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8th December 2020 
 

Notice is hereby given that there will be a meeting of the: 

Property and Personnel Committee  

Date: Monday 14th December 2020  

Time: 6.30pm 
 

Committee:  

Councillor Chace (Chair) 
Councillor Baker 
Councillor Price 
Councillor Rhodes 
Councillor Turner 
 

Peter Herbert, Town Clerk 

Agenda 

VIRTUAL MEETING PROTOCOL 

2020/21 

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

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

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

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

Council website at least 24 hours before the meeting. 

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

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

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

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

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

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

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

2. Apologies 

3. Declarations of interest 

Members and Officers are reminded to make any declaration of disclosable 
pecuniary or personal and/or prejudicial interests that they may have in 
relation to items on this Agenda. 

 
You should declare your interest by stating: 

 
(a) the item you have the interest in 
(b) whether it is a disclosable pecuniary interest, whereupon you will be 

taking no part in the discussions on that matter, or 
(c) (i) whether it is a personal interest and the nature of the interest  

(ii) whether it is also a prejudicial interest   
(iii) If it is a prejudicial interest, whether you will be exercising your 

right to speak under PUBLIC FORUM 
 

It is recorded in the register of interests that: 
 

• Councillor Baker is a Member of Arun District Council  

• Councillor Rhodes is a Member of Arun District Council 

 
These interests only need to be declared at the meeting if there is an agenda 
item to which they relate. 

4. Minutes 

To confirm the Minutes of the meeting held on 7th September 2020, circulated 
herewith (pages 4 - 8). In accordance with the Town Councils’ Standing 
Orders, Section 9 (a), Members are reminded that no discussion of the draft 
minutes of a preceding meeting shall take place except in relation to their 
accuracy. 

5. Public Forum 

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

 

6. Chair’s Report and Urgent Items 

 

7. Officers Reports 

7.1. Absence Monitoring Report - Quarter 2 2020 to 2021- Attached (Pages 

9 – 10) 

 7.2. Legionella Policy- Draft attached for approval (Pages 11 – 15) 

     7.3. Museum Staffing – Report attached (pages 16 - 20). 

7.4. 82 Wick Street- Report attached (Pages 21 – 23) 

7.5. Community Centres – Oral Update  
 

 
8. Finance 

8.1. Finance Report – attached (pages 24 – 26) 

8.2. Property and Personnel Committee Draft Budgets 2021 to 2022, 2022 
to 2023 and 2023 to 2024 – report attached (pages 27 - 39). 

 

9. Exempt Business 

It is Recommended that: 
 

The public and accredited representatives of the 
press be excluded from the Meeting under 
Section 100 Local Government Act 1972 due to 
the confidential nature of the business to be 
conducted. 
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Minutes of a meeting of the Property and Personnel Committee held on Monday 

7th September 2020 at 6.30pm 

Present:  

Councillor Chace (Chair) 
Councillor Price 
Councillor Turner 
 

2020/2021 

This meeting is available to view using the following link:  

https://www.youtube.com/watch?v=TGoGyXSBmpY 

    10. 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. 

 

     11. Apologies 

There were no apologies.  

  

    12. 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.   

 

    13. Minutes 

The Minutes of the meeting held on 8th June 2020 (previously circulated) were 

confirmed as a true record and it was noted that arrangements would be 

made for these to be signed at a later date.  
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14. Chair’s Report and Urgent Items 

  14.1. Memorial to the Late Tony Squires 

The Town Clerk had been contacted by Mrs Wendy Squires regarding a 

memorial to her husband the late Councillor Tony Squires. He explained that 

Mrs Squires wished to plant a tree in the Durmersheim Garden at the front of 

the Manor House and had also offered to meet the costs. This was supported 

and it was therefore Resolved that: 

 

Authority be delegated to the Town Clerk, in 

consultation with the Chair of the Committee, to 

liaise with Mrs Squires on the panting of a 

memorial tree in the Durmersheim Garden. 

    15. 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 was one: 

 

Mr Chester asked: 

1. How is it that virtually every business in Littlehampton and Rustington parish 

council has been able to install the necessary adaptations to reopen to the 

public for weeks now yet the town council reception remains closed and the 

museum only open one day a week?  

2. With regard to the project 82 building, has any marketing exercise at all been 

carried out to let the building? Is it concluded that Wick Information Centre 

has no future there and is to continue in a garden annex accessed from 

Beaconsfield road? Has any thought been given to using it as a community 

hub, a space for community groups to meet and use office facilities? If the 

disposal is agreed will the Town Council, consider writing a brief planning brief 

for the site? In particular the use of red brick and replacement of the dairy 

emblem on the front of the building so that any replacement build fits in with 

the character of the area and retains a note to its heritage?  

 

Response: 

1. We are working towards reopening the reception in the Manor House in the 

next fortnight and the Museum shortly after. 

2. Regarding the Project 82 building, no marketing exercise has been 

undertaken and its value will be determined by the District valuer. The Town 

Council continues to work with the Management Committee and All Saints 

Church through a Service Funding Agreement to continue the services 

provided to the community through the Wick Information Centre. The recently 

commissioned new Keystone Centre will, as well as providing a modern 

youth centre, also provide facilities for community groups. Regarding the 

5



 

 

future use of the site, it is thought that the Town Council would look to 

maximising income from its disposal and would therefore not wish to hinder a 

sale by imposing conditions.  

 

      16. Officer’s Reports 

16.1. Absence Monitoring Report  

The Committee received a report (previously circulated) which set out the staff 

absence records for the full year’s 2011/12 to 2019/20 and Quarter 1 of 

2020/21. It was Resolved that:  

The report be noted. 

 

16.2. Staffing and Property Update 

The Committee received a report (previously circulated) which set out 

changes in staffing since the 1st April 2020 and an update on premises related 

matters. Regarding the accident and subsequent theft of the Amenity Team 

van, it was noted that no one had been hurt and that there was  no update 

from the Police. The Town Clerk reported that changes to working practices to 

meet the social distancing requirements had enabled staff to return to the 

office using a rota system. The Manor House Reception however needed 

further adaptations before it could be reopened. This work had been 

prioritised and it was hoped that the reception and the Museum would reopen 

shortly. It was Resolved that: 

The report and updates be noted.  

 

16.3. Project 82 Building  

 The Committee received a report (previously circulated) which proposed 

recommending to Council that the Project 82 building be declared surplus to 

requirements. The Town Clerk briefly outlined the history of the building and 

explained the district valuation process. It was noted that although not 

binding, Council would need clear justification if it were minded to sell at a 

lower price than the valuation because the building was a public asset. It was 

therefore Resolved that: 

Council be RECOMMENDED to declare the 

Project 82 building surplus to requirements and 

that authority be delegated to the Town Clerk to 

engage the District Valuer and progress the sale 

of the premises.  
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16.4. Supplement to Holidays Policy during COVID-19 Pandemic 

The Committee received a report (previously circulated) which set out an 

interim supplement to the Town Council’s Holiday Policy during the coronavirus 

pandemic. This had been implemented to ensure that the Town Council had 

the flexibility to respond to staff requests for annual leave taking into 

consideration quarantine restrictions and the need for the Council to maintain 

services. In view of the changing nature of the restrictions on travelling abroad, 

this was considered a prudent measure and it was therefore Resolved that: 

1. The Urgent Action be noted and the interim 

supplement to the Town Council’s Holiday 

Policy during the COVID-19 pandemic be 

endorsed. 

