
 

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  
 

 

 

 

 
15th December 2020 
 
Notice is hereby given that there will be an Extraordinary Meeting of the: 

 
Town Council 
 
Date: Monday 21st December 2020  
 
Time: 5:30pm 
 
 

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.  

 

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. 
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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  Blanchard-Cooper is a Member of Arun District Council

• Councillor Buckland is a Member of Arun District Council and West

Sussex County Council

• Councillor Northeast is a Member of Arun District Council and

Chairman of the Keystone Centre Management Committee

• Councillor Rhodes is a Member of Arun District Council

• Councillor Seex is a Member of Arun District Council

• Councillor Walsh KStJ is the Leader of Arun District Council and a

Member of West Sussex County Council

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

4. Mayors Report and Urgent Items

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 
written questions. All written questions and responses will be made available 
on the Town Council web site alongside the meeting minutes.

6. Officers Reports

6.1. Town Centre Regeneration Officer (TCRO) Post– Report attached 

(Pages 4 – 23) 
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7.   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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Littlehampton Town Council  

Non- Confidential 

Committee: Extraordinary Council 

Date: 21st December 2020 

Report by: Town Clerk 

Subject: Town Centre Regeneration Officer (TCRO) Post 

1. Summary and Background

1. At its meeting on 19th November, Council considered a report (for
convenience the main report is attached as Appendix 1), which proposed
extending the Littlehampton Town Centre Regeneration Officer post for a
further year and entering into urgent discussions with the District Council as to
how these responsibilities and functions would be taken forward after that
period.

2. The matter was considered in great depth and the relevant unconfirmed
minutes are attached as Appendix 2.  The decision of Council was: -

1. The Town Council support in principle, the
expenditure of £20,000 from Earmarked
Reserves to fund the Town Council’s
contribution to the one-year extension of the
Littlehampton Town Centre Regeneration
Officer post in 2021 to 2022, subject to

2. The outcome of urgent discussions with the
District Council as to how future Town Centre
work will be coordinated and delivered
including approval of the job description and
action plan at an Extraordinary meeting of Full
Council to be held on Monday 21st December
2020 at 5.30pm.

3. The Town Clerk was asked to progress this with the District Council and liaise
with Group leaders, then informally with all Councillors prior to a final decision
being made at an extraordinary meeting of the Council to be held on 21st

December.

4. As directed, the Town Clerk has met relevant officers at Arun District Council.
An action plan was strongly supported, and a draft is attached as Appendix 3.
The comments of Members are sought and, where agreed with the District
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Council, will be incorporated.  The Town Traders Partnership will also be 
invited to contribute.  

5. Improved communication and dialogue with the Town Council was also
identified by Council and this is also strongly supported.  As suggested at the
last meeting, a monthly update of news and progress against the specific
points of the Action Plan is proposed, together with the attendance of the
TCRO to at least 2 meetings of the Policy and Finance Committee during the
year.  It is likely that these would best be at the June and December meetings.
This would not preclude further attendances if required.

6. A copy of the Job Description for the post is attached as Appendix 4.
Changing this is not within the gift of the Town Council as it is a matter
between the postholder and employer (Arun District Council) and as such
forms a part of the contract of employment.  It is hoped that this will provide
further clarity on the role of the postholder.  Any suggestions on the Job
Description could be passed to the two parties to discuss.

2. Recommendations

2.1 Council is Recommended to: 

1) Comment upon and endorse the TCRO Action Plan (Appendix 3), note the
Job Description (Appendix 4) and approve the improved communication
proposals (para. 5)

2) Approve the expenditure of £20,000 from Earmarked Reserves to fund the
Town Council’s contribution to the one-year extension of the Littlehampton
TCRO post for 2021 to 2022 and

3) Enter urgent discussions with the District Council as to how future Town
Centre work will be co-ordinated and delivered.

3. Financial Implications

The total cost of the post, including on costs such as National Insurance, 

pension and potential redundancy costs is £67,000, of which the Town 

Council is being asked to contribute £20,000.  The Budget paper to be 

discussed at Policy and Finance following this meeting makes proposals as to 

how the one-off cost can be met from Earmarked Reserves.  However, that 

will not be determined by Council until late January next year.  A decision is 

required now and that will commit the Council to this expenditure. 

