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

30th August 2019
Notice is hereby given that there will be a meeting of the:
Community Resources Committee
Place: New Millennium Chamber, Manor House, Church Street, Littlehampton
Date: Thursday 5th September 2019
Time: 6:30pm
Committee:
Councillor B Blanchard-Cooper (Chair)
Councillor C Blanchard-Cooper
Councillor Molloy
Councillor Seex
Councillor Squires
Councillor Tandy
Councillor Turner
Peter Herbert, Town Clerk
Agenda
2019/20

1. Evacuation Procedures
2. Filming of Council Meetings, Use of Social Media and Mobile Phones
During this meeting the public are allowed to film the Committee and officers
only from the front of the public gallery, providing it does not disrupt the
meeting. Any items in the Exempt Part of an agenda cannot be filmed. If
another member of the public objects to being recorded, the person(s) filming
must stop doing so until that member of the public has finished speaking. The
use of social media is permitted but all members of the public are requested to
switch their mobile devices to silent for the duration of the meeting.
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3. Apologies
4. Declarations of interest
Members and Officers are reminded to make any declaration of disclosable
pecuniary or personal and/or prejudicial interests that they may have in
relation to items on this Agenda.
You should declare your interest by stating:
(a)
(b)
(c)

•
•
•

the item you have the interest in
whether it is a disclosable pecuniary interest, whereupon you will be
taking no part in the discussions on that matter, or
(i)
whether it is a personal interest and the nature of the interest
(ii)
whether it is also a prejudicial interest
(iii)
If it is a prejudicial interest, whether you will be exercising your
right to speak under PUBLIC FORUM

It is recorded in the register of interests that:
Councillor B Blanchard-Cooper is a Member of Arun District Council
Councillor C Blanchard-Cooper is a Member of Arun District Council
Councillor Seex is a Member of Arun District Council
These interests only need to be declared at the meeting if there is an agenda
item to which they relate.

5. Minutes
To confirm the Minutes of the meeting held on 6th June 2019, circulated
herewith (pages 4 - 10). In accordance with the Town Councils’ Standing
Orders, Section 9 (a), Members are reminded that no discussion of the draft
minutes of a preceding meeting shall take place except in relation to their
accuracy.
6. Chair’s Report and Urgent Items
7. Public Forum
Members of the public are invited to ask questions or raise issues which are
relevant and are the concern of this committee. A period of 15 minutes is
allocated for this purpose. If possible, notice of intention to address the
Committee should be given to the Clerk by noon of the day of the meeting.
8. Sports Forum
To receive the notes of the meeting held on 5th August 2019 (pages 11 –
13)
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9. Allotments Working Group
To receive the notes of the meetings held on 27th June 2019 (pages 14 – 17)
and 22nd August 2019 (pages 18 – 22) and consider recommendations from
the Working Group regarding the allotment rental fees for 2021, the Tenancy
Agreement (pages 23 – 37) and the retention of taps as part of the
programme to introduce water troughs on all sites.
10. Officers Reports
10.1. Standing Orders/ Urgent Action- To note the attached Urgent Action
(pages 38 - 39).
10.2. Youth Services Annual Report- To receive a report (attached pages
40 - 52) and presentation.
10.3. Museum Periodic Report –Attached (Pages 53 – 70)
10.4. Museum Accreditation- Attached (Pages 71 – 134)
10.5.Tree Planting- Report attached (pages 135 – 136)
10.6. Events Periodic Report – Attached (Pages 137 – 145)
10.7. Grants Update– Report attached (pages 146 – 149)
10.8. Rosemead Park- Report attached (pages 150 – 151)
10.9. Metal Detecting Procedure- Report attached (Pages 152 – 153)
10.10. Visitor Information Point- Report attached (Pages 154 – 164)
10.11. Keystone Centre- Oral Update

11. Town Council Priorities
Oral update from the Town Clerk following Member led exercise to identify
priorities for this Council (2019-2023).
12. Finance
12.1. Committee Budget Monitor - report attached (pages 165 – 167)

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

Minutes of the Community Resources Committee held in the New Millennium
Chamber, Manor House, Church Street, Littlehampton on Thursday 6th June
2019 at 6.30pm
Present:
Councillor B Blanchard-Cooper (Chair)
Councillor C Blanchard-Cooper
Councillor Molloy
Councillor Seex
Councillor Squires
Councillor Long substituted for Councillor Turner
Councillor Tandy
2019/20
1. Evacuation Procedures
The evacuation procedures were noted.

2. Filming of Council Meetings, Use of Social Media and Mobile Phones
The procedures were noted.

3. Apologies
Apologies were received from Councillor Turner.

4. 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. The
following additional declarations were made in respect of agenda item 10.6,
the Grant Aid Applications.
Councillor B Blanchard-Cooper declared a personal and prejudicial interest
and potential disclosable interest as Chairman of the Friends of Mewsbrook
Park, a member of the Littlehampton Musical Comedy Society and as an
acquaintance of the Virtuoso Dance Company organiser relating to the grant
applications.
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Councillor C Blanchard-Cooper declared a personal and prejudicial interest
and potential disclosable interest as President of the Littlehampton Musical
Comedy Society and Membership Secretary of the Friends of Mewsbrook
Park regarding the grant applications.
Councillor Chace declared a personal and prejudicial interest as he owned the
shed in Mewsbrook Park that housed the Mens Shed – East project who had
made a grant application and his business had nominated the 5th
Littlehampton Sea Scouts as one of their fund raising charities.
Councillor Long declared a declared a personal and prejudicial interest as
Chairman of the 5th Littlehampton Sea Scouts and a Trustee of Safe in
Sussex who worked with My Sisters House CIC.
Councillor Squires declared a personal and prejudicial interest as a volunteer
with the 5th Littlehampton Sea Scouts.
Councillors B Blanchard-Cooper, C Blanchard-Cooper, Chace, Long and
Squires also stated that in view of their interests, they would leave the
meeting if there was any discussion regarding the grant applications from
these groups when the Committee came to consider the matter later in the
meeting.
Councillor Tandy declared a personal interest in agenda item 10.5, Keystone
Project Update as the Treasurer and Secretary of the Keystone Centre
Management Committee.

5. Minutes
The Minutes of the meeting held on 14th March 2019 (previously circulated)
were confirmed as a true record and signed by the Chair.

6. Chair’s Report and Urgent Items
6.1. Event Support Request
The Committee was asked to consider an application for funding support,
received after the agenda had been published. The application was from a
public house in the Town Centre which was planning an event to celebrate
Sussex Day. Members proceeded to review the application which was limited
in terms of details and costs. Overall, it was considered that a wider event
involving traders would be more effective at attracting visitors to the High
Street and be of greater benefit to the Town as a whole. The timescale was
also extremely short, and the proposals could potentially conflict with the
Sussex Day activities already planned in Wick. Members were however
supportive of the concept and the need to engage with traders to develop an
event focussed on Sussex Day and it was therefore Resolved that:
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1. Celebrating Sussex Day be explored, and
proposals developed for delivery by traders
and others in the Town Centre, possibly with
Town Council financial support.
2. The application for funding support not be
approved.

7. Public Forum
There was one member of the public present and no questions were asked.

8. Littlehampton Sports Forum
8.1

The Committee received the notes of the meeting of the Littlehampton Sports
Forum meeting held on 29 April 2019 (previously circulated). It was noted that
nominations for the Sports Awards and applications for Sports Excellence
Grants were open until 31st July. The Town Clerk would arrange for details of
both to be circulated to Members. It was Resolved that:
The updates be noted

9. Allotment Working Group
9.1. To appoint the Working Group for 2019/20
The Committee were asked to consider the Town Council’s appointments to
the Allotments Working Group. It was noted that Councillors B BlanchardCooper and Tandy were willing to remain on the Working Group. In addition,
Councillor Molloy indicated her willingness to join the Working Group and it
was also proposed that Councillor Turner, although not present, be asked to
fill the remaining vacancy. It was therefore Resolved that:
1. Councillors B Blanchard-Cooper, and Tandy
be re-appointed to the Working Group and
that they be re-appointed Chair and Vice
Chair respectively of the Working Group for
2019/20.
2. Councillors Molloy and Turner, if she was
willing, also be appointed as members of the
Allotments Working Group for 2019/20.
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10. Officer’s Reports
10.1. Standing Orders - Urgent Action – SPACE Grant
The Committee received (previously circulated) an urgent action regarding the
allocation of unspent SPACE grant funds from 2018/19. It was Resolved that:
The urgent action be noted.

10.2. Museum Periodic Report
10.2.1 The Committee received a report (previously circulated) that updated
Members on visitor numbers, progress with the Collection Documentation
Project and the Museum Action Plan. Progress with the Action Plan had
slowed but the new Collection Documentation Project Manager and Curator
had started on 28th May and was settling in well. She had already begun
familiarising herself with the Collection and brought some much-needed
stability to the Museum Team. In future, the Action Plan would provide more
clarity on completed tasks and progress with key pieces of work. Regarding
the Accreditation, it was noted that the timescale for submission of the
relevant documents had been extended to 31st October. A number of Museum
polices would need to be reviewed to meet the Accreditation requirements,
including the Collections Development Policy. These would be presented to
the Committee in September and it was also agreed that this work would
include an analysis of the benefits of the Accreditation.
10.2.2 It was noted that as part of the work to rationalise the collection, potential
donations would be referred to the Committee for approval. The Committee
was therefore also asked to consider the potential acquisition of a collection of
items from Ockenden’s. There were a range of items which had been
assessed as falling within the Museum’s collecting criteria as set out in the
Collections Development Policy. The Committee considered that the
collection was an excellent example of the early history of the High Street and
would make a good display in the future. It was therefore Resolved that:

1. The acquisition of the Ockenden’s Collection
items as set out in paragraphs 3.2.2 and 3.2.3
in the report be approved.
2. The report and updates be otherwise noted.

10.3. Events Periodic Report
10.3.1 The Committee received a report (previously circulated) which provided
updates on the Easter Out and About sessions, the plans for Armed Forces
Day (AFD) and other events scheduled for the remainder of the year. It was
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noted that the Easter Out and About sessions had benefitted from good
weather and were as popular as ever. It was Resolved that:
The Outcome of the Easter Out and About
sessions be noted.

10.3.2. Armed Forces Day (AFD)
Upmost in Member’s minds were concerns about the availability and position
of toilet facilities and the impact on the seafront greens. The need for
prominent and effective signage directing visitors to toilet facilities and
maintaining good communication throughout the event was emphasised.
Although plans for AFD were advanced, officers were asked to investigate
options to provide water but without promoting single use plastic bottles. This
included approaching Southern Water and seeking the provision of more
recycling bins on the site. Assurances were also sought regarding the timing
of the displays in the arena to avoid clashes with the aerial display in the
afternoon. It was Resolved that:
The suggestions set out in Minute 10.3.2 be
explored and the update on the plans for the
Armed Forces Day Event be otherwise noted.

10.3.3 Progress with plans for the Screen on the Green, Boat Jumble and Christmas
Lights Switch On was noted. The Events programme would be considered
when Members came to consider the priorities for the new Council. Observing
the considerable crossover with tourism, particularly in relation to advertising,
it was agreed that consideration would be given to whether to locate such
work within the overall economic regeneration portfolio. It was therefore
Resolved that:
1. The updates on plans for the Screen on the
Green, Boat Jumble and Christmas Lights
Switch On be noted.
2. The financial implications as set out in
paragraph 4 of the report be noted.

10.4. Arun Youth Projects Update
The Committee received a report (previously circulated) on monthly activity for
April 2019 in respect of the delivery of youth services by Arun Youth Projects.
It was noted that the report would be circulated to members of the Committee
electronically on a monthly basis going forward. It was Resolved that:
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The update be noted.

10.5. Keystone Project Update
The Committee considered a report (previously circulated) updating Members
on the progress of the project to build a new Keystone Centre. The Town
Clerk reported that following a recent meeting with District Council officers,
the specification for the feasibility study needed further work to improve it. The
project remained focussed on re-provisioning the youth centre with scope for
outdoor facilities. It was Resolved that:
The current position be noted.