2. Authority be delegated to the Town Clerk in 

consultation with the Chair of the Committee 

to amend this policy in accordance with ACAS 

and Government Guidance as required. 

 

16.5. Keystone Centre 

Following the completion of a tender process in August, a consultant had 

been appointed as Employers Agent to provide technical and contractual 

project management services in respect of the planned new Centre. The 

contract for this role was expected to be signed shortly. In the meantime, the 

architects had been liaising with the District Council regarding the validation 

requirements for the planning application and a brief for the outdoor leisure 

facilities. It was Resolved that: 

The update be noted.  

 

17. Finance 

17.1. Finance Report 

The Committee had before it the Income and Expenditure report (previously 

circulated) for the first and second quarters of the current financial year. The 

report highlighted variances from budget in the areas in the remit of the 

committee. These largely related to the organisation adapting to the new ways 

of working in response to the COVID 19 pandemic. Revenue was also coming 

under increasing pressure as income from room hire and carparking was 

significantly under budget. Although hopeful that this would pick up as 

restrictions eased, income from investments was also declining.  
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Overall, the impact of the pandemic on the Council’s overall finances at present 

was balanced by the cancellation of the summer events programme however, 

it was thought that this would significantly affect next year’s budget. Officers 

continued to closely monitor the situation and with this in mind work had already 

started on preparing next year’s budgets. It was Resolved that:  

The report be noted 

 

18. Exempt Business 

 There was none.  

The meeting closed at 6:58pm.     

_________________

                                                                          

CHAIR 
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Littlehampton Town Council 
 
Non-Confidential 
 
Committee: Property and Personnel 
 
Date: 14th December 2020 
 
Report by: The Town Clerk 
 
Subject: Absence Monitoring Report - Quarter 2 2020 to 2021 
 

1. Summary 
 
1.1 Members are provided with the staff absence records for the full year’s 2011 

to 2012 to 2019 to 2020 and Quarters 1 and 2 of 2020 to 2021. 
 

2. Recommendation 
 
 It is Recommended that the report be noted. 
 

3. Staff Absence Records  
 
3.1 The figures for self-certificated sickness leave are set out below.  
 

Year 1st Apr- 
30th Jun 

1st Jul- 
30th Sep 

1st Oct- 
31st Dec 

1st Jan- 
31st Mar 

Average 

2011/12 0.77% 1.35% 1.29% 1.56% 1.24% 

2012/13 1.11% 0.38% 2.5% 1.94% 1.48% 

2013/14 1.49% 1.45% 1.35% 2.09% 1.6% 

2014/15 1.26% 1.77% 3.38% 2.7% 2.27% 

2015/16 1.17% 2.33% 2.08% 3.06% 2.16% 

2016/17 1.09% 0.68% 1.49% 1.86% 1.28% 

2017/18 1.06% 0.94% 0.83% 0.92% 0.94% 

2018/19 0.85% 0.49% 1.46% 2.01% 1.20% 

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

2020/21 0.30% 0.54%    

 
3.2 The figure for Quarter 2 in 2020 to 2021 increased slightly compared to the 

previous quarter (2020 to 2020 Quarter 1) and is slightly higher than the same 
period in the previous year (2019 to 2020 Quarter 2). 6 members of staff took 
self-certificated sickness leave (3 last quarter), this equated to 8 days/51.63 
hours.  

 
3.3 One absence presented as COVID19 symptoms but was not COVID-19. 
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3.4 The figures for certificated sickness leave are set out below.  
 

Year 1st Apr- 
30th Jun 

1st Jul- 
30th Sep 

1st  Oct- 
31st  Dec 

 1st Jan- 
31st Mar 

Average 

2011/12 2.91% 0.32% 2.37% 0.82% 1.6% 

2012/13 1.9% 1.02% 1.62% 2.76% 1.8% 

2013/14 2.18% 1.84% 0.19% 0.18% 1.1% 

2014/15 0% 1.1% 0.87% 1.43% 0.85% 

2015/16 0.2% 2.89% 1.29% 3.68% 2.01% 

2016/17 9.64% 8.09% 1.55% 3.65% 5.73% 

2017/18 0.46% 0.13% 0% 0.68% 0.32% 

2018/19 0.29% 2.18% 0.88% 0.79% 1.04% 

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

2020/21 0% 0%    

 
3.5 There was no certified absence in quarter 2 of 2020 to 2021.  
 
 
 
 
Peter Herbert 
Town Clerk 
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Legionella and Water Management Policy 
 

Date   3rd December 2020  

 
Document Number XX 

 
Edition Number 1 
 
Replaces  N/A 

 
Policy Maker   Laura Chrysostomou, Deputy Town Clerk 

 

Responsibility Property & Personnel 

 

Resolution Number  XX 

 

Review Cycle Every 3 years or when there are changes in legislation or good practice 

guidance 
 
 

This information pack contains: 
 

Legionella and Water Management Policy 

Policy Number 1 – Introduction, Policy Statement, Roles and Responsibilities 

Appendix No. 1 – Declaration 
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1. Introduction 
 
The Town Council has in place a Health and Safety Policy, as required under the 
Health and Safety Work Act 1974 (HSWA). Duties under the HSWA extend to risks 
from legionella bacteria, which may arise from work activities. The Management of 
Health and Safety at Work Regulations (MHSWR) provide a broad framework for 
controlling health and safety at work.  More specifically, the Control of Substances 
Hazardous to Health Regulations 2002 (COSHH) provide a framework of actions 
designed to assess, prevent or control the risk from bacteria like Legionella and take 
suitable precautions.  The Approved Code of Practice: Legionnaires’ disease: The 
control of Legionella bacteria in water systems (L8) contains practical guidance on 
how to manage and control the risks. 
 
2. Policy Statement 
 
Littlehampton Town Council is committed to taking all reasonable steps to fulfil its 
statutory duties under the Health and Safety at Work Act 1974 and the requirements 
of the approved codes of practice and health and safety executive guidance. 
Littlehampton Town Council’s Policy is to provide a safe working environment for 
staff, volunteers and visitors to the offices and other Council premises that staff, 
volunteers and visitors work at and attend.  
 
This Policy supplements the Council’s Health and Safety Policy by detailing the 
arrangements put in place to manage the risks associated with legionella. 
 

3. Scope 
 
This policy covers the management of legionella and applies to all buildings owned, 
managed, or occupied by Littlehampton Town Council. It covers the legal duties to 
comply with in relation to legionella.  
 
4. What is legionella? 
 
Legionellosis is a pneumophile illness that can be fatal. There are various sources of 
the organism and various routes of transmission to humans. The bacterium is 
widespread in natural fresh water. The principle route of infection is through 
inhalation of the bacteria into the lungs. The disease may affect healthy people but 
there is a greater risk of infection for certain recognised groups of “at risk” 
individuals, e.g. elderly, sick, immuno compromised. 
 