Peter Herbert 

Town Clerk 
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Appendix 1 

Littlehampton Town Council 

Non - Confidential  

Full Council 

Date: 19th November 2020 

Report by: Town Clerk 

Subject: Littlehampton Town Centre Management 

1. Summary

1.1 Council is asked to consider agreeing to a continued partnership with Arun
District Council to maintain the post of Littlehampton Town Centre
Regeneration Officer for one further year.

2. Recommendation

The Council is Recommended to: 

1) Approve the expenditure of £20,000 from Earmarked Reserves to fund the
Town Council’s contribution to the one-year extension of the Littlehampton
Town Centre Regeneration Officer post in 2021 to 2022 and

2) Enter into urgent discussions with the District Council as to how future Town
Centre work will be coordinated and delivered.

3. Background

3.1  The post of Littlehampton Town Centre Regeneration Officer (LTCRO) was 
created in April 2013.  The post was funded through the Sainsbury’s 
(Rustington) Section 106 agreement.  Initially for four years and six months, the 
contract has since been extended to the end of March 2021, through additional 
funding support from Arun District Council and Littlehampton Town Council.  

3.2  The post was last extended in 2018 and for ease of reference a copy of the 
relevant report and extract from the minutes are attached as Appendices 1 and 
2, respectively.  

3.3  The post of LTCRO was set up in a tri-partite arrangement between Arun 
District Council, Littlehampton Town Council, and the Littlehampton Traders 
Partnership, as an ADC post, with ADC as the accountable body for the post 
and the funding attached to it. The current funding for the post will cease 31st 
March 2021. 
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Appendix 1 

3.4  The roles and responsibilities of the LTCRO are to: - 

• deliver environmental improvements to the town centre, including
implementation of the town centre signage scheme;

• support the work of the Littlehampton Traders Partnership;

• market and promote the town centre;

• establish new markets and events;

• work with a range of stakeholders and District Council departments to improve
conditions in, and raise the profile of, Littlehampton Town Centre.

3.5 Arun District Council are proposing to extend the post for a further year only, 

subject to the Town Council continuing its financial support and partnership.  

Until recently the role has remained much the same as in previous years i.e. 

providing town centre management support to Littlehampton Town Centre. 

The continuation of the post is actively supported by the local traders. 

3.6 Since work started on the delivery of the Littlehampton Town Centre Public 

Realm Improvements the post-holder has devoted some of his time assisting 

with the management of this project. This was a natural extension of his role 

as he has strong links with the traders and the role, by definition, is to bring 

about improvement to the trading conditions of the town centre including 

improvements to the physical infrastructure.  

3.7 Both the continued need for town centre management, particularly moving 

into a post COVID-19 recovery period, and the assistance with the delivery of 

the public realm improvements are vital tasks. Both activities will be required 

beyond the current March 2021 contract end point and therefore officers at 

the District and Town Councils have been looking for a solution to this.  

3.8 Littlehampton Town Council is being asked to contribute £20k to extend this 

employment contract for a further year, ending March 2022. The District 

Council would be required to contribute the remaining costs of c. £47k.  

3.9 Clearly the Town Council is investing heavily in the Town Centre.  However, 

delivery of some of these ambitions will be considerably constrained without 

this post.  There has been a limited ability in recent months to be more 

involved through the redirection of some of the Events Officer’s time, but it is 

unlikely that this will continue through next year.  

3.10 How support will be given to the Town Centre after March 2022, or March 

2021 if Members choose not to approve the extension of the post, is of great 

concern and needs to be addressed as a matter of some urgency, potentially 

initially at the next Liaison meeting.  It is possible, but unlikely, that the Marks 

and Spencer Section 106 funds will become available. 
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Appendix 1 

4. Financial Implications 

 
4.1   If the M & S Section 106 contributions become available before April 2022 the 

post could be extended.  This is thought unlikely.  
 
4.2  The decision of how to fund this will sit within the 2021 to 2022 Budget 

deliberations, but, given that it is for one year only and also the pressure on the 
budget, it is proposed that the costs be met from unutilised earmarked reserves.  
However, the decision of Council at this meeting will commit to its inclusion in 
next year’s budget.  The reason for bringing this to this meeting, ahead of the 
budget cycle, is that redundancy procedures would need to be followed, which 
would have to commence in December. 