10.6. Grant Aid Applications 2019/20
10.6.1 The Committee received a report (previously circulated) which contained
feedback on the 2018/19 Grant scheme and recommendations regarding the
allocation of Grant Aid for 2019/20. In addition, `the Committee was also
asked to consider two requests to extend the time limit on expenditure relating
to grants awarded in 2018/19 and one to re-allocate the funds awarded.
10.6.2 The Committee began by reviewing the feedback from the previous year’s
Scheme. This included requests on behalf of the Littlehampton Tea and Chat
Club and the Littlehampton Sea Cadets for a one-year extension to the terms
of their grants. These were supported. A further request from Jamie’s Wish to
reallocate the funds awarded last year was not considered appropriate.
However, acknowledging the recent upheaval caused by the relocation of
their offices, the Committee agreed a one-year extension to allow to the
Group to deliver the event they had originally planned. It was therefore
Resolved that:

1. The successful projects undertaken last year
due to the Town Council Grants scheme in
2018/19, Appendix A of the report, be noted.
2. The one-year extensions to the2018/19 grants
awarded to the Littlehampton Tea and Chat
Club, the Littlehampton Sea Cadets and
Jamie’s Wish be approved for completion of
their projects as originally intended and that
if the funds were not spent by 31st March
2020, that they be returned to the Town
Council.
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Councillor Seeks declared a personal interest in the following discussion as her
brother and sister in law volunteered at the Littlehampton Sea Cadets.
10.6.3 The Committee proceeded to consider the proposals for the allocation of
Grant Aid for 2019/20. The Town Clerk explained the process for determining
the recommendations and provided further clarification in respect of some of
the applications. Regarding the application from the Clymping Petanque Club,
although newly formed, the Committee considered that they needed to
demonstrate that they could attract Littlehampton residents. It was therefore
not considered appropriate to award a Grant to the Club as part of this year’s
awards.
10.6.4 In considering the applications further, Members also wished to better
understand the effectiveness of the Scheme in terms of wider benefits for the
community and considered that the criteria should be reviewed in the context
of the Town Council’s strategic objectives. This was noted for consideration
when Members came to consider the priorities for the new Council. The
Committee was pleased to note the substantial number of applications from
new groups and it was therefore Resolved that:

The recommended allocations of Grant Aid for
2019/20, other than that for the Clymping
Petanque Club, as set out in Appendix B
(attached to the report) be approved.

11. Finance
11.1. Committee Budget Monitor
The Committee considered a report (previously circulated) highlighting any
significant variances from budget and income and expenditure relating to the
Committee’s budget for 2018 to 2019 and also the budget figures for 2019 to
2020. It was therefore Resolved that:
The report be noted.

12. Exempt Business
There were none.
The meeting closed at 8:13pm
_________________
CHAIR
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Notes of the Littlehampton Sports Forum
held in the Fleming Room, Littlehampton Town Council
on Monday 5th August 2019 at 6pm.
Present:
Cllr Billy Blanchard-Cooper – Chair of Sports Forum (BBC)
Alan Pyant – Littlehampton Cricket Club (AP)
Celia Fastnedge – Littlehampton Croquet Club (CF)
Hugh Milner – Littlehampton Sportsfield (HM)
Robert Elliot – Arun Youth Aqua Centre (RE)
Tyndall Jones – David O Jones (TJ)
Mark Quinney – Littlehampton Rugby Club (MQ)
Paul Best- Littlehampton Rugby Club (PB)
Officers:
Kieran Gibbins – Events Officer (KG)
Chloe Brown-Felpts- Events and Business Administration Apprenticeship (CBF)
1. Introductions
Mark Quinney – Littlehampton Rugby Club (MQ)
2. Apologies for absence
Derek Fish- Littlehampton Badminton and Squash Club (DF)
Tim Thornburg- Littlehampton Swimming Club (TT)
Peter Davey- Arun Runners (PD)
Nick Wiltshire- Littlehampton Golf Club (NW)
3. Notes of the previous meeting
The notes of the previous meeting were agreed as a true record.
3a. Matters Arising
AP discussed pushing Arun District Council for updates on the development of the
North Littlehampton site. It was suggested that an update of the site should become a
regular point on the agenda. The group had not been consulted prior to any update
previously, so they would welcome the chance to have an input in any future decisionmaking process.
There is a worry amongst several clubs concerning the slope on the pitches, which
would affect rugby, football and cricket clubs. Arun District Council would be asked to
provide an update in time for the next meeting dated Monday 4th November.
4. Sports Awards & Grants/Grant Aid
Sports Forum members were made aware that there had been 14 Sports Excellence
Grant applications and 45 Sports Awards nominations submitted. 7 of the Sports
Awards nominations had been made up by 2018 grant recipients. The Sports
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Excellence Grants and Sports Awards had been advertised via the Littlehampton Town
Council Facebook page, the Littlehampton Gazette, Littlehampton Town Council
website, email and by post. HM mentioned that in previous years the closing date for
nominations had been extended.
KG to circulate a list of the award categories that had received nominations to
members of the Sports Forum.
5. Members’ Updates
Littlehampton Rugby Club
The Littlehampton Academy had increased their fees per game from £70 to £170+ VAT.
This had been due to the Littlehampton Academy losing over £14,000 in the year
previous. The Facilities team had informed clubs that fees must be paid prior to fixtures
taking place with no refunds issued for the cancellation of fixtures.
It had been suggested by BBC that a letter would be written from Littlehampton Town
Council to the Littlehampton Academy in response to the cost increase.
MQ would provide copies of correspondence between the club and the Littlehampton
Academy. The club had been seeking new playing premises with Kingley Gate sought
as an option. The club would be hosting a 10’s competition on Saturday 10th August
from 10:30-15:00. 11 teams would attend in addition to a further 4 touch teams for
children. Three pitches had been marked out free of charge as a gesture of good will
This is followed by another game on 18/08/2019. The club had acquired a new coach
who had started well. Membership numbers had increased, and the club had also
received enquiries from both ladies and junior teams to use the facilities.
Littlehampton Sportsfield
West Sussex County Council had suggested that representatives for the Sportsfield use
crowdfunding to source the £6,000 required for an irrigation system. The club had
managed to raise £3,500 through crowd funding and £2000 had also been pledged by
eight trustees of the club. The Cricket Club had also contributed to help the Sportsfield
achieve their financial goal. The new irrigation system would improve water
management with initial work due to be started soon. Littlehampton Town Football Club
would require new 200 LUX floodlights in order to be promoted. Less light would be
spilled when the new floodlights were installed. Planning consent would be required to
replace the existing 120 LUX floodlights due to the age of the structure. Town
Councillors had been asked to visit the Sportsfield. The club had also considered
approaching the Football Foundation for a grant.
Littlehampton Croquet Club
The club’s grand opening had been well attended on 5th May 2019. The club had gained
2 new members from the event and it had been well publicised. A further 5 new
members from other sources had signed up which had meant that the club now had 57
playing members and 7 social members. CF had qualified as a coach and the club had
purchased new croquet balls by using the grant awarded by the Town Council. BBC had
asked clubs belonging to the Sports Forum to share news of the grants awarded on
Facebook in an attempt to raise awareness of the initiative. The World Croquet Cup had
taken place in Southwick but had been poorly advertised. The USA had beaten Egypt in
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the final and fixtures had taken place in West Worthing and a few matches were played
in West Worthing. Levelling lawn 5 at the club had been a priority and would enable
higher profile fixtures to be played in Littlehampton. The club had struggled
competitively since they had entered the new league.
David O Jones
Business for trophies had improved since the closure of C&M Trophies but otherwise
the shop had been struggling. The shop would be celebrating their 73rd birthday later in
the week.
Littlehampton Cricket Club
The club had entered the final month of the league season. All four teams had achieved
mid table finishes. The had also hosted five Sussex senior friendly matches and a full
programme of cult games. Friendlies had been scheduled at the club until September.
The warm weather meant the club had only postponed two fixtures. Over 50 children
had attended the Friday Colt sessions which had created a good social atmosphere at
the club. The club had run the ECB All Stars programme for 5-8 year olds again for a
second year. had been. The grant awarded by Littlehampton Town Council had enabled
the club to buy a projector and screen to enhance coaching sessions in the event of bad
weather. The new equipment had also been used as part of the club’s successful race
night event.
Arun Youth Aqua Centre
A number of members had left the club after surpassing the maximum age limit of 19.
The temporary closure of the lake had affected the club running oppies sailing lessons
for young children. Sailing had been very popular at the club and had been run to full
capacity, but the club had still fallen 10-15 members short overall. The club had
experienced one of their most popular training sessions ever on the previous
Wednesday and were due to host their Friends and Family Day on Sunday. The club
had been due to enter a team into the West Sussex School’s Regatta in September.
6. A.O.B
The Arun Youth Project Young Members Fund of £12,000 is available to help fund
membership fees or kit equipment for children. This can be found on the Arun Youth
Project website https://www.arunchurch.com/ayp/
Littlehampton Town Council would like to help promote any club events,
recruitment drives and success stories via their Facebook page. Clubs with their
own facebook pages should share their news on the Town Council’s page
www.facebook.com/littlehamptontc or alternatively e-mail items to Kieran at
kgibbins@littlehampton-tc.gov.uk
7. Date of the next meeting
Monday 4th November 2019
All meetings will be held at 6pm in the Fleming Room, on the ground floor of the Manor
House, Church Street.

13

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

Notes of the Meeting of the Allotment Working Group held in the New Millennium
Chamber, Manor House, Church Street, Littlehampton on Thursday 27th June
2019 at 6.30pm
Committee:
Councillor Long (Chair)
Councillor Chace
Councillor Molloy
Councillor Turner
(Councillor Long substituted for Councillor B Blanchard-Cooper and Councillor
Chace substituted for Councillor Tandy)
Co-Opted Members:
Messrs Farquhar
Messrs Evans
Messrs Oliver
Mrs Oliver
Mrs Stedman
2019/20
1. Evacuation Procedures
The evacuation procedures were noted.

2. Mobile Phones
Members were reminded that the use of mobile phones (other than on silent)
was prohibited at Town Council and Committee meetings.

3. Apologies
There were apologies from Councillors B Blanchard-Cooper, Tandy and
Messrs Feist and Weights.

4. Declarations of Interest
There were none.
5. Notes of the Last Meeting
The Notes of the meeting held on 17th January 2019, previously circulated, were
confirmed as a true record.
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6. Reports of the Clerk and Reports of Allotment Sites
6.1. Worthing Road
Representatives reported concerns on the level of security at the allotment site
and asked if a higher gate could be investigated to prevent trespass. It was also
reported that there had been sightings of vermin at the allotment site and the
Assistant Town Clerk agreed to check if pest control had been requested. The
Assistant Town Clerk reported that the impact of the infrastructure works in the
area would continue for some time yet and that the Town Council would be
doing more work on the boundary hedge. Acknowledging the request for
improvements to the gate, she added that the entrance to the site would also
be improved as part of the plans to develop the Allotments on the western side
(Church Land) of the existing site. Officers were in contact with the developers
to get a start date for this work and also to replace the heras fencing with
hoarding to better protect the boundary on the eastern side of the current site.
Action:
The Assistant Town Clerk to:
1. Check Pest Control records and request a site visit if required.
2. Keep site reps and LALGA informed of progress with the works to the
site entrance and development of the Church Land Allotments.
6.2. Mill Lane
Members expressed concerns on the level of security at the Allotment site
following the removal of the boundary hedge. The Assistant Town Clerk
reported that she had also recently visited the site and that the Town Council
was pressing for a mature hedge, but that the time scale was uncertain as
infrastructure works continued in Mill Lane.
6.3. Fort Road
It was noted that there were Site Representative vacancies for Fort Road.
6.4. Trinidad
It was reported that the fence on the boundary at the entrance of the site had a
hole in it raising concerns that it was being breached. The Assistant Town Clerk
confirmed that this had been noted on a recent site inspection and that
improvements to the boundary at this point was being investigated.
6.5. Howard Road
It was noted that there was there were Site Representative vacancies for
Howard Road.
6.6. Kingley Gate
Members were pleased to note that the new site was off to a promising start.
Plot holders had held a meeting in May which had been beneficial, and the site
reps hoped to continue this with a further meeting in August. Following an
incident of trespass on the Western Meadow Land, the developer had installed
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fencing to improve security. The management company would be provided with
a key to the gate to allow them to maintain the meadow within the fenced area.
The site reps had also requested that a chain and padlock be fitted to the outer
gate to make them more secure. Councillors requested that a tour of the Town
Councils Allotments sites be arranged.
Action:
The Assistant Town Clerk to:
1. Explore options of securing the outer gate.
2. To liaise with Members to a tour of the allotment sites.