5. Legal Duties 
 
Littlehampton Town Council will abide by the responsibilities contained within the 
following legislation in relation to the management of legionella:    

• The Health and Safety at Work etc Act 1974;   

• The Management of Health and Safety at Work Regulations 1999;  

• Control of Substances Hazardous to Health Regulations 2002 as amended in 
2004.  

Littlehampton Town Council will formulate management practices utilising the below: 

• HSG274 Legionella technical guidance 
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• L8 Approved code of practice 
 
 
6. Roles and responsibilities 
 
Overall responsibility for health and safety at Littlehampton Town Council rests with 
the Town Clerk, who for the purpose of legionella management, is the ‘Duty Holder’.    
The Town Clerk is the designated Health and Safety Officer of the Town Council 
and, as such, has the day-to-day responsibility to ensure a safe working 
environment. This responsibility includes the overall operation of the policy, together 
with policy implementation and review and provision of adequate resources to 
enable compliance. 
 
The Deputy Town Clerk, for the purpose of legionella management, is the 
‘Responsible Person’. The Responsible Person is responsible for devising, 
reviewing, or auditing the scheme of precautions and their day-today 
implementation. The Responsible Person shall also ensure Legionella Risk 
Assessments are undertaken and reviewed as required, oversee any necessary 
remedial actions  and ensure records are maintained in accordance with the 
Council’s Retention Policy. 
 
The Amenity Team Co-Ordinator, for the purpose of legionella management, is the 
‘Deputy Responsible Person’ and has responsibility for ensuring this policy is being 
implemented via a documented procedure and process and for the day-to-day 
operation of the scheme of precautions. The Deputy Responsible Person shall be 
suitably trained and competent to ensure that the control measures will be 
undertaken in a safe and competent manner.  
 
Managers and supervisors are responsible for adhering to the policy and procedure 
and have a responsibility to ensure that their staff work and operate in a safe 
environment and to identify specific support and training as appropriate.  
It is the responsibility of all staff involved in the Management and Control of 
Legionellosis to ensure that all tasks in place under the scheme of precautions or pre 
planned maintenance programme be undertaken in a complete and methodical 
manner and all records are fully maintained. 
 
All staff and volunteers working for the Town Council have a responsibility to 
cooperate fully with managers and supervisors on all health and safety matters. Staff 
will always take care to maintain their own safety and that of others. Staff will not 
interfere with anything provided to safeguard the health and safety of themselves 
and others. Staff have an obligation to report any health and safety concerns to their 
line manager or supervisor. 
 
 
7. Organisational responsibilities 
 
Littlehampton Town Council will:   

• Protect so far as reasonably practicable, staff, volunteers, contractors and 
visitors to Town Council properties.  

• Provide adequate resources in support of the legionella management 
procedure.  
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• To help comply with the legal requirements and to ensure that control 
measures in premises are properly managed, the Town Council will identify a 
person within the organisation who will be responsible for that management. 
The appointed person – the Duty Holder – will be given the resources, skills, 
training, and authority to ensure that the control measures are managed 
effectively. 

• Formulate a specific operational procedure to ensure the overall integrity of 
water systems and equipment within HSE guidelines.  

• Only engage competent persons to undertake any surveys and risk 
assessments of all relevant systems and equipment to establish any items of 
non-compliance in accordance with the operational procedure.  

• Ensure the design of relevant building services for new, refurbished or 
modified systems is such that it complies with codes of practice, including the 
assessing of equipment to be connected to the building services.  

• Maintain a record to comply with as far as reasonably practicable the 
installation, maintenance and cleaning of water systems and equipment to 
reduce the risk of legionella, including schematic drawings of water pipe-work 
systems;   

• Ensure that all water systems and associated equipment are safe for use at 
all times.  

• Ensure lessees are aware of the presence of the control measures for 
legionella and manage accordingly.  Where a full repairing lease is in place 
ensure the lessee has identified the control measures and is managing 
appropriately. 

 
A documented process and procedure will be implemented to achieve the above-
stated objectives. 
 
 
8. Review 
 
Littlehampton Town Council will review this policy regularly to ensure that the 
organisations' policy and practices remain effective, keeps up-to-date with legislative 
change, reflects good practice guidance, and continues to be capable of achieving 
the stated objectives. 
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Appendix 1 

 

LITTLEHAMPTON TOWN COUNCIL 

 

Legionella and Water Management Policy 

 

DECLARATION FORM 

 

 

I have been provided with and read the Legionella and Water Management 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 seeking criminal prosecution. 

 

NAME:      

(print) 

 

 

SIGNED:      

 

 

 

DATE:       
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Littlehampton Town Council 
 
Non-Confidential 
 
Committee: Property and Personnel Committee 
 
Date: 14th December 2020 
 
Report by: The Town Clerk 
 
Subject: Museum Staffing Review 
 
 

1. Summary 
  
1.1 In Autumn 2018 a Member Working Group was established by the then 

Council to review and make recommendations regarding the working 
practices, training, priorities, and future policies of the Museum. An Action 
Plan was agreed to focus work on these agreed priorities which has involved 
ensuring that all museum policies and procedures are both up to date and 
maintained in line with professional Museum Accreditation Standards, and 
that a Forward Plan and appropriate staffing for the service is in place.  
 

1.2 This report sets out the recent review of Museum staffing arrangements and 
proposes the realignment of the job descriptions of the Curator and Archives 
and Exhibitions Officer roles to meet the trends in the Museum industry and 
the Strategic Aims and Objectives of the Council. These proposals will also be 
reviewed by the Community Resources Committee at their meeting on 10th 
December 2020. Subject to the outcome of the discussion at that meeting, 
this Committee is recommended to approve the updated staff structure 
(Appendix 2). If agreed, these changes will come into effect on 1st April 2021. 

 

2. Recommendation 
  

The Committee is Recommended: to: 
 

To approve the updated staff structure for the Museum (Appendix 2) 
with effect from 1st April 2021. 

 

3. Background 
 
3.1 The Council’s policy is to conserve and safeguard the Museum Collection, 

provide an education, and outreach service and promote and preserve 
Littlehampton’s cultural heritage. Work is currently focussed on delivering the 
Collections Documentation Project Action Plan. The Museums’ policies and 
procedures were reviewed and signed off by this Committee last October and 
Re-Accreditation secured in Spring.  Alongside these milestones, work has 
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continued to tackle the backlog in the documentation and recording of the 
Museum artefacts. Within the Action Plan, the Community Resources and 
Property and Personnel Committees were also recommended to consider 
how best to “redirect the Museum staffing resources in the future, ensuring 
that staff are both able and trained to cover a wide variety of work with training 
being provided where necessary”.   
 