 
4.3  The cost to the Town Council would be £20,000 in 2021 to 2022. 
 
 
Peter Herbert 
Town Clerk 
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Appendix 2 

Extract Minutes of the Full Council Meeting held on 19th November 2020: 

62. Officers Exempt Reports 

62.1. Town Centre Regeneration Management 

62.1.1 Council had before it a report (circulated to Members of the Council only) 

which set out the background to the partnership with the District Council  to 

maintain the post of the Littlehampton Town Centre Regeneration Manager 

(LTCRO). The Town Clerk explained that having exhausted the Section 106 

monies that had originally funded the post, the Town and District Council had 

entered into a partnership funding agreement to continue to provide a Town 

Centre Management service. This had been extended and was due to expire 

on 31st March 2021. Prior to the budget cycle, Council was asked to consider 

whether it wished to retain the LTCRO post for a further year to allow fuller 

consideration of how this work should be delivered longer term. Early 

consideration of this matter was required because should the role be 

discontinued; sufficient time would be needed to complete the statutory 

redundancy process. 

62.1.2 A lengthy discussion ensued regarding how the role currently functioned, the 

extent to which the Town Council was already committed to support the 

regeneration of the Town Centre, and future expectations. Members had 

several concerns regarding how the role functioned and, in the absence of 

information about the job description and role, reservations were expressed 

about retaining the post.  

62.1.3 The significant investment that the Town Council had committed to contribute 
towards the Public Realm improvements also raised the question of whether 
the continuation of the LTCRO role represented value for money. In the past a 
Town Centre Action Group had existed to carry out this work and whilst it was 
noted that this had been supported with external funding, it was also 
highlighted that this had coordinated activities to promote the Town Centre. It 
was considered that this was lacking in the current arrangement and before 
approving an extension to the current post, Members wished to have a better 
understanding of the objective and targets of the role. Acknowledging the 
representations from the co-chairs of the Town Traders Partnership 
supporting the continuation of the role, Members also considered that more 
frequent and formal reporting would need to be instigated so that the impact 
of the role could be better measured.  

 

62.1.4 During the discussion it also became apparent that currently the role was 
expected to fulfill both promotion and regeneration project functions. Members 
highlighted the need for a Town Centre Plan, work on which had very recently 
commenced. Overall, it was considered that if the capability to provide support 
for the Town Centre was to be retained,  a clear action plan and 
understanding of the job description was required.  The Town Clerk was 
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Appendix 2 

asked to progress this with the District Council and liaise with Group leaders, 
then informally with all Councillors prior to a final decision being made at an 
extraordinary meeting of the Council to be held on 21st December. It was 
therefore Resolved that: 

 

1. The Town Council support in principle, the 
expenditure of £20,000 from Earmarked 
Reserves to fund the Town Council’s 
contribution to the one-year extension of the 
Littlehampton Town Centre Regeneration 
Officer post in 2021/22, subject to 
 

2. The outcome of urgent discussions with the 
District Council as to how future Town Centre 
work will be coordinated and delivered 
including approval of the job description and 
action plan at an Extraordinary meeting of Full 
Council to be held on Monday 21st December 
2020 at 5.30pm.   
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Appendix 3 

Littlehampton Town Centre Regeneration - Action Plan 2021 

Key:    LTCRO Littlehampton Town Centre Regeneration Officer 
ADC Arun District Council 
LTC Littlehampton Town Council 
LTP Littlehampton Traders Partnership 
WSCC West Sussex County Council 
F&G Faithful & Gould (Professional Lead – Littlehampton Public Realm) 
LDA LDA Design (Landscape designers – Littlehampton Public Realm) 
LOCA Littlehampton Organisation for Community Arts 

Strategic Objective 1. 
Improvement of Littlehampton Public Realm 

Task Lead Support Key 
Performance 
Indicators 

Outcomes Actions 

1. Delivery of the 
Littlehampton Public 
Realm Project 
programme 

F&G 
Contractor 
LTCRO 

LDA 
ADC 
LTC 
WSCC 

Completion of 
Phase 2 of Public 
Realm 
Improvements 
Programme 

Completion of 
Phase 3 Public 
Realm 
Improvements 
Programme. 

An improved public 
realm and vibrant 
town centre 
attracting more 
footfall, events and 
retail. 

Further public sector 
and private sector 
investment in 
Littlehampton Town 
centre. 

Liaise with ADC Legal to enter into contract 
with the construction contractor. 