7. General Issues
7.1. Waiting List and Vacant Plots
SITE & TOTAL NO. OF
PLOTS
Worthing Road (186)

NO. VACANT PLOTS

NO. ON WAITING LIST

0

Mill Lane (73)

0

Fort Road (40 inc. 1 manure
plot)
Trinidad (33)

0

Howard Road (13)
Kingley Gate (21)
(10 x 10 rods)
(8 x 5 rods)
(1 x 5 rod accessible)
(2 x 2.5 rod accessible)
Worthing Road New & Church
Land
No site preference

0
0

6 (+ 5 want specific
plots)
5 (+ 3 want specific
plots)
7 (+ 2 want specific
plots)
4 (+ 3 want specific
plots)
5
21

0

N/A

2 + 3 waiting for a
disabled access plot
20

Members noted the extremely low level of vacant plots against the increasing
waiting list. It was noted that in time, two new allotment sites would be provided
as part of the North Littlehampton (Hampton Park) development.
7.2. Review Tenancy Agreement
The Working Group had before it (previously circulated) feedback received from
LALGA regarding the tenancy agreement. In addition, a further set of comments
was also tabled at the meeting. The Assistant Town Clerk explained that the
agreement had undergone an extensive review last year and that the revised
agreement aimed to provide plot holders with clearer guidelines on the
acceptable use of allotment plots. It was commented that the agreement had
lost some of its simplicity and had become too restrictive. It was also felt that
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less complex agreements were available and that there was a greater demand
for leisure use. It was also suggested that it would be beneficial if the agreement
was made available in different languages. Whilst it had been agreed that the
working group would review any comments received on the new agreement at
this meeting, there had not been time for the Group to consider the additional
representation which had been tabled. It was therefore agreed that feedback
on the tenancy agreement be prioritised for discussion at the next meeting of
the Working Group and members were invited to send any further comments
to the Assistant Town Clerk by the end of July.
Action:
1. LALGA and the site reps to provide feedback regarding the Tenancy
Agreement to the Assistant Town Clerk by the 31st July 2019
2. The Assistant Town Clerk to collate feedback for the next meeting on
Thursday 22nd August 2019.
7.3. First Phase of the Introduction of water troughs across all sites Update
The Assistant Town Clerk provided Members with a plan of the proposed water
troughs to be installed at the Mill Lane allotment site. It was noted that the
installation of water troughs across all sites was to preserve water and prevent
misuse. Site reps sought the retention of a tap, with a plunger and no fittings to
provide mains water for livestock and that sufficient troughs were provided to
ensure good access to water was maintained. The Assistant Town Clerk agreed
to provide clarification on the number of water troughs per site. It was therefore
Resolved that:
The Community Resources Community be
RECOMMENDED to agree the retention of a tap at
each site as part of the Town Council’s
programme to introduce troughs at its allotment
sites.
8. Date of Next Meeting
The date of the next meeting is 22nd August 2019.
The meeting closed at 7:41pm
________________________
CHAIR
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How to contact us
Write to: Manor House, Church Street,
Littlehampton, West Sussex, BN17 5EW
Email: ltc@littlehampton-tc.gov.uk
Call: 01903 732063
Find us online: www.littlehampton-tc.gov.uk

Notes of the Meeting of the Allotment Working Group held in the New Millennium
Chamber, Manor House, Church Street, Littlehampton on Thursday 22nd
August 2019 at 6.30pm
Committee:
Councillor B Blanchard-Cooper (Chair)
Councillor Molloy
Councillor Tandy
Councillor Long (substitute for Councillor Turner)
Co-Opted Members:
Messrs Feist
Messrs Farquhar
Messrs Benson
Messrs Oliver
Mrs Burke
Mrs Oliver
Mrs Stedman
2019/20
9. Evacuation Procedures
The evacuation procedures were noted.

10. Mobile Phones
Members were reminded that the use of mobile phones (other than on silent)
was prohibited at Town Council and Committee meetings.

11. Apologies
Apologies were received from Councillors Turner and Mr Field (Mill Lane site
representative).

12. Declarations of Interest
There were none.
13. Notes of the Last Meeting
The Notes of the meeting held on 27th June 2019, previously circulated, were
confirmed as a true record.
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14. Reports of the Clerk and Reports of Allotment Sites
14.1. Worthing Road
Representatives reported concerns that there had been sightings of rats at the
allotment site. Although a start date for the development of the Church land
allotment had yet to be confirmed, it was noted that the developers had
recently visited the site to take measurements for the new plots. Regarding
the Tenancy Agreement review, it was noted that there would be a proposal
on behalf of plot holders on this site that traps be permitted. Should this be
agreed, more would be required for Worthing Road owing to its size. This was
noted.
Action:
1. The request to permit traps be taken forward as apart of the Tenancy
Agreement review.
2. The Assistant Town Clerk to keep site reps informed of progress of
the development of Church Land Allotments.
14.2. Mill Lane
Representatives requested an update regarding the proposals to replace the
hedge which had been removed by developers. The Assistant Town Clerk
informed members that whilst there hadn’t been any recent update, it was
understood that the replacement of the hedge may take a bit longer as
highways works in the vicinity continued. It was noted that the North
Littlehampton Steering Group would be meeting in September when an
update would be sought.
Action:
1. The Assistant Town Clerk to keep site representatives informed of
progress with plans to replace hedge.
2. The Assistant Town Clerk to raise this issue at the Steering Group
meeting.
14.3. Fort Road
There was nothing further to report.
14.4. Trinidad
Representatives reported concerns regarding the site lock as some plot
holders reported difficulties in using it. The Assistant Town Clerk agreed to
look into this and instruct the Amenity Team to check the lock. It was also
reported that Trinidad had a serious pest problem in regard to rabbits. This
was noted and would be taken forward with Pest Control.
Action:
1. The Assistant Town Clerk to issue a job ticket to the Amenity Team
to investigate the lock.
2. To the Assistant Town Clerk to report the rabbit problem to Pest
Control.
14.5. Howard Road
There was nothing further to report.
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14.6. Kingley Gate
Following the recent traveller incursion, a heavy-duty padlock had been added
to entry gate leading to the site. Although the lock was stiff, it was considered
that this would act as a deterrent. The Assistant Town Clerk informed
members that she had contacted the developers and obtain details to pursue
a suited lock.
Action:
The Assistant Town Clerk to pursue the replacement of a padlock
with a suited lock.

15. General Issues
15.1. Waiting List and Vacant Plots
SITE & TOTAL NO. OF
PLOTS
Worthing Road (189)

NO. VACANT PLOTS

NO. ON WAITING LIST

0

Mill Lane (73)

0

Fort Road (40 inc. 1 manure
plot)
Trinidad (33)

0

Howard Road (13)
Kingley Gate (21)
(10 x 10 rods)
(8 x 5 rods)
(1 x 5 rod accessible)
(2 x 2.5 rod accessible)
Worthing Road New & Church
Land
No site preference

0

12 (+ 7 want specific
plots)
8 (+ 4 want specific
plots)
9 (+ 2 wants specific
plot)
8 (+ 2 want specific
plots)
7
21

0

N/A

2 + 3 waiting for a
disabled access plot
21

15.2. Pest Control
15.2.1 Representatives reported that they would like to be able to trap rats as this
was an ongoing issue and caused crop damage. It was for this reason that
they would be seeking a change to the Tenancy Agreement to permit this
activity. This was because the use of poison was considered unethical and
could lead to other pests consuming discarded carcasses and potentially
increasing the risk of contamination. It was noted that the decision to prohibit
the use or storage of traps by plot holders had been taken by the Community
Resources Committee in February 2018.
15.2.2 The site reps also requested that bait boxes left by the Pest Control Officer be
more closely monitored to ensure that they are cleared on a more regular
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basis. It was also thought that the presence of pests on the sites was affecting
the integrity of the pathways. This was noted and the Assistant Town Clerk
reported that the council was investigating the Pest Control contract and that
a Worthing Road representative had offered to assist with this work.
15.3. Tenancy Agreement Review
15.3.1 The Working Group had before it a revised tenancy agreement (previously
circulated) which had been updated using the feedback received from LALGA,
the Kingley Gate site reps and a tenant. In addition, the Assistant Town Clerk
and Community Resources Officer had also met with representatives whilst
drafting the changes. The changes aimed to remove duplications and provide
clarity on a number of matters.
15.3.2 The Group proceeded to review the document. Whilst the revised document
was considered to be an improvement, there was a view that it was still too
restrictive. After some discussion, it was proposed that further changes were
still required in respect of the following.
• To permit the trapping of vermin because it was more humane than using
poison and presented a smaller risk of further harm to other creatures who
might come into contact with accidentally discarded carcasses.
•

To permit BBQs which it was felt were part of the culture of some allotment
holders and was unfair to those tenants who used BBQs responsibly. It was
also suggested that the Town Council could add a disclaimer covering this
activity.

•

To permit the use of incinerators, but only on the following sites Fort Road,
Trinidad and Worthing Road, to assist tenants with the disposal of allotment
waste which was becoming increasingly burdensome following the
introduction of reduced hours and the use of trailers at the local Household
Waste Recycling Site.
It was therefore Resolved that:
The Community Resources Committee be asked
to consider making these additional changes to
the Allotment Tenancy Agreement.

15.3.3 During this discussion, the Group also highlighted the growing number of new
plot holders and how to promote good allotment management. It was thought
that smaller plots could be of benefit, particularly to first time allotment
holders. It was noted that LALGA had a tool bank and encouraged buddying
arrangements to pair up existing allotment holders with beginners. The
suggestion of a guide containing information on horticulture was also thought
to be beneficial and it was agreed that an example be circulated to the Group
for consideration.
15.3.4 There was also a strong view that Councillors should visit the sites and spend
time with the site reps to gain a better understanding of allotment
management. In addition, it was acknowledged that there had been changes
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in Councillors following the local elections, staffing and site representation. It
was agreed this would be beneficial and Officers were asked to take this
forward on a site by site basis with the site reps.
15.4. Allotment Rental Fees Review 2021
The Working Group was asked to consider the level of fees for 2021 with a
view to making a recommendation for the Community Resources Committee.
The LALGA representatives proposed an increase of 2%. It was therefore
Resolved that:
The Community Resources Committee be
recommended to increase the level of plot rental
fee by 2% to £7.40 per rod for 2021.
16. Date of Next Meeting
The date of the next meeting is 16th January 2020.
The meeting closed at 8:03pm
________________________
CHAIR
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ALLOTMENT
PLOT HOLDER
TENANCY AGREEMENT
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This Tenancy Agreement dated August 2019 supersedes all Tenancy Agreements
previously issued.

2
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Tenancy Agreement – Approved by the Community Resources Committee 25/10/18
1.

Assignment of Allotments

1.1

The tenancy of an Allotment is personal to the Tenant named in the agreement. The
rental year runs from 1st January to 31st December each year.

1.2

The Tenant shall use the plot as an allotment only as defined by the Allotment Act
1922 (that is to say wholly or mainly for the production of vegetable, fruit flower crops
for the consumption and enjoyment by the Tenant and his/her family) and for no other
purpose and to keep it clean free from hazard and in a good state of cultivation and
fertility and in good condition. (New)

1.3

With effect from 01/01/16 existing plot holders who have not paid a deposit and want
an additional plot, pay the full deposit at the current rate (£50). Existing plot holders
who have paid a deposit and want an additional plot(s), pay 50% of the full deposit at
the current rate. Where the holder of multiple plots surrenders a plot, and the ground
is left in a good condition the deposit is refunded in accordance with the amount of
deposit originally paid for that plot.

1.4

A key (where applicable) will incur a £5 refundable deposit. Duplication and/or
copying of keys is strictly forbidden. If additional keys are required, they may be
purchased from the Council. If a key is returned and is found to be a duplicate no
deposit will be refunded.

1.5

The Tenant may not assign, sublet or part with possession or control of all or any part
of their Allotment. Proof of the tenant’s name and address must be shown as part of
the application process. A telephone number or email address must be provided –
no tenancy will be assigned without these details.

1.6

Within the first three months the Tenant is within a probationary period. If the Tenant
chooses to return the Allotment to the Council during this period, the Tenant will have
75% of the rental returned minus a £10.00 administration fee.

1.7

If the Tenant undertakes no significant work (no less than 40% cultivation) to a plot
within the first three months of receiving the plot then the tenancy will be terminated,
the plot deposit retained, and the plot returned to the Council for re-letting.

1.8

The Tenant shall permit the inspection of the Allotment and any structure placed on
thereon at all reasonable times by any officer of the Council. Sheds and greenhouses
must be made available for inspection upon request of the Council.

1.9

Tenants taking up an Allotment within the rent year will pay a proportion of the rent
based on 1/12th of the annual rent for each full month remaining. A Tenant may
voluntarily relinquish the Allotment before any year-end, but no rebate will be payable.

1.10 If the Tenant shall have been in breach of any of the provisions of this Agreement the
Council may re-enter upon the Allotment and the tenancy shall therefore come to an
end but without prejudice to any right of the Council to claim damages for any such
3
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breach or to recover any rent due before the time of such re-entry but remain unpaid.
1.11 This agreement is subject to the Council's Allotment Rules (and any changes to them)
made under Section 28 of the Small Holdings and Allotments Act 1900 (as amended)
the Local Government Planning and Land Act 1980 and any other relevant legislation.
1.12 Plot sizes are approximate and let as small (62.5 sq. metres), medium (125 sq.
metres) and large plots (250 sq. metres).
The Tenant shall during the tenancy carry out the following obligations:
2.

Cultivation and Weed Control

2.1

The Allotment shall be kept in a clean, decent and good condition. This shall include
the provision of a path to any boundary which must be kept clear of obstruction and
crops. Fences and hedges to the said plot shall be kept trim and in decent order. The
Tenant shall not remove, obstruct, or permit the obstruction of any paths on the
Allotment. All new allotment sites will have the provision of a 1 metre path between
plots which must be retained.

2.2

Allotments must be maintained in a good state of cultivation (minimum 75% in
cultivation) and fertility throughout the year. An area that is annually cleared of weeds
yet remains uncropped or un-planted during any one year will be considered as noncultivated and a notice of termination will be issued.
An area dedicated to hen keeping will be included within the 75% cultivated area.