3.2 The staffing structure in the Museum has until now been driven by the Project  
which has required a post dedicated to Collections Documentation. The 
Museum was set the target of cataloguing 30,000 items by 31st March 2021 
when the Collections Documentation Officer (CDO) post is due to come to an 
end. The Project has reached the final phase of work to achieve its 
cataloguing target and has addressed a major part of the backlog. The 
purpose of the review was therefore to examine the current tasks and 
methods of working to determine what skills are needed to maintain the 
momentum and quality of work on curating and documenting the Collection 
and to meet the changing trends in professional Museum Accreditation 
Standards. 
 

4. The Review 
 
4.1 The Museum team currently consists of one full time Curator, one part time  

Archives and Exhibitions officer, one part time CDO (funded for the duration of 
the project until March 2021) and one Saturday Assistant. It should be noted 
that the Archives and Exhibitions officer role is a full-time post, two days of 
which part funds the CDO fixed term post. Additional resources have also 
been allocated to the Project since September to assist with digitising the 
accession registers. There are also currently 5 volunteers who work 
throughout the week, all focused on museum documentation and a further 5 
who are inactive due to the pandemic. 

 
4.2 During the Autumn, a work measurement exercise was undertaken to identify 

what is required in terms of staffing levels for the Museum to run efficiently 
and also to develop so that it is able to deliver the Council’s policies. This 
looked at the core tasks of the Museum, actual activities and the time required 
to undertake them and importantly where activities had altered to meet 
changes in professional Museum Accreditation Standards. Informal 
conversations with staff were also held and their feedback included in the 
review. This demonstrated that the Project has improved processes and led to 
better use of the Museum space. The response to the nationwide COVID-19 
pandemic has also brought with it changes in the industry which has seen 
many small Museums including the Town Council’s having to adapt to remote 
working and more use of and reliance upon technology and social media for 
communication and engagement with volunteers and the local community. 

4.3 The review showed that whilst there is still a need to focus on core tasks such 
as collections management and conservation, the need for staff to have a 
flexible skill set that recognises new technologies and how they are used in 
areas such as cataloguing, exhibitions, learning, outreach and 
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communications is also essential. The review also concluded that the current 
staff complement, one Curator, one Archives and Exhibitions Officer and a 
Saturday Assistant had these skills and would be sufficient for future needs 
(Appendix 1 includes the current staffing structure and Appendix 2 contains 
the recommended structure). The Job Description’s for the Curator and 
Archives and Exhibitions Officer have been updated to reflect the broader 
range of tasks and skills required and the Archives and Exhibitions Officer 
post renamed Museum Officer. An explanation of the main changes is set out 
in the following paragraphs.  

4.4 Museum Curator 
 
 The current post holder was recruited to the role of Interim Collections 

Documentation Project Manager and Museum Curator. In November 2019, 
the interim appointment of the Curator was made permanent. The Job 
Description and Person Specification for the role altered little but has been 
adapted to reflect the knowledge and experience that are specifically required 
for the effective management of the Collection and that the Museum is 
expected to support the wider priorities of the Council.  

 
4.5 Archives and Exhibitions Officer (Museum Officer) 
 
 The current Job Description and Person Specification was last reviewed in 

2013 and has also been updated to ensure that all aspects of the Museum 
work are represented within the role and that the role reflects other similar 
roles within the industry. Collections Management has been given a more 
prominent focus within the Job Description to ensure a continued focus on this 
work despite the end of the Collections Documentation Project and to ensure 
that the role reflects the variety of work undertaken. It is also recommended 
that the title, Archives and Exhibitions Officer, is changed to Museum Officer. 
This title more accurately reflects what is more generally in use within the 
Museum Industry and will help to attract appropriate candidates with the 
broad skillset required to meet the future needs of the Museum Service.  

  
4.6 The Job Description and Person Specification for the Saturday Assistant post 

required no significant changes. The Committee is therefore asked to note the 
outcome of the review and recommend the updated staff structure Appendix 2 
to the Property and Personnel Committee for approval. These proposals are 
budget neutral and if approved would be effective from 1st April 2021.  

   

5. Financial Implications 
   
 There are none arising from this report as the proposed changes are budget 

neutral.   
 
 
 
Peter Herbert 
Town Clerk 
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Appendix 1: 
 
Current Staff Structure: 
 

 
3 part time staff 
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Appendix 2: 
Proposed Staff Structure: 
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Littlehampton Town Council 

Non- Confidential 

Committee: Property and Personnel 

Date: 14th December 2020 

Report by: Town Clerk 

Subject: 82 Wick Street  

 

1. Summary 

1. At its meeting on 15th October, Council considered the recommendation of this 
Committee, in line with Council priorities, to declare 82 Wick Street surplus to 
requirements and instruct the Town Clerk to seek a formal valuation from the 
District Valuer and proceed to the sale of the property.  Council referred the 
matter back to this Committee to consider the costs of making the property 
good and whether there were other organisations that might want it, prior to 
bringing a recommendation back to Council. 

2. Recommendations 
 

2.1 The Committee is Recommended to: 

1) Consider the additional information provided in the report and 
2) In line with Council priorities, RECOMMEND to Council that 82 Wick Street 

be declared surplus to requirements; that a valuation be sought from the 
District Valuer and that the Town Clerk progress all matters relating to the 
sale of the Property where an offer is received that meets that valuation. 

3. Background 

 

3.1 This report is a supplement to the report considered by the Committee at its 

last meeting.  Using Council contractors and only through visual inspections, 

costs have been identified to bring the building up to standard in its current 

format (Appendix 1).  The roof costing is based on a visual inspection only, 

not taking into account the access problems that could be encountered. An 

intrusive survey would be required to confirm the actual costs. 

 

3.2 Officers have sought to identify whether any local community groups were 

interested in either purchasing or leasing the building.  One organisation has 

contacted the Town Council through a Councillor, but at the time of writing this 

report has not followed through in any way.  In any event, to sell the building, 
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the Council would still need to declare it surplus to requirements and obtain a 

valuation from the District Valuer. 

  

4. Financial Implications 

4.1 Current costs to Littlehampton Town Council 2020/21  

Staffing 5,715 

Rates 4,480 

Water 320 

Gas 1,300 

Electricity 740 

Cleaning 200 

Building Maintenance 1,000 

Security 1,775 

Contract Cleaning 290 

Health and Safety 100 

 Total £15,920 

 

4.2 Should Members wish to refurbish Project 82, consideration will need to be 

given to how these costs could be met in the Budget report later on the 

agenda.  

Peter Herbert 

Town Clerk 
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  APPENDIX  1 

 

 
Item: 

 
Work required: 

 
Estimated Cost: (taken at mid-range on 
ranged costing) 

 
 
Plumbing and Heating 

 

Pressurised heating and unvented hot water system with everything being 
renewed estimate 14-16k, New radiators, valves, controls and connecting 
the system with downstairs estimate 2-4k 

 

 
£18,000 

Electrics Upgrade board and wiring improvements - £5000 - £8000 £6,500 

Asbestos removal / Over 
boarding 

Place overboard on areas of asbestos ceiling. Better to remove but more 
costly. 