Produce regular progress reports for 
Councils. 

Coordinate all statutory concerns and 
permissions, e.g. submit application to 
Highways Authority for Traffic Regulation 
Orders 
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2. Coordinate Public 
Realm Board Meetings 

LTCRO F&G 
ADC 
LTC 

Monthly 
meetings 

Clear and 
accountable 
management of the 
public realm 
contract. 

Work with F&G to set agendas and ensure 
all papers are prepared and issues in 
advance of meetings. 

3. Coordinate the 
delivery of the 
employer 
requirements* as set 
out in the contract. 

LTCRO 
F&G 
Contractor 

LTC 
ADC 

Access to all 
business premises 
maintained 
throughout the 
project construction. 

Agree a timetable for delivery with 
contractors and professional lead team. 

Regular liaison with contractors and 
professional lead team to ensure delivery 
of employer requirements. 

4. Coordinate Public 
Realm Stakeholder 
communications. 

LTCRO 
Contractor 

ADC 
LTP 

Regular 
Newsletters 

New site 
noticeboards 
erected with 
project 
information and 
contractor 
details.  

All stakeholders, 
including residents 
and businesses 
informed of 
schedule of works. 

Regular meetings with contractor to 
ensure delivery of communications with 
stakeholders, e.g. traders, landlords, 
commercial agents and residents. 

Prepare regular press statements 

Prepare regular members (ADC & LTC) 
update briefings 

Include project information in trader 
bulletins 

*Employers Requirements
This is the scope of services ADC has put into the tender requirements for the public realm project.  The Employers Requirements identifies

specific elements requiring contractor to consider, such as access to business premises throughout the construction period; communicating
schedule of works; acknowledging and as far as possible work around the schedule of events in the town centre.
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Strategic Objective 2.   
Maintain and support Littlehampton Traders Partnership as key town centre stakeholder organisation. 
 

 
 

Task Lead Support Key Performance 
Indicators 

Outcomes  Actions  

1 Organise and facilitate 
meetings to further 
objectives of the 
Partnership. 

LTCRO ADC 
LTP 
LTC 
 

Two general 
meetings per 
annum.   
 
A minimum of 
two board 
meetings per 
annum. 
 
A minimum of 
four breakfast 
meetings per 
annum. 

Continued trader 
involvement in local 
issues including 
marketing & 
promotion, town 
centre design, 
combatting crime and 
antisocial behaviour 
initiatives. 

Organise AGM for April 2021  
 
Organise speakers and venues for breakfast 
meetings. 
 
Organise Board Meetings as requested by 
Traders Partnership Co-Chairs 
 

2. Administer the work 
of the Traders 
Partnership. 

LTCRO LTP Trader Bulletins 
issued monthly 

The Traders 
Partnership as key 
consultee and conduit 
for disseminating 
information to town 
centre traders. 

Prepare correspondence on behalf of the 
partnership. 
 
Prepare Trader Bulletins 
 
Maintain and update the Traders 
Partnership database. 
 
Facilitate Traders Partnership and inform 
responses as consultee on planning issues, 
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Strategic Objective 2.   
Maintain and support Littlehampton Traders Partnership as key town centre stakeholder organisation. 
 

 
 

Task Lead Support Key Performance 
Indicators 

Outcomes  Actions  

policing matters, other issues pertaining to 
town centre regeneration and management. 

 

Strategic Objective 3. 
Increase Stakeholder Involvement in Town Centre Action Plan 

1. Organise stakeholder 
event to discuss 
priorities and ambitions 
for 2021 

LTCRO 
LTC 
ADC 

LTP 
 
 
 

Action Plan 
reviewed and 
revised. 
 
Delivery 
mechanisms 
identified to 
forward the 
aims and 
objectives of the 
Action Plan. 

Stakeholder groups 
‘buy-in’ to the Town 
Centre Action Plan. 
 
Increased capacity 
for delivery of key 
actions of the plan. 

Identify stakeholder groups, e.g. Police, 
Littlehampton Society, LOCA, Traders 
Partnership, to invite to stakeholder meeting. 
 
Organise Annual Town Centre meeting to 
review 2021 Action Plan.   
 
Establish Task Groups to propel and further 
the aims of the Action Plan under specific 
topics. 
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2. Engage with landlords 
on issues pertaining to 
town centre, including 
public realm 
development and 
commercial units. 