2.3

The whole plot, including any uncultivated/leisure areas, must be kept tidy, safe and
free from weeds. It is the Tenant’s responsibility to keep the plot free of flowering
weeds that cause a nuisance to adjoining Tenants. Where on inspection or as the
result of complaints, a plot with weeds is identified the Tenant will be sent a weed
notice letter. A further inspection will be carried out 3 weeks after the date on the
notice letter. If there are no improvements in cultivation a notice of termination will be
sent.

2.4

Only commercially available products from garden or horticultural suppliers (no
agricultural or professional horticultural products) shall be used for control of pests,
diseases or vegetation. Tenants will always comply with current legislation and
regulations as to the use and storage of pesticides. (Reworded)

3.

Trees and Invasive Plants

3.1

The Tenant shall not without first obtaining written consent of the Council, cut, top or
fell any tree growing on the Allotment.

3.2

No tree other than a traditional dwarf stock fruit bearing tree shall be permitted on the
Allotment without the permission of the Town Council. No fruit trees or bushes should
be planted so that they encroach on paths – all trees should be planted at least 1.5
metres inside the boundary of the plot. The Tenant is responsible for ensuring that
fruit bearing trees and bushes are regularly pruned so as not to exceed 2.5 metres in
4
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height and 2 metres in spread. Should the Town Council deem it necessary to reduce
the trees to within these restrictions, the plot holder shall be liable for the costs.
(Reworded)
3.3

All fruit trees must be selected to avoid breaching the height rule, with trees being
selected to grow to around 2 metres but no higher than the absolute height of 2.5
metres.

3.4

The Council reserves the right to enter any plot, with or without the consent of the
Tenant, to remove oversized trees and plants over 2.5 metres (or 8 feet) in height as
well as cut down excessive and seeding weed growth or overgrown grass. Removal
costs will be charged to the Tenant. Failure to pay for removal costs will result in
tenancy termination.

3.5

Invasive plants such as Bamboo, all types of willow and fast-growing conifers
(including Christmas trees) are not permitted. If the invasive plants are not removed
by the Tenant, then the tenancy will be terminated, and plants removed at cost to the
Tenant.

3.6

Tenants must take steps to prevent the spread of harmful weeds.
The following weeds may be a danger to animals, or cause problems for crop
production if left to spread unchecked:
•
common ragwort
•
spear thistle
•
creeping or field thistle
•
broad-leaved dock
•
curled dock
If Tenants have or think they may have any of the above on their plot, then they must
report the matter to the Town Council immediately.

4.

Plot Use and Storage

4.1

Tenants must use their Allotment and any structures on it for their own personal use
and must not carry out any business or sell produce from it unless sold for the benefit
of charity or LALGA and ONLY with prior permission of the Town Council. Tenants
may not use their Allotment as a place of residence and/or sleep overnight or allow
any other person to do so.

4.2

The Allotment is rented to the Tenant for the purpose of cultivation of herb, flower,
fruit and vegetable crops.

4.3

Only materials for use on the plot may be stored there, such as beanpoles, cloches,
pots and netting for seasonal use.

4.4

Construction materials, paving and timber for infrastructure work must be used within
6 months.

4.5

Quantities in excess of the above will be regarded as unacceptable and the Tenant
ordered to remove them. Failure to do so will result in the materials being removed
by the Council, the Tenant charged with the cost and a termination notice being given.
5
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4.6

Only green waste generated on a plot may be stored or composted there. Bringing
additional green waste onto site is strictly prohibited.

4.7

No children’s play equipment such as swings and slides are permitted on allotment
plots.

5.

Nuisance, Bonfires, Water and Other Restrictions

5.1

No nuisance or annoyance shall be caused by the Tenant to any Tenant of any other
part of the Allotments provided by the Council or neighbouring properties.

5.2

Barbeques or other outdoor cooking equipment are prohibited. (New)

5.3

The Tenant shall NOT set bonfires or use incinerators to dispose of any
waste, in accordance with Environmental Protection Act 1990. If you have
previously received permission this is now rescinded. (Reworded)

5.4

Green waste should either be composted or taken to the local Household Waste
Recycling Site. (New)

5.5

The destruction or storing of materials – such as plastics, tyres, carpet, cardboard,
MDF, laminated wood - is strictly prohibited . Tenants must use the local Household
Waste Recycling Site for disposal of all such items. (Reworded)

5.6

Failure to comply with the above three detailed 5.2 5.3,5.4,5.5 will result in the
immediate termination and one of them may involve referral for prosecution and
recovery of removal costs. (New)

5.7

Water supply is subject to season restrictions and hosepipe bans. The Tenant shall
assist in the conservation of water by exercising economy by:
• No ponds or the use of sunken baths for water storage is permitted on any
Littlehampton Town Council allotment site (Moved under here)
• Using a watering can when watering wherever possible.
• On sites where taps are available sprinklers are prohibited and hoses should
never be left attached to taps when not in use. Hose pipes may be used to
water a plot directly if handheld, provided this does not prevent other tenants
from having access to water supplies.
• Hoses can be used to fill a maximum of two water butts per plot (max. 250
litres each). The storing of water supplied from the mains in large quantities
(more than two 250 litre water butts) on individual plots is prohibited.Hand
syphons can be used to extract water from a water trough. Mechanical pumps
cannot be used.
• When a Temporary Hosepipe Ban is in force in Littlehampton the use of
hosepipes is banned entirely. The tenant will be required to use watering cans
only.
• Water provided at the allotment sites is to only be used for the growing of crops
and should not be used for any other reason e.g. washing of vehicles. Tenants
found to be using water for reasons other than growing of their crops will have
their tenancy terminated immediately.
6
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*(Exemptions from the above may be sought in cases of disability and/or infirmity by
seeking permission in writing from the Town Clerk). (Reworded)
6.

Waste Materials and Pollutants

6.1

The Tenant should not deposit or allow others to deposit, on the said
Allotment, any earth, refuse or other materials except reputable horticultural
compost and manure. Garden waste may only be left on the site if it
originates from the plot. Tenants are encouraged to empty compost
containers/piles every 12 months to prevent vermin. (Reworded)

6.2

The Tenant shall remove all non-compostable waste from the site and must cover
any manure on the allotment garden which is not in use for the cultivation on the plot.
(Reworded)

6.3

Should the Council consider it necessary to remove any materials, building or vehicle
from the said Allotment or to carry out any work in order to return the ground to a
reasonable state of cultivation, then the Council may carry out this work and recover
any costs incurred from the Tenant.

6.4

The bringing on site and use of polluting materials such as tyres, asbestos and glass
shall be treated as illegal disposal of waste and will result in immediate tenancy
termination and referral for prosecution.

6.5

No carpets or similar materials shall be placed on plots other than commercially
produced products specifically for the purpose of suppressing weeds and in any case
without the written permission of the Town Council.

6.6

No fly tipping, fly- tippers will be prosecuted and their tenancy terminated. Please
inform the Town Council or contact police should you notice anyone committing this
offence.

6.7

All non-diseased vegetative matter shall be composted and used on the Tenant’s
Allotment. Diseased plants and perennial weeds should be disposed of at the local
Household Waste Recycling Site.

6.8

The Council reserves the right to clear overgrown plots that are currently tenanted
and are causing a nuisance. The Tenant will be charged the full cost on each
occasion that this occurs.

7.

Structures and Fences (This has been placed in a table format)
The following structures relates to each individual plot held by a tenant included within
the 25% area permitted for non-cultivation. The Tenant shall not erect any building or
any other structures (including raised beds) or fence the garden without obtaining the
written consent of the Town Council.
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Permitted Structures
1 Shed (Under 8 feet x 6 feet x 6 feet)

Not-Permitted Structures
Security Devices i.e. barbed/razor wire
(only padlock or hasp & clasp)

Paved Areas

Made of hazardous materials

2 Water Butts

Solid Fences exceeding 1 metre in
height (Adjacent to neighbour’s plot)

Compost Bin: No more than 3 of a size
appropriate to the plot.

Wire and Trellis, Fences exceeding 1.5
metre in height (Adjacent to neighbour’s
plot)
Leaning or hanging materials against
the fence

1 Poly Tunnel or not more than 2
Greenhouses (included within required
75% cultivate area and used for growing
crops)
Fruit Cages

Tents or any other temporary structures

Raised Beds or Fencing (Written
Consent/Permission required)

7.1

Any structures erected on the Allotment shall not be made from hazardous materials
and the colour shall be in keeping with the natural environment. They must be
temporary and maintained in safe order with external appearance and in good
condition.

7.2

All structures must be adequately secured to the ground to prevent uplift with sheds
and greenhouses requiring a footing on slabs bedded on sand.

7.3

All structures must be kept within the boundary of the Allotment.

7.4

Plot holders are required to permit any officer or other agent or representative of the
Town Council to enter onto allotment plots and inspect the condition thereof and of
any building erected or being erected thereon.

8.

Paths and Haulage Ways

8.1

Shared paths between two Allotments must be maintained and kept cut and clipped
up to the nearest half width by each adjoining Tenant; paths must always be kept
clear of obstructions .All paths should be wide enough for easy pedestrian access to
neighbouring Tenants’ plots.

8.2

Where car parking or vehicle access is permitted on an Allotment site, the Tenant
must ensure that all haulage ways have free access for other users. Haulage ways
may be parked upon for loading and unloading only.
No car or vehicle should travel at more than 5 mph. Where provided, car parks should
be used.
8
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8.3

During periods of wet weather the roadways at allotment sites may become
unsuitable for vehicle use. The Town Council will use its discretion to close off
roadways and plot holders must not remove any barriers/road closure signs. Vehicle
access to plots is not guaranteed.

9.

Hens (New title and section reworded)

10.

•

Except with the prior written permission of the Council, the Tenant shall not keep
any animals or livestock on the allotment garden except hens to the extent permitted
by the Allotment Act 1950. No cockerels or Rabbits will be permitted on any
allotment site

•

Hens are only permitted at the Worthing Road, Trinidad and Mill Lane allotment
sites. Only 1 group of hens is permitted per household and the number of hens kept
should reflect domestic consumption of that household only.

•

Hens may only be kept in number and conditions specified by the Council.

•

Hens must be kept in such a way as they are not prejudicial to health or nuisance.

•

A minimum of three and no more than 12 hens should be kept on a plot. The platform
of a hen coop should be raised high enough (600mm) to allow cats and/or small
dogs to pass underneath. A 125sq. metre plot required as a minimum for keeping
of hens.

•

No hens of any kind shall be kept upon the Allotment, unless they or their eggs are
for the Tenant's own domestic consumption and not without the express permission
of the Council.
Dogs (New title and section reworded)
•
•

11.

Dogs must always be kept on a lead and any fouling should be cleaned up
and removed from site.
Tenants with dogs running around harassing other Allotment Tenants will be
subject to notice of termination.

Bees (New title and section reworded)

11.1 Bee keeping is permitted subject to a licensing agreement between the Town Council
and the Tenant.
11.2

Bees may only be kept on the following Town Council allotment sites:
Mill Lane
Trinidad
Worthing Road

11.3

The placement of bees on site without written permission from the Town Council is
9
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forbidden and will result in the immediate termination of the tenancy. A bee
agreement is required of which full details can be requested from the Town Council
or downloaded from www.littlehampton-tc.gov.uk. An additional deposit may be
required.
11.4

Beehives are subject to requests in writing

11.5

No animals or livestock (other than bees and hens) may be kept overnight on
Allotment land or close to residential properties.

12.

Foxes and Birds (New title and section reworded)

12.1

Feeding of foxes or feral animals is not permitted at any time.

12.2

Feeding of birds is not permitted at any time to avoid attracting vermin.

12.3

The trapping, killing and/or removal of foxes from the allotment sites is not permitted
and any Tenant found doing so will have their tenancy terminated and the plot
repossessed by the Council immediately.

12.4

The use or storage of traps by plot holders for the capturing of any mammal, reptile
or amphibian is prohibited.

12.5

The storage and disposal of bird and animal carcasses/remains on the Town
Council’s allotment sites prohibited and will result in the plot tenancy terminated with
immediate effect

13.

Rent

13.1

Rental increases are generally proposed by the Allotment Working Group and agreed
by the Community Resources Committee, giving a full one year’s notice of any
pending increases. Failure to give notice to any individual Tenant will not invalidate
the Tenant’s rent increase. (Reworded)

14.

Observance of Rules

14.1 Tenants must observe and comply with current rules, regulations and policies, and
those which the Council may make at any time in the future (e.g. statutory law
changes, local restrictions - such as bonfire restrictions).
14.2

Tenants must comply with Equal Opportunities Policy which expects everyone to be
treated in a non-discriminatory manner. Any form of discrimination on the grounds of
race, colour, ethnic, language, religion, political or other opinion, sexual orientation,
age, marital status, any form of medical or non-medical disability will not be tolerated.
(New)

14.3

Tenants must comply with any reasonable or legitimate directions given by an
authorised Town Council officer in relation to an Allotment or site.
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15.

Conduct and Site Safety (Changed Title)

15.1

No Tenant must cause another Tenant harassment, alarm, discrimination or distress.
Any use of violence or threats of violence or damage to another’s property will be
grounds for immediate termination of tenancy and possible prosecution.