£1,500 

Painting Decoration Full painting & redecoration, inclusive of facias £8,000 

Roof Full roof replacement £50,000 

Doors and shutter Some doors need replacement and shutters repair and servicing £12,000 

 
Tarmac and concreate repair 
external 

 
Tarmac externally in poor condition and some concrete works required 

 
£6,000 

Carpets Carpets throughout are in very poor condition £8,000 

Re Pointing and brick work Brick in poor condition in large areas £5,000 

Sanitaryware In average condition £1,000 

Overgrown area to the rear Basic gardening required / could be done in house £1,000 

Glazing Some glazing in poor condition £2,000 

  Total: 

  £119,000 

 
To note all costs are based on basic visual inspection and would 
require a more in-depth survey if looking to progress. This would 
impact on these costings. 
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Littlehampton Town Council 
 
Non-Confidential 
 
Committee: Community Resources 
 
Date: 14th December 2020 
 
Report by: Town Clerk 
 
Subject: Finance Report 
 

 1. Summary 
1.1 The report highlights significant variances from budget in Income and 

Expenditure relating to the Property and Personnel Committee budget for 
2020 to 2021. Actual figures are shown in Appendix 1.  

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

 
 2. Recommendations 

2.1 The Committee is Recommended to: 
1) note the report 

 
 3. Budget Monitor 2020 to 2021  

3.1 Members are reminded that Income and Expenditure is not always received, 
or paid out, evenly throughout the year. Therefore, fluctuations will occur as 
to the percentage of the budget used even when the Income or Expenditure 
is expected to be in line with the budget by the end of the financial year.  

 
3.2   Central Administration and Support Services  
3.2.1 The Health and Safety budget is overspent by £761 due to COVID-19 

related expenditure. This includes items such as sanitising gel but also 
screens for staff desks and the reception desk. 

 
3.3   Amenity Team  
3.3.1 The Health and Safety budget is overspent by £70.05 mainly due to COVID-

19 related items. A further £68 is yet to come from this budget. 
3.3.2 £1,866.62 has been spent from EMR for leasing the electric van. 
 
3.4   Manor House 
3.4.1 £5,119 has been spent from the Maintenance budget of £20,000. Further 

significant expenditure is expected due to problems with parts of the roof and 
the sash windows needing repair. Advice and quotes are being sought for 
this work. Some minor works are also expected because of the Legionella 
Risk Assessments recently undertaken. 

3.4.2 The cleaning budget is £4 overspent due to the deep cleaning that happened 
during lockdown and prior to re-opening the building. Further expenditure is 
expected from this budget for cleaning for the remainder of the year. 

3.4.3 £2,063 has been received for Car Park Hire. Hire of the spaces continues to 
be reduced due to COVID-19. 

3.4.4 As previously reported, the £1,500 showing as income for Room Hire is 
related to weddings and these are now Receipt in Advance as the weddings 
have been postponed due to COVID-19. 
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3.5   Street Lighting 
3.5.1  The street lighting maintenance agreement is paid in one lump sum at year 

end. 
 
3.6   Southfields Jubilee Centre 
3.6.1 Expenditure is in line with expectations. 
 
3.7   Project 82 (Building Maintenance) 
3.7.1 Expenditure is in line with expectations. 
  
3.8   Museum (Building Maintenance) 
3.8.1 Expenditure is in line with expectations. 
 
3.9   War Memorial Maintenance 
3.9.1 £1,800 is earmarked annually for the contract renewal. The War Memorial 

was cleaned as part of that contract prior to Remembrance Sunday. 
 
Peter Herbert      
Town Clerk 
  

Budget Income Expected

2020/21 2020/21 Income Variance

£ £ £ £

Car Parking 4,500 2,063 4,500 (2,437)

Room Hire 12,610 1,500 8,407 (6,907)

Catering Income 1,000 - 1,133 (1,133)
Equipment hire 250 - 667 (667)

Total 18,360 3,563 14,707 (11,144)

Income
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Appendix 1 

 
 

   SERVICE

Actual 

I & E

as at

01/12/20

  

  Budget

  2020/21

£ £

Expenditure 20,685 36,183 

Income - - 

AMENITY TEAM Expenditure 43,000 66,490 

(incl. Street Scene) Income 732 2,000 

MANOR HOUSE Expenditure 40,211 72,844 

Income 3,563 19,810 

STREET LIGHTING Expenditure 354 1,815 

Income - 620 

SOUTHFIELDS Expenditure 32,623 34,140 

JUBILEE CENTRE

PROJECT 82 BUILDING MAINT Expenditure 325 1,000 

MUSEUM BUILDING MAINT Expenditure 153 700 

MEMORIAL MAINTENANCE Expenditure - 1,800 

Total Expenditure 137,351 213,172 

Total Income 4,295 22,430 

Net Expenditure
133,056 190,742 

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

Earmarked Reserves

Electric Van Rental 799.98

799.98

CENTRAL ADMIN & SUPPORT 

SERVICES

ONLY THE PART OF THE BUDGET THAT P&P IS RESPONSIBLE FOR IS SHOWN

FIGURES DO NOT INCLUDE SALARIES, RECHARGES FROM CENTRAL ADMIN, A TEAM 

OR MANOR HOUSE

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2020/21

PROPERTY & PERSONNEL COMMITTEE MEETING 14th December 2020
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Littlehampton Town Council 

Non- Confidential 

Committee: Property and Personnel Committee 

Date: 14th December 2020 

Report by: Town Clerk 

Subject: Property and Personnel Committee Draft Budgets 2021 to 2022, 2022 

to 2023 and 2023 to 2024  
 

1. Summary 
 

1.1 This report sets out the draft Property and Personnel Committee Budget for 
2021 to 2022 and the projected budgets for 2022 to 2023 and 2023 to 2024. 
The current 2020 to 2021 budget is also included for comparison. (Appendix 
1). 

1.2 The Earmarked Reserves (EMR) that relate to this Committee are included as 
Appendix 2. 

1.3 The full Council budget has been prepared to reflect a 2% increase in Band D 
for 2021 to 2022 and currently a 2% increase for 2022 to 2023 and 2023 to 
2024 (the figures for 2022 to 2023 and 2023 to 2024do not reflect any 
increase in the Council Tax base). 

 

 Members are reminded of the restrictions on voting outlined in Section 106 of 
the Local Government Finance Act 1992. 

In particular it should be noted that where a Member has at least two months 
arrears of Council Tax he or she must not vote on any matter relating directly 
to the setting of a precept or any recommendation, resolution or other decision 
which might affect the calculation of the precept (though they may remain in 
the meeting and may speak). 

 

2. Recommendations 
 

2.1 The Committee is Recommended to: 

1. Comment upon the draft Committee budget for 2021 to 2022 and the 
projected budgets for 2022 to 2023 and 2023 to 2024 and recommend its 
proposals to the Policy and Finance Committee. 

2. Note the Committee’s Earmarked Reserve Position. 

3. Approve to retain the current charges for the Manor House hire fees for 
2021 to 2022. 
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4. Delegate authority to the Town Clerk to apply a discount to long 
hours/multiple bookings. 