LTCRO 
LTP 

ADC 
LTC 

Database of 
landlords with 
town centre 
properties. 
 
 

Fuller landlord 
engagement with 
key strategic town 
centre projects. 
 
Developed dialogue 
with landlords 
regarding empty 
retail units. 

Create new landlord database with updated 
contacts. 
 
Create property map with key of ownership. 
 
Engage with Landlords/ Property Owners/ 
Commercial Agents on proposals for 
temporary usages or change of usages for 
large vacant properties in the town centre. 
 
Maintain dialogue with tenants and landlords 
regards building appearance (e.g. shop 
frontages). 
 

 

 

 

Strategic Objective 4. 
Promotion of Littlehampton as a place to shop, work and socialise 
1. Promote Littlehampton 

through social media 
platforms  

LTCRO 
ADC 

LTP 
LTC 

A minimum of 
three social 
media 
campaigns 
annually 
(including 
festive 
campaign) 
 
Regular original 
postings and 

Maintain 
ShopLittlehampton 
Facebook as key 
social media platform 
for town centre 
promotion and 
information. 
 
Increased profile of 
ShopLittlehampton 
Facebook site. 

Agree with Littlehampton Traders 
Partnership any social media campaigns for 
the year. 
 
Programme the social media campaigns for 
ShopLittlehampton Facebook, Twitter and 
Instagram. 
 
Measure reach and impact of each 
campaign. 
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shares of trader 
and other 
stakeholder 
postings. 

 

2. Promote wayfinding 
through signage and 
public information 
media. 

LTCRO ADC 
LTP 
LTC 

Two issues per 
annum of the 
Town Centre 
Shopping Map. 
 

Clear and coherent 
information for 
visitors, residents and 
shoppers and other 
town centre users. 

Update monolith and fingerpost signage in 
the town centre, riverside and seafront 
promenade. 
 
Update and issue town centre maps. 
 
Maintenance of Town Centre Noticeboards. 
 
Produce information posters for 
noticeboards and shops to display. 

4. Promote and support 
partner events in the 
town centre. 

LTC 
LOCA 

LTCRO  Information on 
partner projects goes 
out to a wider 
audience. 

Promote the traders festive window display 
competition. 
 
Promote LOCA festivals and art trails. 
 
Share LTC postings through social media. 

5. Programme a series of 
high impact events and 
arts projects. 

LTC 
LTCRO 
ADC 

LOCA 
Arun 
Inspires 

Events 
programme to 
be confirmed. 

Increased community 
involvement in town 
centre activities. 
 
Increased footfall and 
town centre profile 
generated by arts and 
events. 

Agree programme of events with LTC 
 
Commission a series of Kids Fun Days in 
August 
 
Commission additional festive lighting for 
Littlehampton Arcade and Anchor Springs 
as part of LTC festive lighting scheme. 
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6. Radio Campaigns to 
promote retail offer in 
Littlehampton 

LTCRO ADC 
LTP 

 Reviewed viability 
and cost 
effectiveness of radio 
campaigns.   

Contact radio stations to discuss promotion 
packages for Littlehampton. 
 
 

7. Markets LTCRO 
Southern 
Counties 
Markets 
LOCA 

ADC 
LTP 
LTC 

Regular General 
markets each 
Friday. 
 
Artisan Markets 
every first 
Saturday of the 
month (April to 
Nov). 

Well managed and 
well attended 
markets attracting 
footfall to the town 
centre. 

Coordinate with Licensing and market 
organisers on the management and 
promotion of town centre markets. 
 
Coordinate traders’ input into ADC 
Licensing Street Trading Review 
consultation.  

 

 

Strategic Objective 5. 
Town Centre Management 
1. Improve appearance of 

building frontages in the 
town centre. 

LTCRO 
ADC 

LTP 
LTC 

At least one 
Shopfront 
Improvement 
Grants per 
annum. 
 
 

Uptake of Shopfront 
Improvement Grants 
scheme. 
 
Voluntary 
improvements to 
building frontages by 
retailers and 
landlords. 

Notify Littlehampton and Wick Traders of 
Shopfront Improvement Grant scheme. 
 
Promote improved frontages through social 
media. 
 
Continue to work with LTC on encouraging 
businesses and property owners to keep 
their buildings in good state of repair. 