15.2 Tenants found to have committed an illegal, anti-social or immoral act on the Town
Council allotment sites will be subject to immediate tenancy termination. (Reworded)
15.3 Tenants have a duty of care to everyone, including visitors, trespassers and
themselves and in particular during the use of different equipment or any form of
chemicals.
15.4

Unsafe working practices may result in plot termination and the Tenant shall be liable
for any damage or injury caused by unsafe working practices.

15.5

The Council is not liable for loss by accident, fire, theft or damage of any structures,
tools, plants or contents on the Allotment. Tenants must report all incidents of theft
and vandalism to their site representative and the police. Tenants are responsible for
own safety and their visitors. (Reworded)

15.6

Tenants are forbidden to bring, keep or discharge on the allotment plot, any firearms,
imitation firearms, or any offensive weapon (such as air rifles, catapults, knives unless
it has a folding blade with a cutting edge 3 inches long or less) as they may be liable
to prosecution. (Reworded)

16.

Disputes (Moved under new heading)
Where two Tenants having an unresolved dispute and no one party can be proven
as being in breach of any site/tenancy rules, The Council reserves the right to
determine the dispute, and if necessary, to end the tenancy of both parties. The
Council reserves the right to consult with the site representative and LALGA
regarding any such disputes.

17.

Restriction on Admittance (New title and section reworded)

17.1

The Tenant shall not enter onto any other plot at any time without the express
permission of the relevant plot holder.

17.2

Any person who accompanies the Tenant to cultivate or harvest may not at any time
enter onto another plot without the express permission of the relevant plot holder.
The Tenant is responsible for the actions of children and others entering the allotment
site with his/her permission.

17.3

Motor vehicles may not be parked overnight or deposited on the Allotment. Caravans
and live-in vehicles are not permitted on any Allotment land.

17.4

The Authorised officer or other authorised persons may order any unauthorised
person on the site in breach of these rules to leave immediately.
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17.5

Allotments are not suitable for large private gatherings of 12 people or more. The
playing of amplified music is forbidden.

17.6 In an instance where a visitor breaches site rules then the Tenant will be held equally
responsible.
18.

Security (New title)

18.1

The main access gate shall always be closed and locked. Please ensure that the
access gate is always closed (locked) after you enter and leave the allotment site.
This applies even if the gate is found to be already unlocked on arrival/departure.

19.

Inspection (New title)

19.1

An Officer of the Council may enter allotment gardens at any time for inspection of
sheds, greenhouses, polytunnels, state of cultivation and general tidiness and full
access must be given if requested.

20.

Plot Numbering, Plot Splitting and Notices

20.1

Tenants must mark the Allotment number on the outside of a shed or greenhouse,
or on a post, and keep it clean and legible to be visible from the haulage way or main
access path.

20.2

Where plots do not have numbers clearly on display the Council reserves the right to
paint numbers on sheds, water butts or fencing. Plots without suitable numbering are
in breach of tenancy and can be put on notice by a Council officer or authorised
person.

20.3

When a plot becomes vacant it will be assessed by the Town Council for resizing and
may be split into smaller plots to accommodate novices. (New)

20.4

LALGA and Town Council information may be displayed on notice boards where
provided. No other notices or advertisements are allowed on the site except with
written consent of the authorised officer. Tenants are not to interfere or otherwise
deface any notice erected by the Town Council, nor erect any form of notice without
the express permission of the Town Council.

21.

Change of Address and Notices
21.1

Tenants must immediately inform the Council, in writing, of changes of
address, email address, telephone number or status.

21.2

If a Tenant moves to an address outside of the boundary of the Littlehampton
Town Council, they will have their tenancy terminated, giving them 3 months’
notice to enable the plot to be cleared. (Reworded)
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21.3

Notices to be served by the Council on the Tenant may be:
a)
b)
c)

Sent to the Tenant’s address by post, registered letter, recorded delivery or
hand delivered; or
Served on the Tenant personally; or
Placed on the plot.

21.4

Notices served under paragraph 17.3 will be treated as properly served even if not
received.

21.5

Written information for the Council should be sent to: Littlehampton Town Council,
Manor House, Church Street, Littlehampton BN17 5EW or by email
ltc@littlehampton-tc.gov.uk.

21.6

The information you provide (personal information such as name, address, email
address, phone number) will be processed and stored so that it is possible to
correspond with you, provide information and send invoices and receipts relating to
your allotment tenancy. Your personal information will not be shared with or provided
to any other third party.
Littlehampton Town Council will keep your information throughout your tenancy.
Once your tenancy ends your information will be destroyed after 12 months.
You are required to sign and return an Allotments Tenants Privacy Notice.
Please refer to our Privacy Policy which can be found on our website
www.littlehampton-tc.gov.uk

22.

Application

22.1

These rules are made pursuant to Allotment Acts 1908 to 1950 and apply to all rented
Allotments.

22.2

Where Allotment tenancies are rented to a group i.e. a school they are asked to select
a designated named Tenant but are collectively subject to all the rules of the site.

23.

Terms and Interpretation
In these rules the words used are to have the following meaning:

24.1

Allotment: A plot of land that is let by the Council for the cultivation of herb, flower,
fruit and vegetable crops.

24.2

The Council: Littlehampton Town Council.

24.3

Tenant: A person who holds an agreement for the tenancy of an Allotment.

24.4

Site: Any area of Allotments that are grouped together at one location.

24.5

Rent: The annual rent payable for the tenancy of an Allotment.
13
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24.6

Review notice: Any notice of reviewed rental charges.

24.7

Site representative: An Allotment Tenant who works as a middle person between
the Council and the Tenants and helps oversee the Allotment.

24.8

Tenancy agreement: A legally binding written document which records the terms
and conditions of letting, of a particular Allotment(s), to an individual Tenant or group.

24.9

Haulage way: A common route within the site for vehicular and pedestrian access to
Allotments.

24.10 Authorised officer: A member of staff of Littlehampton Town Council.
24.11 Other authorised person: The Tenant or invited guest.
24.12 Cultivation: Keeping the plot in good productive order by the maintenance and
improvement of soil; ornamental plants, herb, flower, fruit and vegetable crops; the
control and prevention of flowering weeds.
24.13 Paths: Dividing paths between Allotments.
25.

The Council’s Responsibilities
The Council shall pay all rates, taxes, dues and other assessments which may at any
time be levied or charged upon the Allotment.

25.1

Administration: Keeping waiting lists, letting plots, rent collection, terminations and
enforcement of rules.

25.2

Repairs and maintenance: Repairs to site perimeter fences, gates and water
infrastructure; maintenance of haulage ways; vacant plot management; hedges and
tree management.

25.3

Rubbish clearance: To remove rubbish which has been fly-tipped.

25.4

Liability: The Council is not liable for loss by accident, fire, theft or damage of any
structures, tools, plants or contents on Allotment and need not replace any shed and
or greenhouse which is destroyed or damaged.

26.

The Complaints Procedure

26.1

The Council aims to provide a high quality of Allotment service. If, however, you are
unhappy with the service, in the first instance telephone or write to Littlehampton
Town Council.

27.

Tenancy Termination
If the Tenant is incapacitated by illness or extenuating circumstances, the Council is
to be informed immediately of the named person.
On the termination of this tenancy, the Tenant shall be entitled to receive such
14
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compensation as is provided for by the Allotments Act 1908 to 1980 but if the Tenant
shall have been paid or promised any compensation by any incoming Tenant of the
Allotment the Tenant shall before claiming any compensation from the Council give
to it notice in writing of the matters in respect of which any such compensation has
been paid or promised.
Any costs (in excess of the plot deposit) incurred by the Town Council as a result of
clearing an allotment plot will be charged to the outgoing plot holder.
Littlehampton Town Council encourages all plot holders to join the Littlehampton Allotment
& Leisure Garden Association or any other Allotment Association of their choice. (Reworded)

Littlehampton Town Council
Manor House
Church Street
LITTLEHAMPTON
West Sussex
BN17 5EW
Telephone: 01903 732063
Fax: 01903 731690
www.littlehampton-tc.gov.uk

October 2018

15
37

STANDING ORDER 36 – URGENT ACTION
Standing Order 36 states that “Where an urgent decision is required and it is not
possible to call a meeting under either Standing Order 1 or 17” (which provide for
calling extraordinary meetings of Council or Committees), or the matter is of minor
importance, but not previously delegated, the Town Clerk is authorised to make
that decision having consulted the respective Chair of the Council or appropriate
Committee. Any Urgent Actions shall be reported to the next meeting of Council
or the appropriate Committee.”
WHEN COMPLETING THE CHECKLIST BELOW, THE FOLLOWING ISSUES MUST BE
BORNE IN MIND:
➢ STANDING ORDERS AND FINANCIAL REGULATIONS REMAIN IN FORCE AND MUST
BE COMPLIED WITH.
➢ IN THE ABSENCE OF THE TOWN CLERK, THE FINANCE & RESOURCES MANAGER
OR THE SERVICES MANAGER SHALL PROGRESS URGENT ACTIONS. NO OTHER
OFFICERS MAY COMMENCE OR UNDERTAKE AN URGENT DECISION
PROCEDURE.
1

WHAT DECISION IS REQUIRED?

2

WHY IS THIS DECISION URGENT?
➢ WHY SHOULD IT NOT WAIT
UNTIL THE NEXT
PROGRAMMED MEETING OF
COUNCIL OR COMMITTEE?

The approval of reindeer for the Christmas
Lights Switch on event on Friday 22nd
November 2019.
The contractor required a decision prior to
the September Community Resources
meeting as they had very limited availability
and booking after the committee meeting
date wouldn’t have been feasible.

➢

3a
3b
3c

3d

3e

WHY SHOULD IT NOT WAIT
UNTIL AN EXTRAORDINARY
MEETING OF COUNCIL OR
COMMITTEE IS CALLED?
WHAT ARE THE FINANCIAL
IMPLICATIONS?
HAS A BUDGET BEEN APPROVED?
WHICH
BUDGET
ARE
YOU
RECOMMENDING THE EXPENDITURE
TO COME FROM? PLEASE CHECK
THAT
SUFFICIENT
FUNDS
ARE
AVAILABLE.
IS A SUPPLEMENTARY ESTIMATE
REQUIRED? (NOTE: IF SO, THIS
COULD NECCESSITATE A FURTHER
URGENT DECISION)
IF ANY OF THE FOLLOWING APPLY:
1. A SUPPLEMENTARY
ESTIMATE
2. THE USE OF EMR
3. EXPENDITURE OVER £500*
APPROVAL OF THE RFO IS
REQUIRED. IN THE ABSENCE OF THE
RFO THE TOWN CLERK IS THE
DEPUTY RFO.

£900 +VAT
Yes
Xmas Lights Switch on Budget 302 6219

No.

G/Forms Urgent Action Checklist
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4

*FOR THIS POINT ONLY, IN THE
ABSENCE OF THE RFO AND TOWN
CLERK, THE ATC CAN GIVE
APPROVAL.
IS THE DECISION CONSISTANT WITH
COUNCIL POLICIES?

Yes

(COMMITTEE DECISIONS ONLY)
5a

5b

5c

6

7

8

9

10
11
12
13
14
15
16

IS THIS DECISION A MATTER
DELEGATED
SOLELY
TO
ONE
COMMITTEE?
IF NOT, WHICH OTHER COMMITTEES
HAVE
BEEN
OR
WILL
BE
CONSULTED?
WAS THIS, OR WILL THIS BE
THROUGH THE URGENT ACTION
PROCEDURE (PLEASE DETAIL)?
HAS THE MATTER BEEN DISCUSSED
WITH AGREED CONSULTEES (WARD
COUNCILLORS,
OTHER
LOCAL
AUTHORITIES ETC.)?
IF NOT, IS THE MATTER SO URGENT
THAT THIS IS IMPRACTICAL? IF SO,
WHY?
WHAT ALTERNATIVE OPTIONS HAVE
BEEN
CONSIDERED
(BOTH
PRACTICAL AND FINANCIAL?
HAS THE PROCUREMENT STRATEGY
BEEN
FOLLOWED,
WHERE
EXPENDITURE IS INVOLVED?
BRIEFLY OUTLINE ANY IMPLICATIONS
RELATING TO:
➢

CRIME AND DISORDER

➢

DISABILITY DISCRIMINATION

➢

HUMAN RIGHTS ACT

➢

FREEDOM OF INFORMATION

➢

DATA PROTECTION

➢ ENVIRONMENTAL IMPACT
HAVE
APPROPRIATE
RISK
ASSESSMENTS BEEN UNDERTAKEN?
DATE OF CONSULTATION WITH CHAIR
SIGNATURE OF CHAIR
DATE OF DECISION
SIGNATURE OF TOWN CLERK
SIGNATURE OF RFO (If required under
3e)
DATE REPORTED TO COUNCIL/
COMMITTEE

Other quotes were sourced but were
substantially more expensive. Due to the
popularity of the attraction availability is
limited.