 

3. Background 
 

3.1 Attached as Appendix 1 to this report is the draft budget for this Committee for 

2021 to 2022 and the projected budgets for 2022 to 2023 and 2023 to 2024. 

Budgets do not include recharges from Manor House Buildings, Central 

Support Services and Amenity Team. 

3.2 The proposed Council Precept, Band D figure and General Reserves Balance 

at the beginning of the year are included for information on the Summary page 

in Appendix 1. 

3.3 To support the Committee’s understanding of the budgets the EMRs that 

relate to this Committee are included as Appendix 2. 

3.4 The Summary page shows that overall, the proposed Property and Personnel 

Committee budget increases by 6.4%. It should be noted that this overall 

percentage is impacted by a significant decrease in income from Manor 

House Hire. 

3.5 Budgets have been projected until 2023 to 2024 to inform long term planning. 

All known future expenditure has been included in these projections. 

3.6 Emphasis has been put on maintaining budgets where needed, aiming to 

build ongoing items into revenue budgets, building revenue and reserve 

budgets for new developments as well as taking into consideration the 

balance of EMR. These are commented upon below and are shown in the 

itemised budget sheets attached at Appendix 1. 

3.7 Where specific EMRs exist, budgets have been kept to a minimum with no 

contingency, other than EMRs. 

3.8 Central Administration and Support Services 

3.8.1 This Committee is only responsible for part of this budget head. The total 

expenditure is apportioned as an overhead to all other services.  

3.8.2 The Travel and Subsistence budget has been reduced by £250 based on 

actual expenditure in previous years. 

3.8.3 The IT budget has an additional £1,000 included for the rolling replacement 

programme of computers. Going forward, the Town Council will look to 

purchase laptops for staff computers as for a similar price they have a 

comparable specification but allow for more flexible ways of working. 

3.8.4 The IT budget has an additional £4,050 for website support and hosting costs. 

This was previously met from General Reserves as part of the new website 

implementation, hence the budget growth in 2021 to 2022. There is an 

additional £900 for the Parish Online subscription as agreed by the Policy and 

Finance Committee in March 2020. 
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3.8.5 The Health and Safety budget has increased by £200 to cover additional 

requirements due to COVID-19. 

3.9 Amenity Team 

3.9.1 Unit 6F Lineside rent includes expenditure from EMR of £3,000 as agreed 

during the 2019 to 2020 budget setting process, using rent that was 

earmarked due to the renegotiation of the lease renewal. The budget has 

been reduced by £500 based on calculations of the rent, service and 

insurance charges. 

3.9.2 There is a budget line for Vehicle Hire for the lease of the electric van. This 

will be met from EMR. The lease is due to expire in October 2021.  

3.9.3 The Vehicle/Equipment budget of £8,000 is put into EMR for future 

replacement of vehicles and equipment. It should be noted that £7,299 of the 

Vehicle/Equipment EMR is committed for the lease of the electric van. The 

insurance claim has come through for the stolen Tipper Van and this will be 

used along with EMR to purchase a replacement. 

3.9.4  Insurance has been increased as we have had several claims this year. 

3.9.5 The Telephone budget has been decreased by £390 based on previous years 

actuals. 

3.9.6 Income from Charges for Services has been decreased by £1,000. This 

income includes potential income from neighbouring parishes for graffiti 

removal, of which there has been very little this year. It also includes income 

for equipment hire and the Amenity Team attendance at local events, and this 

has also been reduced due to COVID-19. 

3.10 Manor House Hire 

3.10.1 The Licences budget includes the Wedding Licence fee which is renewed 

every three years. £684 is earmarked annually. It also includes Music Licence 

fees.  

3.10.2 The salaries have reduced due to a change in the staff apportionment.  

3.10.3 Due to the potential continued impact of Covid-19 on income from room, 

wedding and car park hire at the Manor House, the budget projects half of the 

income will be received in 2021 to 2022. This is based on not increasing the 

rates. 

3.10.4 Following a review of the fees and charges in November 2020 against other 

comparable facilities in the area, our fees remain competitive and it is 

proposed that the charges room hire and weddings remain the same for 2021 

to 2022. The current level of fees and charges are set out at Appendix 3.  

3.10.5 It is also proposed that the fees for Car Park hire also remain the same and 

these are detailed in the table below (these include VAT): 

Annual Hire £540 

Monthly Hire £45 

Up to 4 hours £3.50 
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Over 4 hours £7.50 

 

3.11 Manor House Buildings 

3.11.1 The budget for Manor House Maintenance has been kept at £20,000 for 2021 

to 2022 and for the next two years. This provides for preventative and reactive 

maintenance to be carried out to the building, as well as building up EMR for 

future maintenance liabilities. Repair work is required to parts of the roof and 

the sash windows. Quotes are being sought for this work. 

3.11.2 Security has been reduced by £1,000 based on calculations of actual costs. 

3.12 Street Lighting 

3.11.1 The Town Council pays a public lighting maintenance contract for 28 street 

lights, 7 of which are recharged. 

3.13 Southfields Jubilee Centre 

3.13.1 The loan finishes in 2021 to 2022. 

3.12.2 The building maintenance budget has been kept at £3,000 as there is 

£45,762.77 in EMR. 

3.14 Project 82, Museum, War Memorial 

3.14.1 The Project 82 maintenance budget has been kept at £1,000 and there is 

£5,158 in EMR. 

3.14.2 The Museum and War Memorial Maintenance budgets have remained the 

same. The War Memorial Maintenance is earmarked at year end to pay for 

the three-year maintenance contract which was renewed in 2018 to 2019. 

3.15 Salaries 

3.15.1 The complete salaries budget has been included for information. 

3.15.2 The National Joint Council (NJC) for Local Government Services agreed a 

2.75% pay increase for 2020 to 2021, but this was only agreed in September 

2020. The budget for 2020 to 2021 had been set for a 2% pay increase and 

so the remainder has been covered by underspends due to vacancies. There 

has been no confirmation of the pay award for 2021 to 2022, only the 

announcement in the Chancellors Spending Review 2020 of a Public Sector 

pay freeze but with an additional payment of £250 for those earning under 

£24,000. The salary budget has been set with a 1% increase and provision for 

a 2% increase has been included for future years. 

3.15.3 The employer’s contribution to the Local Government Pension Scheme has 

been reduced from 20.7% to 20.2% in 2021 to 2022 as a result of the 

Actuarial Valuation. 

3.15.4 All staff will earn at least the equivalent to the Foundation Living Wage (set at 

£9.50 on 9th November 2020) even if there is no pay increase.  
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3.15.5 Overall the salaries budget has increased by £10,660 in 2021 to 2022 

(1.60%). Factors included and affecting the salary budget include: 

• The actual budget set last year only reflected a 2% pay award. The 

additional 0.75% was met from underspends and is therefore not 

reflected in the 2020 to 2021 column in the Salaries table in Appendix 

1. 

• The Collection Documentation Officer fixed term post ends on 31st 

March 2021 and therefore reduces the Museum salary budget. 

• The budget includes provision of the Fixed Term Contracts for the 

apprentices up to 30th June 2021 as agreed by Full Council on 18th 

November 2020. 