2. Provision of free parking 
in the town centre. 

LTCRO 
LTP 

LTC 
ADC 

60% of vehicles 
in St Martins 
displaying free 
parking disc. 

Continued support of 
the scheme from 
funders, i.e. traders, 
LTC and ADC. 

Regular counts of vehicles in town centre car 
parks displaying free parking discs. 
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Continued demand 
for the scheme from 
visitors and shoppers. 

Agree with ADC Parking the provision of free 
parking on festive and other events. 
 
Regular promotion of free parking in the 
town centre. 
 
Review of free parking disc scheme with LTP, 
ADC and LTC and viability of charging for the 
2 Hour Parking disc as per neighbouring 
towns. 
 
Promotion of the scheme to new businesses. 

3. Regular cleansing and 
maintenance of the 
town centre 

ADC 
 

  Town Centre is kept 
clean and well 
maintained through 
ADC cleansing 
contracts. 

Liaison with Council departments to field 
enquiries relating to cleansing. 
 
 

4. Support and measure 
the retail vitality of the 
town centre. 

LTCRO ADC 
LTP 

Occupancy rate 
of 90%. 
 
Produce an 
annual Town 
Centre report 
with key 
performance 
indicators and 
targets. 

Lowered vacancy rate 
by end of year. 

Maintain database on businesses in the 
Littlehampton town centre area. 
 
Produce quarterly vacancy count. Identify 
appropriate indicators to measure activity 
and economic vitality of the town centre 
 
Encourage and promote Pop Up shops in the 
town centre. 
 
Work with landlords and commercial agents 
to look at new usages for long term and large 
vacant units. 
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5. Scope out potential for 
further delegated 
authority from WSCC on 
town centre issues  

LTCRO 
ADC 
LTC 
WSCC 

LTP An established 
timescale and 
schedule of 
permissions and 
requirements 
(legal, 
constitutional) 
for WSCC 
delegated 
authority.  

More localised 
management of town 
centre matters such 
as traffic movement 
on the pedestrian 
precinct, A-Boards, 
concessions.   

Set up meetings with Highways Authority 
(WSCC) to establish protocols and terms of 
reference for any delegated authority to be 
passed to ADC/ LTC. 
 
Consult with ADC colleagues on the 
preparation of above. 
 
Prepare and submit any Council reports 
required to enable delegation of authority. 

6. Scope out potential for 
out of town and near 
town signage. 

WSCC 
ADC 
LTC 
LTCRO 

 A schedule for 
increased 
signage subject 
to budget. 

Increased visitation 
to Littlehampton 
waterfronts and town 
centre. 

Set up meetings with statutory authorities to 
establish statutory and consultation 
requirements.  If feasible, scope out budget 
requirements. 

 

 

 

 

 

Strategic Objective 6. 
Ensuring the safety and resilience of the town centre. 
1. Liaison with statutory 

and non-statutory 
agencies on policing 
Littlehampton town 
centre area. 

JE 
ADC 

Sussex 
Police 
Business 
Wardens 
LTC 
Community 
Wardens 
LTP 

Four 
stakeholder 
meetings 
annually.  
 
 

Increased 
effectiveness for 
agency coordination. 

Organise stakeholder meetings. 
 
Represent traders and others’ concerns to 
statutory agencies. 
 
Coordinate Traders Partnership 
communication with Police and other 
agencies. 
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2. Coordinated business 
support response to the 
Covid-19 pandemic. 

ADC 
LTCRO 

Business 
Wardens 
 
Community 
Information 
Wardens 

 Traders and 
hospitality are 
sufficiently informed 
to make their 
premises Covid-19 
secure. 
 
Businesses are 
sufficiently informed 
regarding grants 
available. 
 

Update businesses frequently on 
government announcements on the Covid-
19 through trader bulletins. 
 
Signpost business enquiries regarding 
premises and grants. 
 
Work with ADC Licensing to advice markets 
and events on operational requirements. 
 
Provide markets and traders with template 
risk assessments. 
 
Provide traders with government issued 
requirements on making premises Covid-19 
secure. 
 

3. Support Traders 
projects to combat 
crime against business 
and anti-social 
behaviour through the 
DISC app and 
Littlehampton 
ShopWatch Radio 
Scheme. 

LTP 
LTCRO 

Sussex 
Police 
Business 
Wardens 
 

Renewal of 
Littlehampton 
DISC (crime 
reporting app). 
 