N/A

A risk assessment has been submitted by the
contractor.
26/07/2019
26/07/2019

05/09/2019

G/Forms Urgent Action Checklist
39

ANNUAL REVIEW 2019
40

CONTENTS
3

WELCOME

4

YOUTH CLUBS

8

SOCCER SCHOOL & CODE CLUB

9

YOUNG LEADER PROGRAMME

10

BURSARIES

11

DETACHED YOUTH WORK

12

MENTORING

41

WELCOME

Arun Youth Projects launched in October 2017 and is a partnership
between Arun Church and East Preston Youth Club, Littlehampton
Town Council, and Rustington Parish Council combining the existing
youth work of each organisation. We engage with hundreds of young
people every year to help them be happy, safe and recognise their
potential.
We are now nearing our second birthday as AYP, and we are so
excited to share our work with you in this report. For the first time,
we will be highlighting the work we do in East Preston,
Littlehampton and Rustington in one collective document. This is not
to compare each area, but to highlight the impact of the work in
each area and give councils accurate information for the work they
are funding. All statistics in this report are from 1st September 2018
- 31st July 2019.
The positive transformation of young people is at the heart of
everything we do – especially those facing critical challenges and
issues in their lives. The skilled team of staff and volunteers are all
committed to taking the vision of AYP forward into the future.
We would like to take this opportunity to say a huge thank you to all
of the councils and organisations that support the work of AYP.
Without their help, we wouldn't be able to engage so many local
young people in positive opportunities. Thank you for joining us on
this journey!

3
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YOUTH CLUBS
We run 7 youth club sessions every week across Littlehampton, Rustington, and East Preston all
year including half-terms and summer holidays. There are lots of activities on offer including
games consoles, sports competitions, creative arts, cooking projects and trips.
Our dream has always been to provide positive change in the lives of all young people we
engage with, moving them into or across different projects that can best help them. We hope
to connect them into other communities and groups beyond ourselves that will last beyond age
18, giving them a social grounding for the long-term.

EAST PRESTON

East Preston Youth Club is our newest session based at the youth club in Lashmar Road (on the
infant and junior school site). We have been working East Preston Youth Club Committee since
THIS date with great success. We have delivered 38 out of a possible 43 sessions (over 75 hours
of face to face youth work). Three of these closures were out of our control as they were due to
building faults. Although the session is open for young people between the ages of 11-18, we
mostly engage with 13-15 year olds and we have 46% are male and 54% females.

4
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RUSTINGTON

Rustington Youth Club was the first youth club that we opened in partnership with local
councils (back in 2013) and is based at the youth club on Woodlands Recreation Ground. We
have delivered 44 out of a possible 45 sessions in the past 10 months, which equates to over 85
hours of face to face youth work in 10 months. Closing only once provides consistent and
relational services to the local young people.
In total, we have had 91 different young people attend the youth centre in the past 10 months.
The session attracts young people 12-19 years old, with more than 50% of them being 13 years
old. The graph below shows more detailed age data and the gender breakdown of 62% female
and 38% male.

’
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LITTLEHAMPTON

Although Arun Church was delivering youth provision in Littlehampton already, in October 2017
we partnered with Littlehampton Town Council to officially deliver their youth services in
Littlehampton. As a result, we now deliver 5 open access youth clubs in Littlehampton each
week. This includes four sessions at The Keystone Youth Centre and one session at Southfields
Jubilee Centre.
We have delivered 160 out of a possible 166 sessions across Littlehampton in the past 10
months, which equates to 320 hours of face to face youth work in 10 months. We are very
proud of the team of dedicated staff and volunteers that help us provide such a consistent and
needed network of youth clubs.
As young people can attend multiple sessions every week, data for all of the Littlehampton
sessions can include individuals at multiple sessions. In total, we have had 272 different young
people attend youth centres in Littlehampton in the past 10 months, although some of these
haven't been regularly. We are regularly engaging (defined as 3+ hours within one month) with
around 150 young people each month. We engage with young people 11-19 years old across
Littlehampton, but we see a very different group of attendees between the two youth centres
as you can see below. On average we have a 60% male and 40% female split in Littlehampton.

6
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We work hard to get feedback from the service users at every opportunity possible. The
feedback from young people is so valuable for us, as it helps us to continually critique the
service so our work best meets the needs of the young people accessing the service. We use
this information to plan some of our targeted youth sessions.
As well as our regular activities in youth centres, in the past 10 months we have delivered
sessions on; Sexual Health (C-Card Scheme), Alcohol Awareness, Body Image, Exam Stress,
Testicular Cancer Awareness, and consultation for community and Town Council future
projects.

The data below shows the breakdown of young people that we currently have registered (as of
the end of July 2019) with the entire youth service by Electoral Wards. There are 25 regular
service users young people that live outside of the major wards in our area. Some of these
young people are travelling from Worthing, Ferring and Pulborough to attend sessions
regularly.

7
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SOCCER SCHOOL

An after-school football session that includes warm-ups, skill drills, games, communication
exercises, team-building exercises, and warm down. Soccer School is open to anyone who
attends White Meadow Primary Academy in year 4, 5 and 6. Last year we had over 25 10-12
year olds attend weekly throughout each term. 85% of attendees are male, so we are keen to
increase the number of females attending the project in future. White Meadow Primary
Academy also runs other after school projects that may impact the attendance of this project.
Soccer School is a term-time only project and will be starting up again in September 2019. If
you would like to refer someone to the project please contact us.

CODE CLUB

Code Club is an opportunity for young people to learn computer programming in a fun
environment. Our weekly club is part of a national network of free coding clubs for young
people. Coders can work on projects that are easy to follow, with step-by-step guides to help
young people learn Scratch, HTML & CSS, and Python by making games, animations, and
websites. This year we engaged with 10 young people between 10-15 years old with a 50/50
split across male and female.
Code Club had a short break over summer but will be starting up again in September 2019. If
you would like to refer someone to the project please contact us.

8

47

YOUNG LEADER PROGRAMME

The Young Leader Programme is ongoing training designed to enable Young Leaders (aged 1418) to volunteer for other AYP projects. AYP helps young leaders to:
gain the knowledge, skills and confidence required to become an effective role model
further their personal development
lead and plan sessions for children and young people
work towards other Awards (for example Duke of Edinburgh, Youth Outset, or Football
Association Coaching)
acquire the skills that are needed for the future (such as budgeting and effective
communication)
have fun!
Since starting the young leader programme, we have been able to take young leaders on a
StreetGames Residential in The Lake District, nominate them for community achievement
awards in their schools/voluntary organisations and involve them in the planning and delivery
of meetings to town councillors. We are so proud and thankful for the time and effort the young
leaders provide to our junior sessions. In total our young leaders have contributed over 900
hours of volunteering.
We have had a consistent group of young leaders for over a year now and we have recently
welcomed another to the team. From September 2019 we will be looking to recruit additional
young people with leadership qualities to join the programme. We have a timetable of exciting
training and opportunities lined up for the next 12 months that we want as many of these
young leaders to access as possible. We will be setting time aside each week to meet with the
team of young leaders to deliver in-house training, complete mini social action projects and
help them gain skills and qualifications to resources them for the future.

9
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BURSARIES

We recognise that young people are facing greater levels of choice and opportunity, but also
unprecedented uncertainty and risk. Our bursaries offer small sums of money to allow young
people to inspire young people to express themselves, grow in confidence and develop their
skills.
The bursaries are open to all young people aged 11-18 that live locally. Young people can
complete a simple application outlining why they need the sum of money, what they would like
to purchase and how much money they need. Applications are reviewed by a panel of young
advisors selected by democratic process from our youth existing service. Not all bursary
applications will be granted, but the panel will grant sums of money to applications that they
feel would be most beneficial. We currently have two bursaries, and young people can apply for
either at www.arunchurch.com/ayp.

This
bursary
enables
partnership
opportunities with local sports clubs to
ensure they support young people. We
also reach out to those who have the
potential to excel at a sport, equipping
them with the resources they need to
compete at higher levels.

This bursary enables partnership opportunities with
local sports clubs to ensure they support young
people. We also reach out to those who have the
potential to excel at a sport, equipping them with the
resources they need to compete at higher levels.
We'd like to say a huge thank you to Littlehampton
Town Councillor Billy Blanchard-Cooper for his
fundraising efforts in his second term as
Littlehampton Mayor! Without his hard work we
wouldn't be in a position to offer this financial
support to local young people.
In the past 12 months the panel has awarded over £1000 to other children and young people.
This includes a brand new bike, coaching and competition fees for a national level trampolinist,
a cymbal for an aspiring drummer, paying football/boxing coaching costs, and funds to support
two sisters to access an outdoors activity project together.

10
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DETACHED YOUTH WORK

Detached youth work is a model of youth work practice, targeted at vulnerable young people,
which takes place on young people’s territory such as streets, cafes and parks at times that are
appropriate to them and on their terms. It begins from where young people are in terms of their
values, attitudes, issues and ambitions and is concerned with their personal and social
development. It is characterised by purposeful interaction between youth workers and young
people and utilises a range of youth and community work methods (The Princes Trust - 1998).
This project is funded and supported by the Arun Community Safety Partnership and the
Sussex Police and Crime Commissioner. It is a needs-led, intelligence-based response to local
concerns and aims to identify and provide early intervention for young people where there are
concerns of being drawn into exploitation and serious violence.
Our two teams (consisting of two trained youth workers per team) walk for 2 hours in identified
locations within the East Arun area (primarily Angmering and Littlehampton). They engage with
hard to reach young people to provide high quality support, gather intelligence on young
people's opinions and activities, provide timely and accurate advice, and signpost to other
appropriate services.

11
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MENTORING

Across the UK, in villages, towns and cities, vulnerable children and young people are struggling
with difficult circumstances including family breakdown, poverty, drugs and crime without any
consistent support in their lives, often leading to underachievement and low aspirations.
Our vision is to see vulnerable children and young people have a consistent and positive role
model who inspires and supports them. Mentoring projects have been proven highly effective
in previous work in supporting children and young people who are facing emotional,
behavioural and relational challenges.
In 2017, The Department of Education reported that West Sussex had the highest number of
permanent exclusions (123) and the third highest number of fixed-period exclusions (4,258) in
the South East of England. We were keen to get involved in the lives of young people in
schools, so we obtained some funding to start a mentoring project in partnership with The
Littlehampton Academy (TLA) throughout the 2018-19.
AYP provided two mentors for four students (one hour each week) at TLA in the last academic
year. Mentors are matched with a referred student and commit to providing one hour of faceto-face time each week during school. This project is focused specifically on at-risk students
who are on the verge of exclusion and/or are at risk of involvement in crime and anti-social
behaviour. This type of mentoring is booked for the same day and time each week to minimise
disruption to school timetables and all communication is handled by the school.
From September 2019 we will be partnering with Arun Kids & Arun Youth (kids and youth work
of Arun Church) to deliver a mentoring programme in primary and secondary schools,
community groups and faith groups. Both Arun Kids & Arun Youth have been delivering
mentoring projects in primary schools and faith groups throughout 2019 with great success, so
we are excited to be delivering a joint programme from September 2019. If you would like more
information please contact us.
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Arun Youth Projects
01903 782744
ayp@arunchurch.com
www.arunchurch.com/ayp
The Wickbourne Centre, Littlehampton, BN17 7DZ

facebook.com/arunyouthprojects
@arunyouthprojects
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Littlehampton Town Council
Non-confidential
Committee: Community Resources
Date: 5th September 2019
Report by: Town Clerk
Subject: Museum Periodic Report
1. Summary
1.1

The report contains:
i. Museum Update.
ii. Information on Exhibitions and Events upcoming
iii. Visitor Figures
iv. Project Update and Action Plan
v. Museum Acquisitions report
vi. Financial implications
2. Recommendations

2.1

The Committee is Recommended to:
1) Note the approach from the Littlehampton History and Research Group about
setting up a Friends Group and approve next steps.
2) Approve the proposed exhibition programme in 3.2.4
3) Note the opportunity for Arts Council funding in 3.2.5 and that this will be
planned and progressed alongside the Collection Document Project.
4) Note the Collection Document Project update.
5) Consider and approve the recommended acquisitions of items listed in 4.
6) Otherwise note the report.
3. Background

3.1

Museum Update

3.1.1 On the 29th June the Museum team attended Armed Forces Day. The team
presented a number of handling items from their museum loan boxes which
centred on WWI and WWII as well as a range of photographs of Littlehampton
during the wars. We also had some very popular colouring in and a lucky dip.
The stall was visited by 614 people throughout the day.
3.1.2 On Tuesday 30th July, the Museum Development Officer from the South East
Museum Development team visited the museum to find out more about what
the museum team are doing as well as offering advice and guidance on
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Museum Accreditation and possible grants. She was very impressed with the
progress being made as part of the Collections Documentation Project (CDP)
and noted that it was sensible that the Town Council had made the strategic
decision to focus solely on this project.
3.1.3 The Museum team have started to update the Reception Display case with
the new Acquisitions that were accepted in June. The central case has been
populated with items from the new Ockenden’s acquisitions complimented
with photos from our archive. This is the start of a new High street display
which will extend to the larger case in Reception.
3.1.4 Several new volunteers have started over the past two months and have been
trained in MODES. There has been one Work Experience student from
Littlehampton Academy in the last week of July who worked with us to
deinstall the Schools Art Exhibition, install the Littlehampton arts trail items
and to document some of our photographic archive.
3.1.5 The Museum have been approached by a member of the Littlehampton
History and Research Group about the potential of starting up a Friends of
Littlehampton Museum Group. Members will recall that this was highlighted by
the working group as an area to explore This would need to be investigated
further and research done into how this might work and what involvement the
group could have if it were to go ahead. This is a long-term plan and would
be for consideration at the end of the CDP. The Curator will start this process
by speaking to the Curator of Horsham Museum about their Friends group.
3.2