• The budget also includes proposals to adjust the structure of the 

Communications and Events Team. It is felt that the Events 

apprenticeship works well. However, there is a need for consistent and 

experienced support with the work undertaken by the Corporate 

Apprentice role and it is therefore recommended that this is made a 

permanent Administration Assistant role. This permanent role will also 

provide continuity in the Communications and Events Team for when 

the Events Apprentice changes. This permanent role would be offered 

to the existing apprentices. If the post holder should leave then the post 

would revert to an apprenticeship. Should COVID-19 continue to 

impact events, the Council will not look to look to appoint an Event 

Apprentice until the situation eases and the post is required. 

• There is a potential flexible working request within the Administration 

Team. This could be accommodated with a minor amendment to the 

Team, reducing the hours of the PA to the Town Clerk and increasing 

the hours of the Administration Assistant. This could realise a small 

saving. 

• As well as the pay award detailed above, several staff also move up 

one spinal column point as part of their incremental increase. 

• The apportionment of salaries has been adjusted across the different 

cost centres to reflect the embedding of the new structures for 

Communications, Events, Democratic Services and Community 

Resources.  

3.16 Earmarked Reserves 

3.16.1 Reserves can be 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 
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• Monies set aside for major anticipated capital schemes, projects or 

service arrangements the Town Council wish to carry out 

• A working balance to help cushion the impact of uneven cash flows 

e.g. election expenses 

• To avoid unnecessary temporary borrowing 

• A contingency to cushion the impact of unexpected events or 

emergencies 

• A means of building up funds to meet know or predicted liabilities. 

3.16.2 Subject to the outcome of discussions with the District Council and the Full 

Council meeting on 21st December 2020 regarding the extension of the Town 

Centre Regeneration Officer Post, it is proposed to use the EMR for Public 

Conveniences as part funding of the post as this EMR is no longer required. 

 

Peter Herbert 

Town Clerk 
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Appendix 1 

  

  

Budget 

Proposed 

Budget 

Projected 

Budget 

Projected 

Budget Percentage 

SERVICES 2020/21 2021/22 2022/23 2022/23 change

£ £ £ £ %

Central Admin & Support Services (Recharged) 36,182 43,030 44,401 46,780 18.93%

Amenity Team (Recharged) 185,415 191,731 195,805 199,645 3.41%

Manor House Room Hire (4,996) 3,334 (6,076) (6,042) -166.74%

Manor House (Recharged) 89,815 91,070 92,875 94,225 1.40%

Street Lighting 1,405 1,420 1,440 1,465 1.07%

Southfields Community Centre 34,140 33,489 3,000 3,000 -1.91%

Project 82- building maintenance 1,000 1,000 1,000 1,000 0.00%

Museum- building maintenance 700 700 700 700 0.00%

Town Centre Management 1,800 1,800 1,800 1,800 0.00%

TOTAL NET EXPENDITURE 345,462 367,574 334,945 342,573 6.40%

Known Expenditure from EMR

Lineside Rent (3,000) (3,000)

Vehicle Hire (3,725) (3,725) (3,725) (3,725)

P&P Expenditure from Precept 338,737 360,849 331,220 338,848 

Whole Council Budget Actual Proposed Projected Projected

2020/21 2021/22 2022/23 2022/23

£ £ £ £

Funding Required 1,264,275 1,315,654 1,329,035 1,378,477 

Other Funding (from) / to balances 14,992 (18,016) (5,444) (28,415)

Grant receivable - - - - 

DRAFT PRECEPT FOR YEAR 1,279,268 1,297,638 1,323,591 1,350,063 

DRAFT BAND D COUNCIL TAX 126.31 128.84 131.41 134.04 

DRAFT INCREASE IN BAND D COUNCIL TAX 4.00% 2.00% 2.00% 2.00%

Additional Information 

09/11/2020 09/11/2020

General Fund 01/04/2020 204,741 253,891 

Earmarked Reserves 01/04/20 2,312,279

Earmarked Reserves 2/12/20 2,279,029 

Total useable Reserves £2,517,020 £2,532,920

Littlehampton Town Council

Draft Property & Personnel Budgeted Expenditure
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Property & Personnel Draft Budgets 2021/2022-2023/2024

Budget  

20/21

Proposed 

Budget  

21/22

Projected 

Budget  

22/23

Projected 

Budget  

22/23

£ £ £ £

101 Central Administration and Support Services

First Aid 488 482 482 482 

Training 4,250 4,250 4,315 4,380 

Travel and Subsistence 2,250 2,000 2,000 2,000 

Recruitment 3,000 3,000 3,000 3,000 

IT 18,710 25,553 26,738 28,927 

Health and Safety 800 1,000 1,000 1,000 

Waste Disposal 2,790 2,830 2,870 2,915 

Pension Contribution 3,895 3,915 3,995 4,075 

36,182 43,030 44,401 46,780 

105 Amenity Team

Street Scene Expenditure 1,500 1,600 1,700 1,800 

Vehicle and Plant Maintenance 8,490 8,615 8,745 8,875 

Tools/Equipment 1,700 1,725 1,750 1,775 

Lineside Rent 27,500 27,000 27,540 28,090 

Vehicle Hire 3,725 3,725 3,725 3,725 

Vehicles/Equip 8,000 8,000 8,000 8,000 

Salaries 114,200 119,430 122,200 124,725 

Protective Clothing 1,400 1,450 1,500 1,550 

Telephone 830 440 440 440 

Internet and IT 3,010 2,988 3,035 3,080 

Rates 10,605 10,773 10,990 11,210 

Water 345 360 365 370 

Electricity 2,140 2,300 2,350 2,400 

Insurance 1,500 1,750 1,785 1,820 

Cleaning 250 255 260 265 

Building Maintenance 700 750 800 850 

Security 1,200 1,250 1,300 1,350 

Health & Safety 220 220 220 220 

Other Overheads 100 100 100 100 

Total Expenditure 187,415 192,731 196,805 200,645 

Miscellaneous Income- Street Scene - - - - 

Charges for services (2,000) (1,000) (1,000) (1,000)

Total Income (2,000) (1,000) (1,000) (1,000)

Net Expenditure 185,415 191,731 195,805 199,645 
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Proposed 

Budget  

20/21

Projected 

Budget  

21/22

Projected 

Budget  

22/23

Projected 

Budget  

22/23

£ £ £ £

108 Manor House Hire

Salaries 9,830 7,800 8,050 8,210 

Advertising 800 800 800 800 

Licences 1,034 1,034 1,034 1,034 

Room Hire Expenses 1,500 1,500 1,500 1,500 

Other Overheads 200 200 200 200 

Total Expenditure 13,364 11,334 11,584 11,744 

Room Hire (12,610) (6,000) (12,610) (12,736)

Catering Income (1,000) - (500) (500)

Equipment Hire (250) - (50) (50)

Car Park Income (4,500) (2,000) (4,500) (4,500)

Total Income (18,360) (8,000) (17,660) (17,786)

Net Expenditure (4,996) 3,334 (6,076) (6,042)

