All appropriate Members and employees of the Council shall be included in
a suitable form of security or fidelity guarantee insurance which shall cover
the maximum risk exposure as determined by the Council.

23.

INTERNAL CONTROL

23.1

The Town Clerk and RFO, under the direction of the Governance & Audit
Committee shall be responsible for all internal control matters.

23.2

The Council’s system of internal control shall cover:
i)
Appointment of Proper Officers and the RFO;
ii)
Proper book-keeping and financial reporting arrangements;
iii) Financial Regulations including Standing Orders and payment controls;
iv) Risk management arrangements;
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v)
vi)
vii)
viii)
ix)
x)
xi)

Budgetary controls;
Income controls;
Petty cash controls;
Payroll controls;
Capital controls covering asset management, investments
and borrowing;
Bank reconciliation;
Other areas identified from time to time in risk assessments.

24.

RISK MANAGEMENT

24.1

The Council is responsible for putting in place arrangements for the
management of corporate risk. The Town Clerk in conjunction with the RFO,
under the direction of the Governance & Audit Committee, shall be
responsible for all corporate risk management matters and prepare, for
approval by the Council, corporate risk management policy statements in
respect of all activities of the Council. The Council’s Corporate Risk Register
shall be reviewed by the Council at least annually.

24.2

When considering any new service provision, the Town Clerk shall prepare
a draft risk assessment including risk management proposals for
consideration and adoption by the Council.

25.

REVISION AND SUSPENSION OF FINANCIAL REGULATIONS

25.1

All financial figures contained within Standing Orders and these Financial
Regulations will be increased as and when appropriate following review by
the Governance & Audit Committee and approval by Council.

25.2

It shall be the duty of the Council to review the Financial Regulations of the
Council from time to time. The Town Clerk shall make arrangements to monitor
changes in legislation or proper practices and shall advise the Council of any
requirement for a consequential amendment to these Financial Regulations.

25.3

The Council may, by resolution of the Council duly notified prior to the
relevant meeting of Council, suspend any part of these Financial Regulations
provided that reasons for the suspension are recorded and that an
assessment of the risks arising has been drawn up and presented in advance
to all Members of Council.

Page 23 of 26
84

APPENDIX 1

LITTLEHAMPTON TOWN COUNCIL
Procurement Policy
1.

Introduction

1.1

The Council’s overall objective in the procurement of goods and services will
be to secure value for money and be able to clearly demonstrate how this has
been achieved.

1.2

The Council’s Standing Orders (SO) and Financial Regulations (FR) on
contracts are the foundation on which this Procurement Policy is based,
ensuring that fair, robust and transparent procurement processes are in place.
These set out the process by which the Town Council will acquire the supply of
goods or materials or the execution of works and provide details in respect of
the tendering procedures and the thresholds which apply for the purchase of
works, goods, materials or related services.

2.

Aims

2.1 The key aims of the Council are:
1.1.1
To deliver value for money, efficiencies and savings
1.1.2
To support growth in the local economy
1.1.3
To improve sustainability
1.1.4
To build strong governance
1.1.5
To put our residents and the local communities at the heart of
everything we do.
3.

Policy Statement
The Town Council will:
• Undertake procurement of all goods and services in accordance with
the Council’s Standing Orders & Financial Regulations and in
compliance with UK and EU Regulations.
• Wherever possible appoint local suppliers and organisations in their
procurement of goods and services.
• Pay all suppliers within 30 days of receipt of an acceptable invoice,
providing that the goods or service have been received.
• Not be obliged to accept the lowest of any tender, quote or estimate
but in all cases will specify the circumstances by which the exemption
shall have been justified.
• Ensure all staff involved in procurement have the appropriate training,
skills and awareness of procurement regulations/policies/procedures.
• Keep up to date with best practice in procurement.
• Be open, fair and transparent in all their procurement without
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•
•
•
•
•
•
•

breaching supplier confidentiality.
Manage all procurement related risks in accordance with the Council’s
risk management strategy.
Collaborate with other public bodies for procurement where
efficiencies can be made.
Ensure that environmental and social issues form part of the decision
making process in procurement.
Ensure our contracts promote equality and diversity.
Evaluate recurring contracts to ensure that value for money is being
achieved.
Publish all expenditure over £500 on its website.
Publish details of all tenders and contracts over £5,000 on its website.

4.

Rules of procurement

4.1

Before placing and order, checks must be made to ensure that:
• There is a suitable budget available for the purchase and
• appropriate authority has been given i.e. a Committee decision or
delegated authority.
If this is not the case then the potential purchase will need to go to Committee
for approval after consultation with the Town Clerk and Responsible Financial
Officer.

4.2

Purchases should always follow the rules laid down in the Councils Standing
Orders and Financial regulations.

4.3 Wherever possible 2 or 3 comparative quotes should be obtained for
expenditure under £1,500.
4.4 With regards to recurring tasks (goods/services), having established through
quotations and tenders a preferred supplier for a specific service and/or goods,
if sufficient confidence exists that future and similar work will be done
economically based on past performance, it will not generally be necessary to
seek a quotation for individual tasks with the chosen supplier. E.g. electricity,
gas, security, plumbing work. Project work will still need to be quoted for as per
Standing Orders & Financial Regulations. For smaller services, such as janitorial
or stationery supplies prices should be regularly checked to combat
complacency and ensure value for money is being achieved.
5.