Exhibitions and Events 2019-2020

3.2.1 The Open Exhibition starts on the 21st September and will run until December
13th. Submissions will be accepted from 5th – 7th September. This year’s
theme is The Sea.
3.2.2 The Butterworth Gallery will continue to be a space for staff and volunteers to
undertake the documentation project in front of the public. As part of the
Places of Science grant the museum team had intended to change the
displays in this area to include the entomology collection which will be a focus
of documentation from October onwards. Due to the radiator work in Manor
House we have had to move these from the store into the Butterworth earlier
than planned.
3.2.3 The Museum team would like to propose a new Exhibitions and Events
programme for 2019 -2020. The Exhibitions programme has been minimised
to include 4 exhibitions. There is the additional option of an exhibition from an
external local artist group at no cost which could be included at any time. The
events are low key family based activities and trails which would be either self
led or volunteer led. The team would also like to propose starting a talks
programme that links to our project work as well welcoming speakers from the
Littlehampton History and Research Group.
3.2.4 The full proposed programme can be found in Appendix A
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3.2.5 Exhibition Planning and Arts Council grant opportunity 2020-2021
3.2.5.1 The Museum Team would like to propose a relaunch of the exhibitions
programme in Spring 2021 with an exhibition that focuses on the hard work of
the CDP. An opportunity to apply for an Arts Council England project grant to
help fund the exhibition has necessitated starting the planning process.
Planning for this exhibition and the grant application would happen alongside
the Collections Documentation Project progress. The exhibition’s working title
would be ‘Littlehampton: a life in squares’ and would focus on the
Photographic collections – the museums largest collection which by the end of
the project will be fully digitised for the first time. We could also incorporate
new storage for the collection into the grant application. There’s even the
possibility to fund digitisation of our slides and negatives which would help to
speed up this part of the project.
3.2.5.2 An Instagram styled exhibition would showcase the photographs from
throughout Littlehampton’s History and show images that will be will have not
been seen before. An exhibition of this type could provide opportunities for a
community Curated Exhibition – inviting local people in to curate the exhibition
with the museum team. Taking the collection out into the Town – creating
facsimiles of photographs to be displayed in areas around the town (an
outdoor exhibition). Creating workshops to encourage local people to create
their own photographic record of the town as well as working with local artists.
The possibilities are endless – it could be a really exciting way to relaunch the
exhibitions and celebrate the end of the project. It would be useful to be able
to start conversations with a view to submitting a grant application during
2020.
3.3

Visitor Figures.

3.3.1 Please see below the latest figures showing visitors to the Museum (footfall,
plus visitors to events). These figures are displayed comparably with the
previous year’s totals. There has been a general downturn in visitor numbers
which is representative of the minimised events and exhibitions programme,
particularly over school holiday periods. April and July have been higher due
to school groups. The National picture shows that, whilst many museums
have seen an increase in visitor number, over a third have seen a decrease in
visitor numbers (Museums Association). Overall, attractions in England
reported a +2% annual increase in total visits from 2017 to 2018 (Visit
England Report 2019).
Year

Jan

Feb

March

April

May

June

July

August

Sept

Oct

Nov

Dec

Total

2017

298

356

453

698

550

856

750

882

719

594

480

245

6,881

2018

562

567

576

651

604

1054

553

818

599

581

974

190

7,729
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2019

3.4

294

473

434

812

439

998

683

4,332

Update on the Collections Documentation Project:

3.4.1 The project has continued to progress really well over the past few months.
With the team focused on documentation and the addition of some new
volunteers, the amount now on MODES sits at 18,259 at the time of writing.
This equates to 60% of the target figure of 30,000 objects. Please see
Appendix B for an update on figures.

3.4.2 The team have started to look at the storage of the collection and making
improvements to this using the collections management budget. Three
companies have been invited to quote for new racking to be installed in the
Stanford Room as well as creating a central rack in the document store which
will increase the storage space available.
3.4.3 Please see attached Appendix C the updated Museum Action Plan which
shows progress.
3.4.4 The Town Show will be used as an opportunity for the Museum to recruit
volunteers – advertising current vacancies and talking about the project. We
hope to recruit volunteers to do both documentation, collections management
and engagement.

4. Museum Acquisitions Report
4.1

The Museum has been offered 12 items from the general public over May,
June and July. These are Listed in Appendix D with the Curator’s
recommendations.
5. Financial Implications

5.1

The Museum events will be covered by the Museum Events budget which is
set at £500 for 2019/2020

5.2

All Museum exhibitions will be covered by the Museum Exhibitions budget,
which is set at £500 for 2019/2020

5.3

The Arts Council Grant would supply 90% of the funding of the Exhibition and
Engagement costs for “Littlehampton: a life in Squares” the remaining 10%
would be covered by the Exhibitions Budget for 2021/2022 which is currently
set at £600. The museum would aim to apply for £3000. This would take £300
from the 2021/2022 Exhibitions Budget.

5.4

The activities for Places of Science will be covered by the Places for Science
Grant money which is set at £875.
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5.5

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

Peter Herbert
Town Clerk
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Appendix A – Proposed Exhibition programme
Exhibitions – Hearne Gallery
Design@Littlehampton – Typography
Saturday 11th January to Friday 16th May
A collections-based, object heavy exhibition which draws from all areas of the Museum’s
archive. Typography could include: packaging, documents, advertisements, stone markers,
archaeology, signs etc – anything which contains text.
This is a low-cost option for an in-house exhibition, as the focus is on the ‘look’ of the objects
rather than the history, little interpretation would be required. Simple labels (produced
inhouse) and vinyl graphics as well as using our digital projector. We are aiming to highlight
objects which have come to light as part of the Documentation project as well as highlighting
the history of local design within the collection.
‘Schools’ Art’
Saturday 23rd May to Friday 11th July
Schools’ Art is back for its 17th year as we celebrate the creativity and artistic talent of local
schoolchildren with this special exhibition. This year the children will be creating artwork
based once again on a central theme (TBC). Littlehampton Academy have yet to confirm if
they would like to display their A- Level Students work again so this may also be included if
they would like to go ahead and would take place from July – September. The Open dates
will be changed if they confirm.

Littlehampton OPEN 2020 (theme tbc)
Saturday 18th July to Friday 18th December
The increasingly popular Littlehampton OPEN returns for its 9th year. Once again local
artists, designers and creative folk of all ages will be creating work for this exhibition (theme
TBC). The public will once again be asked to choose the theme. School holiday events will
be linked in.
Exhibition proposal from Art6 – if needed could be fitted into the schedule.
A high-quality exhibition by a newly formed group of diverse, experienced artists and makers
based in Littlehampton. The exhibition will showcase the various styles and techniques
employed by the individual members of the group.
This option would come with no cost to the Museum, and very minimal staff time would be
required.
In addition, the following new displays are planned for our changing display areas:

•

•

•

A special display in Reception looking at the evolution of the High Street,
featuring photographs and items from the Museum’s collection. Special focus
to be on Ockenden’s, highlighting the Museum’s most recent donation.
August 2019 onwards
‘Welcome to the 20s’ – A display in the galleries, (the current ‘Transport’ case)
looking back at life in Littlehampton in the 1920s as we welcome in the 2020s.
To use images and items from the archives. April 2020 onwards
Places of Science – Butterworth Butterflies – as part of the grant given to us
by the Royal society we will be highlighting the museums entomology
collection. See wonderful rare moths and butterflies which were purchased by
the museum in 1928 but have not been on display for over two decades. As
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work continues to catalogue these specimens, we will be highlighting the
collection alongside a few pieces of artwork based on the collection, kindly
created and donated by a local artist. The grant also funds an engagement
piece – a take away leaflet will be created using work by the local artist to
engage children with the collection. Visitors can also see volunteers working
on the documentation project within the gallery. October 2019 – December
2019

Family Activities and Events 2019-2020
We hope to do some simple self-led or volunteer led kid’s activities for school half terms
going forwards with the aim of engaging families with our collections.
Bugs and Butterflies - Crafts
October Half Term: Saturday 26th October – Saturday 2nd November
Using Littlehampton Museum’s fabulous entomology collection as inspiration Children can
create their own bugs and butterflies to take home or add to our display to be seen by
families during half term. They can learn more about Natural history with a leaflet to take
away (funded by the Places for Science grant).
Christmas in Littlehampton Museum - Trail
Available throughout December
Pick up a trail sheet and find out more about Christmas through the years in Littlehampton.
An object trail highlighting some of the items in the collection celebrating the most festive
time of the year. Suitable for all ages.
Object Handling Sessions
Every Saturday 1pm -4pm – January 2020 onwards
Come and meet our volunteers and handle objects from the museum’s archaeology and
social history collections. This is a great opportunity to see some of the collection from the
museum’s stores and handle objects up to 400’000 years old as well as some from our more
recent past. Suitable for Children and Adults.
Design@Littlehampton: Typography
February Half term: Saturday 15th – Saturday 22nd February 2020.
Using our collection as inspiration – some colouring in to engage younger children with the
collection and then give older children the opportunity to create their own typography – they
could create their own signage to advertise the museum or local businesses. This would be
self led – or staffed with volunteers where possible.
Easter Object trail
Easter Holidays: Saturday 4th April – Saturday 18th April
The naughty Easter bunny has been hiding objects in the museum. Find all the clues to lead
you to his secret stash. This little trail will lead children from case to case throughout the
museum to Case 22 where we will update the display case with wonderful treasures from the
stores to include children’s toys and memorabilia from Littlehampton’s history as the
Children’s paradise.
VE Day Event
8th May 2020 – TBC
The museum would like to create an event for VE Day as it is the 75th Anniversary in 2020.
Early ideas so far include the potential for a Children’s tea party, staff in 1940s costume,
hanging bunting in the museum, 1940’s music, a special display of photographs and items
from the museum’s collections
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Summer and Autumn Activities – TBC.

Talks programme 2020
We would like to start a programme of Walks and talks to engage with our audience who
have expressed a wish to learn more about the collection – this could develop into a more
full programme at the end of the project in 2021 – inviting a wider range of local people to
talk about their expertise/knowledge or experience.
Curator Talks
Bi-monthly throughout 2020
Join Littlehampton Museum’s Curator to find out more about the museum’s incredible
collection. Focusing on collection recently documented as part of the museum collections
documentation project the Curator will explore different elements of the collections
showcasing some of the objects from the archives. Possible subjects to include: The
Entomology Collection, Littlehampton Through time – Photographs from the collections,
Archaeology in Littlehampton, Littlehampton’s Art etc.
Littlehampton Famous Faces
Talks throughout 2020 depending on availability of speakers
To complement the new book written by the Littlehampton History and Research Group, a
series of talks focusing on some of the famous inhabitants of Littlehampton illustrated with
photographs from the museum’s collections.
History Walks
During the summer months – perhaps 2-3 walks depending on demand
Explore the history of Littlehampton with a guided walk starting at the museum. The walk will
be illustrated with photographs from the collections to show the development of the town
throughout history. It is hoped that some of the volunteers from the heritage group would be
interested in partnering with the museum to lead these walks working with the Museum
Team to find relevant material in the photographic collections to copy and use during the
talks.
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Appendix B – Documentation Project Figures update

60% complete

Modes records generated per month
1200
1000
800
600
400
200
0
Jan

Feb
2014

Mar

Apr

May

2015

Jun

Jul

2016

Aug

2017

Sep
2018

Oct

Nov

Dec

2019

Total on MODES
20000
18000
16000
14000
12000
10000
8000
6000
4000
2000
0
2015

2016

2017

2018

2019

61

Appendix C – Museum Action Plan
ACTION

RESPONSIBLE

STATUS

START

END

CDO/Curator

Complete

May 2019

August 2019

NOTES

Goal #1: Documentation of
Collections
Audit collection on MODES to create
new project timeline and new action
plan

•
•
•

All Items in the collection accessioned
and correctly entered into MODES to
SPRECTRUM 5.0 standards.

Museum
Team

In progress

2016

Spring 2021

•
•
•
•

Newly accessioned items to be recorded
within 6 weeks

Museum
Team

In Progress

May 2019

December
2019

•

action plan updated to be approved by
Town Clerk.
New timeline to be created
Monthly Museum Team target of 1,000
records created on MODES
Individual staff targets monitored weekly
Weekly spot checks undertaken of records
made to ensure high standards
Regular review of Action Plan progress at
CRC.
Curator and CDO to look at acquisitions
procedure.
Team to ensure all items are processed in a
timely manor to avoid adding to backlog.