201 Manor House Building

Manor House Maintenance 20,000 20,000 20,000 20,000 

Salaries 20,505 21,880 22,830 23,315 

Protective Clothing 240 245 250 255 

Telephone 150 150 150 150 

Lift Maintenance 2,880 2,975 3,035 3,095 

Equipment maintenance 1,750 1,775 1,800 1,825 

Licenses 150 260 260 260 

Rates 24,875 25,265 25,770 26,285 

Water 640 650 660 670 

Gas 4,780 4,850 4,925 5,000 

Electricity 5,835 5,925 6,015 6,105 

Cleaning 1,500 1,550 1,600 1,650 

Security 4,000 3,000 3,000 3,000 

Contract Cleaning 2,310 2,345 2,380 2,415 

Other Overheads 200 200 200 200 

Total Expenditure 89,815 91,070 92,875 94,225 
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Proposed 

Budget  

20/21

Projected 

Budget  

21/22

Projected 

Budget  

22/23

Projected 

Budget  

22/23

£ £ £ £

202 Street Lighting

Public Lighting Contract Maintenance 1,100 1,105 1,110 1,115 

Salaries 210 210 215 220 

Electricity 715 735 755 780 

Total Expenditure 2,025 2,050 2,080 2,115 

Recharge maintenance (620) (630) (640) (650)

Total Income (620) (630) (640) (650)

Net Expenditure 1,405 1,420 1,440 1,465 

303 Southfields Jubilee Centre

Southfields JC Loan Principal 30,000 30,000 

Southfields JC Loan Interest 1,140 489 

7307 Building Maintenance 3,000 3,000 3,000 3,000 

34,140 33,489 3,000 3,000 

307 Project 82 

7307 Building Maintenance 1,000 1,000 1,000 1,000 

308 Museum

7307 Building Maintenance 700 700 700 700 

103 Town Centre Management

6351 Memorial maintenance 1,800 1,800 1,800 1,800 
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Salaries

Actual 

Budget 

20/21

Proposed 

21/22 in/decrease

£ £ %

Central Admin & Support Services 53,030 56,980 7.45%

Democratic Representation & Mgmt 123,255 120,120 -2.54%

Town Centre Management 9,830 14,605 48.58%

Community Grants & Partnership Inits 5,865 6,585 12.28%

Amenity Team 114,200 119,430 4.58%

Planning & Transport 10,940 4,775 -56.35%

Manor House Room Hire 9,830 7,800 -20.65%

Corporate Management 126,505 140,595 11.14%

Manor House (Recharged) 20,505 21,880 6.71%

Street Lighting 210 210 0.00%

Community 56,390 57,900 2.68%

Southfields Jubilee Centre 20,755 21,535 3.76%

Parks and Open Spaces 7,745 7,910 2.13%

Project 82 5,715 1,335 -76.64%

Museum 84,470 75,585 -10.52%

Allotments 15,220 17,880 17.48%

664,465 675,125 1.60%

10,660
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P & P Earmarked Reserves 2020/21

Reserve

Opening 

Balance 

01/04/20

£

Additions 

to date

£

Expenditure 

to date

£

Balance 

to date

£

Notes

A Team Ticket System
1,397.06 169.87 1,227.19 

EMR for developments and 

equipment for the A Team system.

Lineside Unit Rent

6,499.52 6,499.52 

Underspend in rent 18/19 due to 

new lease EMR to cover rent 

increase in future years 2019-22

Manor House Advertising 1,204.00 1,204.00 Earmarked for future promotion

Public Conveniences 10,000.00 10,000.00 

Proposed to use as part funding of 

Town Centre Regen Officer post as 

EMR no longer required

Recruitment 2,102.50 2,102.50 Future liabilities

Staffing cover 15,000.00 15,000.00 Cover maternity costs 2020-21

Street Scene 4,719.04 4,719.04 Future liabilities

Training 6,235.27 6,235.27 Future liabilities

Vehicles & Equipment 44,689.18 1,866.62 42,822.56 

Note: £7,299 committed to leased 

van, charging point, livery

Wedding Licence 1,034.00 1,034.00 3 year licence renewal

IT 7,879.72 1,410.95 6,468.77 

Future Liabilities including server & 

PC replacement

Building maintenance MH 19,453.54 19,453.54 Future Liabilities

Building Maintenance SJC 45,918.06 155.29 45,762.77 

Future liabilities (note £2,000 

committed to 19/20 budget)

Building maintenance LIU 2,320.66 2,320.66 future liabilities

Building maintenance P82 5,158.00 5,158.00 future liabilities

Clock maintenance 335.10 335.10 Future liabilities

Memorial maintenance 1,800.00 1,800.00 

Future liabilities including 3 year 

maintenance contract

Total 175,745.65 0.00 3,602.73 172,142.92 
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Appendix 3 

 

EXC VAT INC VAT EXC VAT INC VAT

20.0% 20.0%

NEW MILLENNIUM CHAMBER

Weekdays

09:00–17:00 hrs  per hour* £32.50 £39.00 £24.75 £29.70

after 17:00hrs  per hour* £53.50 £64.20 £43.60 £52.32

Saturday

09:00–17:00 hrs  per hour* £43.00 £51.60 £32.60 £39.12

after 17:00hrs  per hour* £64.00 £76.80 £53.50 £64.20

Sunday/Bank Hols 

09:00–17:00 hrs  per hour* £53.50 £64.20 £32.90 £39.48

after 17:00hrs  per hour* £85.40 £102.48 £53.50 £64.20

FLEMING & GLADDEN ROOMS

Weekdays

09:00–17:00 hrs  per hour* £16.75 £20.10 £13.40 £16.08

after 17:00hrs  per hour* £23.75 £28.50 £19.50 £23.40

Refreshments

  Flask Coffee (16 cups) £13.20 £15.84 £13.20 £15.84

  Flask Tea (16 cups) £10.80 £12.96 £10.80 £12.96

  Tea/coffee/biscuits per cup £2.00 £2.40 £2.00 £2.40

Crockery £10.80 £12.96 £10.80 £12.96

Equipment

Screen £5.55 £6.66 £5.55 £6.66

TV/Video/DVD/Screen £11.00 £13.20 £11.00 £13.20

Powerpoint Projector/Screen £11.00 £13.20 £11.00 £13.20

Flip Chart (pens & paper) £5.55 £6.66 £5.55 £6.66

Laptop £16.35 £19.62 £16.35 £19.62

PA System (NMC only) £10.30 £12.36 £10.30 £12.36

All Equipment £40.40 £48.48 £40.40 £48.48

WEDDINGS

Weekdays £500.00

Saturdays £525.00

   Sundays/Bank holidays £575.00

*The Town Clerk has the discretion to apply a discount to long hours/multiple bookings. 

LITTLEHAMPTON TOWN COUNCIL – MANOR HOUSE ROOM HIRE FEES 2020/21

COMMERCIAL/PUBLIC 

SECTOR USERS

CHARITY/VOLUNTARY 

GROUPS

Fees from 1st April 2021–31st March 2022
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