50 members 
enrolled to the 
Littlehampton 
ShopWatch 
Radio Scheme. 

Increased reporting 
of crime and anti-
social behaviour by 
traders. 
 
Increased issue of 
Community 
Protection Notices to 
prolific offenders. 
 
Reduction in number 
of reported incidents. 

Prepare all correspondence to traders 
encouraging participation to the 
Littlehampton ShopWatch Radio scheme 
(including rental of radios). 
 
Promote DISC as effective evidence tool for 
reporting crime and anti-social behaviour. 
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Job Description 

 
 

Job Title:    Littlehampton Town Centre Regeneration Manager  
 
Responsible To:  Senior Economic Development Officer at Arun District 

Council (although goal setting and end of year reviews will 
also include representation from the Town Team and 
Littlehampton Town Council) 

 
Principle Duties:          

a) Working with the Littlehampton business 
community and the public sector to quickly agree a 
vision and action plan (‘The Town Team Plan’) to 
improve the vitality and trading conditions in 
Littlehampton Town Centre building on existing 
work such as the Portas Pilot bid and Littlehampton 
Vision (including preparing and publishing a 
baseline report which provides an objective analysis 
of the vitality and viability of Littlehampton Town 
Centre that can be used for on-going monitoring). 

 
d) Prepare annually, a report detailing the progress 

made against delivery of the Town Team plan and 
the impact. 

 
b) Improve the vitality and viability of the town centre 

by developing and delivering, in partnership with all 
key stakeholders, the initiatives and plans set out in 
the Town Team’s Action Plan. 

 
e) Develop and promote town centre activities, 

fostering good community relations with all potential 
user groups, organisations and the general public. 

 
d) Act as a key point of contact within the Council and 

business community in relation to town centre 
proposals. 

 
e) Support the work undertaken by the Economic 

Development team department with particular 
reference to the projects which support 
Littlehampton Town Centre. 

 
h) Identify external funding and prepare, as 

appropriate, in consultation with the Council 
appropriate funding bids. 
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i) Coordinating the secretariat and administrative 
duties of the Town Team and Town Traders 
Partnership 
 

j) In the later part of the contract to explore and, if 
there is appetite from traders, develop a Business 
Improvement District for Littlehampton Town 
Centre.    

 
 

Responsibilities  
 

1. To coordinate the development and delivery of the agreed initiatives and plans 
on behalf of the Town Team. 
 

2. To engage with the wider business community in working to help develop the 
plan in the future. 
 

3. To foster and develop excellent relationships and partnerships with private 
businesses, other Council departments, local agencies and voluntary and 
community sector to deliver regeneration objectives and promote and enhance 
the town centre.  
 

4. To work in partnership with the Police, community safety and enforcement 
teams to promote actions to safeguard and enhance town centre safety and 
security. 
 

5. To engage with colleagues in planning and economic development teams to 
influence strategic development of the town centre, to ensure cohesive and 
sustainable social, economic and environmental outcomes that meet the needs 
of local businesses, residents and visitors. 
 

6. To promote the town centre as a place to invest, work, live, visit and enjoy 
leisure time, developing marketing and publicity programmes in liaison with 
businesses and the District and Parish Council. 
 

7. To signpost traders and small businesses to business support and training 
opportunities. 
 

8. To monitor and control income and expenditure within the approved budget in 
a accordance with Arun District Council’s constitution 
 

9. To evaluate the success of initiatives and projects and write and present 
reports. 
 

10. To comply with the Council’s Health & Safety Policy at all times. 
 

11. To undertake any other duties that may be required by the......from time to time 
appropriate to the grade and designation of the post.  
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12. To view and make representations upon planning applications received by Arun 
District Council that might influence the vitality and viability of Littlehampton 
Town Centre. 
 

13. Develop and support regular and annual events and activities which raise the 
profile of Littlehampton Town Centre and encourage repeat visits.  
 

14. Foster and develop relationships and partnerships with other Council 
departments (including Arun District Council and West Sussex County Council), 
elected Members, local agencies, consultancies, private businesses and the 
voluntary and community sector to help deliver regeneration initiatives and 
promote and enhance the town centre.   
 

15. Work with community partners to consider medium term funding options in 
Littlehampton Town Centre for the Town Centre Regeneration Manager Role.  
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