E Procurement

5.1 If the purchase is to be paid by invoice normal rules apply as above. If the
purchase is via charge card Financial Regulations should be followed and the
purchase must be done by the Finance Team and the order raised must be
signed by the Town Clerk.
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LITTLEHAMPTON TOWN COUNCIL
FINANCIAL REGULATIONS
DECLARATION FORM
I have been provided with and read the Town Council’s FINANCIAL REGULATIONS
and Procurement Policy and agree to adhere to this policy. I understand that by
accepting these conditions that any intentional transgression or misuse may result in the
Council instigating its disciplinary procedure or seek criminal prosecution.

NAME:
(print)

SIGNED:

DATE:
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Littlehampton Town Council
Non-Confidential
Committee: Policy and Finance
Date: 22nd September 2020
Report by: Town Clerk
Subject: Finance Report
1. Summary
1.1

1.2

The report highlights significant variances from budget in Income and
Expenditure relating to the Policy and Finance Committee’s budget for 2020/21.
Actual figures are shown in Appendix 1.
Variances that have been the subject of individual periodic reports are not
reported on.
2. Recommendations

2.1

3.1

The Committee is Recommended to:
1)
Approve that the Town Council’s Policy with its existing Insurer be
renewed on a three-year long-term agreement as set out in paragraph
3.2.2.
2)
Otherwise note the report
3. Budget monitor 2020/21
Members are reminded that Income and Expenditure is not always received, or
paid out, evenly throughout the year. Therefore, fluctuations will occur as to the
percentage of the budget used even when the Income or Expenditure is
expected to be in line with the budget by the end of the financial year.

3.2. Central Admin & Support Services
3.2.1 All expenditure is in line with expectations
3.2.2 The 2020/21 insurance for the whole year has not yet been paid yet. The threeyear long-term agreement with our current insurance provider was due to end
this year and so competitive quotes and a review of our insurance was sought
(see the table below). Four quotes have been received and it is recommended
that the lowest quote, from supplier A, based on a three-year long-term
agreement is accepted. This is with the Town Council’s current provider. The
budget for insurance in 2020/21 is £8,200.
Insurance
Company
Quote

Supplier A

Supplier B

Supplier C

Supplier D

£7,211.41

£10,080£10,640

£13,029.98

£15,482.38
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3.3
Democratic Representation & Management
3.3.1 As agreed by Council in June 2019, Members Allowances would be 10% of the
District Council’s Basic Allowance and would be linked to staff pay rises as is
the District Council rate. The National Pay Award has been agreed as 2.75%.
This equates to an annual increase of £15.10 per councillor. The increase will
be backdated to April 2020. Due to councillor vacancies the increase can be
met within the budget of £8,220.
3.3.2 £136 has been spent from EMR on Councillors Business Cards. This money
was earmarked at the end of the 2019/20 financial year for this purpose.
3.4
Town Management
3.4.1 £20,000 has been spent from Town Centre Initiatives as part of the contribution
to the Town Centre Regeneration Office
3.4.2 £28,250 has been paid as part of the Town Centre Partnership Initiatives
towards the parking scheme.
3.4.3 £1,836 has been paid for the mooring at the Pier Road berthing.
3.5
Corporate Management
3.5.1 All expenditure is in line with expectations.
3.5.2 As at 31st July 2020 the Council had £1,906,029 in medium term investments
and £500,000 in long term investments. See table below for the breakdown of
current deposits.

Medium Term Investments as at 31/07/2020
Period of
Investment

Amount Interest
Total
Maturity
Invested
rate
Investment
Date
£
%
£

Bank

Date
placed

Lloyds

05/09/2019 1 year

£200,000

1.05% 07/09/2020

24/01/2020 1 year

£250,000

1.05% 25/01/2021

22/04/2020 1 year

£1,000,000

0.30% 22/04/2021

03/06/2020 1 year

£250,000

0.20% 03/03/2021

Fixed Interest

£1,700,000
CCLA

11/07/2013 N/A

£100,000

variable

Public Sector

19/08/2013 N/A

£100,000

variable

Deposit Fund

total interest rec'd

instant
access

£206,029

£6,029

CCLA
Local Authority

30/04/2015 N/A

£500,000 Variable

instant
access

£500,000

Property fund
TOTAL INVESTMENTS

£2,406,029

3.5.3 A dividend of £4,748.76 for the 3-month period April –June, has been received
from the Local Authority Property Fund from a £500,000 investment.
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3.5.4 The Council’s bank reconciliations have been checked up to 31st July 2020 and
the total balance of both accounts was £1,056,005. The balance of investments
was £1,906,309.
Peter Herbert
Town Clerk
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LITTLEHAMPTON TOWN COUNCIL
BUDGET REPORT 2020/21
POLICY & FINANCE COMMITTEE MEETING 22nd September 2020
Actual
I&E
as at
14/09/20

SERVICE

Budget
2020/21

£
CENTRAL ADMINISTRATION &

Expenditure

SUPPORT SERVICES*

Income

DEMOCRATIC REPRESENTATION Expenditure
& MANAGEMENT
Income

£

3,185

23,053

-

75

4,879

38,486

TOWN MANAGEMENT*

Expenditure
Income

50,660
-

67,825
-

CORPORATE MANAGEMENT

Expenditure
Income

695
4,302

23,591
40,000

Total Expenditure

59,419

152,955

Total Income

4,302

40,075

Net Expenditure

55,117

112,880

*Only the part of the budget that P&F is responsible for is shown
Figures do not include salaries or overhead recharges from Central
Admin, A Team or Manor House.
In addition to the above budgeted expenditure the following has been
spent from Earmarked Reserves

Councillor Business Cards

136
136
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