Goal #2: Collections Management
and Storage
•
Make use of temporary storage space Gladden Room
Create plan and Budget for use of
£10,000 collections management budget

Curator

In progress

May 2019

Spring 2020

CDO/Curator

Complete

July 2019

September
2019

•
•

•
Art Storage to be reviewed in 2019/20

Curator

Not started

May 2019

December
2019

rearrange space to better suit collections
storage
Move items to Gladden that are to be
deaccessioned.
Create a plan for use of 10,000 budget to
be able to improve collections care and
storage within the building.
Focus on objects to be highlighted for
disposal at end of project to free up storage
space.

Goal #3: Museum Staff and Volunteers
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Museum staff and volunteers trained to
use MODES

CDO

Complete

2018

May 2019

•
•
•

Museum Staff trained in good practice of
packaging items.

Curator

In Progress

2018

December
2019

Museum staff trained to inventory mark
objects

Curator

Complete

2018

April 2019

CDO

Complete

2019

August 2019

July 2019

September
2019

New volunteer pack created

Update and improve volunteer
management policies

Curator

In progress

•

team trained inhouse by other members of
the team but Curator to explore more
formalised training.

•

Instructions saved G drive for future
reference and Curator/CDO doing regular
checks.

•

create a new set of forms and admin for
volunteer recruitment and induction.

•

look at volunteer journey and create plans
for volunteer journey including volunteer exit
procedures etc.
New volunteer policy to be created

•
•
New volunteer recruitment

Curator

In Progress

May 2019

December
2019
•
•
•

Staff team training requirements
monitored

Curator

In progress

May 2019

Ongoing

Staff training delivered in house by CDO
New Volunteers trained on project delivery
as part of induction
New MODES updates disseminated to team

•

new role profiles created and sent to
Chichester uni, more to be sent to VAAC
and website updated. Work experience
projects to focus on CDP.
Use Town show to recruit new volunteers.
Museum Staff Team to be assessed by the
Curator as part of 1:1s and appraisals
New induction documentation on correct
methods of working with the collection to
be provided to new Staff & Volunteers.
Periodic spot checks to be made of
Volunteer’s work to ensure the integrity of
the collection.

Goal #4: Plans and Policies
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Submit new Plans and Policies to CRC
ahead of Museum Accreditation.

Create a rolling action plan and submit
to CRC

Curator

Curator

In progress

In progress

May 2019

May 2019

•

write new policies and plans that need to
be submitted for museum accreditation
and submit to CRC for approval in
September. Draft, Review and submit.

•
•

Create a draft Action Plan for the CDP
Liaise with TC/ATC on any amendments
prior to submission to CRC
Submit target data against Action Plan for
each CRC Committee meeting to ensure
Project remains on track

September
2019

On going

•

•
Housekeeping policy to be created

Curator/TC/A
EO

Complete

CRC

Complete

July 2019

September
2019

•

Archives and Exhibitions officerto create
Benchmarks in collections care to inform
new care and conservation plan.
Curator and TC to create new
Housekeeping Policy.

Goal #5: Budget and resources
CRC to supply resources needed to
complete the project

MODES to be upgraded

CDO

Complete

2018

June 2019

April 2019

•

Earmarked reserves for collections
management for 2019/2020 budget

•
•

New updates facilitated by CDO
Changes to use of MODES disseminated by
CDO
CDO to maintain good communication links
with MODES team

June 2019
•

Goal #6: Sharing our work
•
Share work online via Social media and
website

Museum
Team

Ongoing

2016

2021

•
•
•

Work in front of the public and organise
opportunities for engagement

Museum
Team

Ongoing

2016

2021

Temporary displays of new objects/CDP
discoveries

Museum
Team

On going

2016

2021

•
•

Regularly update website with information
on the project.
Update subject areas with more information
when possible.
Regular social media posts relating to the
project.
Work in the Butterworth in front of the public,
showcasing the project work.
Organise events and activities to highlight
the project.
Update displays with new objects as part of
the project.
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Appendix D – Acquisitions Report

Object Name, Info
and potential Donor
1.

Curator
Link to Collecting Policy
Recommendation

HMS Finnisterre Handmade
Model.
Handmade by an officer who
served on the ship in the
1940s and given to the donor
when he was very young in
1944.

2.

Photograph

Recommendation:
Decline

Anchor Springs Brewery
Bottle.
A dark brown glass bottle
which has “G.S. Constable
and Sons, Littlehampton”
embossed onto the front of it.
It was found under
floorboards from Rustington
Convalescent Home by the
donor in 2019.
There are similar bottles
already within the collection,
but there is not an exact
matching design.

Recommendation:
Accept

This model whilst a stunning and
individual piece it does not fit with our
current collecting policy as no
Littlehampton link has been determined
and would tie up valuable storage in the
museum. It may be more suited to other
national collections.

Anchor Springs was a local brewery that
became known as the Littlehampton
Brewery later and ceased trading in
2017. The Brewery was a Littlehampton
Business and therefore this object has a
clear link to our collecting policy and is a
unique example within our collection.
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3.

Community Transport
Queen’s Award for Voluntary
Service, 2007

Recommendation:
Accept in the future

It was awarded to the former
Arun Co-ordinated
Community Transport
(ACCT) in 2007. It was
donated to the Town Council
when ACCT entered
administration in January
2019.

4.

Collection of Photographs,
Postcards and railway
Ephemera
A collection of around 25
black and white photographs
from the 1920s and 1930s of
the railway in Littlehampton
and Ford including the swing
bridge.

This Queens award was given to the
Arun Co-Ordinated Community
Transport group in 2007 – when the
group went into administration it was
donated to the Town Council.
This would make a valuable acquisition
to the museum but it is worth
considering if it should be displayed
elsewhere within the building before
being donated to the museum as it is
such a modern award. The Town Clerk
has suggested it could be displayed in
the Mayors parlour temporarily with a
view to it becoming a museum object in
the future.

Recommendation:
Accept

This collection is a really interesting
collection of photographs and ephemera
documenting the history of the railway in
Littlehampton and surrounding areas
and would make a welcome addition to
the photography archive. Alongside this,
the Donors knowledge could be put to
use when creating the catalogue
records making the acquisition even
more valuable.

50 colour photographs of
boats from the 1990s on the
River Arun
A collection of black and
white postcards of
Littlehampton
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2 Railway tickets from
Littlehampton and a Railway
instructions guide from 1925.
5.

6.

Littlehampton Carnival
Awards x2, 1936

Recommendation:
Accept

Relates to our Social History collection
within the museum.

These items are cups
awarded as part of the 1936
carnival in Littlehampton.
Caroline Pritchard bough
them in for donation.
She believes it was won by
her mother who said it was
for running a marathon. She
was part of a family that lived
in Littlehampton.

We have a number of other awards in
our collection which are from the
carnival along with other objects relating
to the carnival but each award was
unique and relates to the history of a
family within the town. We do not have
many items relating to the carnival
during the 1930’s so this object would fill
a gap and make a good addition to
photos of the carnival in the 1930s
should we choose to create a display in
the future.

Littlehampton Guidebook
1920s.

This item documents the town as a
visitor attraction in the 1920’s and is a
useful resource for research. We have
one version of this guidebook already
within our collection but it is a different
edition and is not in such good condition
as this example. The donor would be
happy for this to either become part of
the museum collection or reference
collection.

Recommendation:
Accept.
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7

Photographs of
Littlehampton seafront
dating from the 1960s.

Recommendation:
Accept

This selection of photographs shows the
town in the 1960’s from the point of view
of a family on holiday in Littlehampton.
The collection of photographs along with
the recollections of the donor make for a
wonderful resource when telling the
history of Littlehampton as a holiday
destination. It also fills a gap within our
collection as the amount of photos from
this period within our archive is limited.

8

Pawn Brokers sign from
High Street Jewelers

Recommendation:
Decline

This would sit under our social history
collections.

Not older than 10 years old.

9

Humorous Postcards from
1920s/1930s

The Jeweler has offered this sign as
they no longer offer Pawn brokers
services. Being only 10 years old this
item has very little historical significance
and is a very large object. We do not
currently have the space to store such a
large item and would not be able to care
for it properly. Our collecting policy
states that we should only acquire large
items if we have a purpose in mind for
them.

Recommendation:
Accept

History of tourism in Littlehampton –
documents and social history.
These lovely postcards represent a gap
in our collection of postcards – in
particular the postcard which shows a
plane and has a small folding out
section with views of Littlehampton.
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10

11

Railway fireman’s
retirement Certificate 1982

3 x record sleeves and 78
record from local
Littlehampton shop and
family.

Recommendation:
Accept as a Digital
Record – Decline
Physical object.

Recommendation:
Accept

Social history collections/ people of the
town.
This retirement certificate is for A
Littlehampton resident. The museum
has some other items relating to him
within our transport case. Whilst this
would make an interesting addition to
the collection the curator is worried that
we are not able to store it correctly at
the moment – we currently have no
further storage available for framed
items. The Curator would recommend
that a digital copy be taken to be added
to the records of G F Knight so that the
knowledge is not lost.
Social history – history of businesses in
the town.
These record card sleeves were bought
in by the relative of a Littlehampton
family. Their father ran a record store in
Littlehampton. They would be a unique
example of 78 covers from this store.
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12

Photographs of the
Littlehampton Peace
Carnival, 1919
Photographs of the Swing
Bridge – c1910-1920

Recommendation:
Accept

Photographs – social history – history of
WW1 and transport within the town.
These photographs show children
dressed up for the Peace carnival in
Littlehampton – celebrating the end of
WWI. Photos of the Swing Bridge in the
1920’s are also included. They are a
unique example and would be a
welcome addition to our photograph
collection.
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Littlehampton Town Council
Non-confidential
Committee: Community Resources
Date: 5th September 2019
Report by: Town Clerk
Subject: Museum Accreditation Report
1. Summary
1.1

The report contains:
i. What is Museum Accreditation
ii. Benefits of Museum Accreditation
iii. Littlehampton Museum’s policies for submission.
2. Recommendations

2.1

The Committee is Recommended to:
1) Approve the Policies attached in the Appendix B -F
2) Otherwise note the report.

3. Museum Accreditation
3.1

What is Museum Accreditation
The Museum Accreditation scheme is the UK industry standard for museums
and galleries. It tells everyone involved with a museum that they’re doing the
right things to help people to engage with collections and protect them for the
future. The Museum Accreditation scheme does this by making sure
museums manage their collections properly, engage with visitors, and are
governed appropriately (Arts Council England 2018). The scheme encourages
museums to meet an agreed standard in How they are run, how they manage
their collections and how they engage with their users.

3.2

Benefits of Museum Accreditation
Arts Council England have outlined a number of benefits to the scheme.
Museum Accreditation is the benchmark for a well-run museum. The award:
•

Help authorities show that their museums meet their visitors’ and users’ needs
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•
•
•
•
•
•
•

Shows their museums are being managed and governed properly
Can boost museums’ reputations and demonstrate its professionalism, win
funding and give confidence to donors and other supporters
Helps museums manage their collections fairly, ethically and legally
Gives museums a set of minimum requirements they have to meet, which
include accountability and performance management/monitoring progress
Opens up opportunities for museums, including funding opportunities and new
partnerships
Help museums audit their collections, and assess risks to them
Gives access to professional advice and support, including mentors and
Museum Development in England

3.3

Littlehampton Museum has been an Accredited Museum since 2010. Prior to
this the Museum was a Registered Museum (an early predecessor of
Museum Accreditation).

3.4

Accredited Museums were previously invited to submit a return application
every 3 years. During 2017 and 2018 Arts Council England reviewed and
renewed the scheme and returns were delayed. The new scheme asks for a
return every 5 Years.

3.5

The Museum was invited to submit a return for Museum Accreditation in
August 2019. Due to the short notice and the appointment of the new Curator
an extension was granted. The return must be fully submitted by the 31st
October 2019. The Town clerk has agreed that the museum can submit a
return and the Curator has started work on updating the museums plans and
policies needed for submission, A full list of evidence to be submitted can be
found in Appendix A.

3.6

As part of the Accreditation process a number of Policies must be approved
by the Museum’s governing body. Below is a list of policies with a summary of
any changes or updates. Full policies can be found in the Appendices.

3.7

Forward Plan – Appendix B. The Curator has written a new forward plan
based on the action plan created by the 2018 Museum Working Group. This
2-year plan considers all the actions for the collection’s documentation project
as well as the Places of Science Grant.

3.8

Collections Development Policy – Appendix C. This policy sets out how
the museum intends to develop its collections through both accessions and
disposal. The policy has had only a minor update since 2013 which reflects a
change in professional museum standards (change from Spectrum 4 to
Spectrum 5). The policy otherwise remains unchanged. It is recommended
that this is reviewed again at the end of the collections documentation project.

3.9

Documentation Policy – Appendix D. This policy sets out the process and
procedures that we will follow for documenting the collection. This policy has
remained unchanged but has a minor amendment in relation to a change in
professional museum standards as mentioned above in 3.8.
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3.10

Access Policy – Appendix E. This is the Museum’s first access policy. It
covers how people access our services and how we go about making our
collections accessible to the public.

3.11

Care and Conservation Policy – Appendix F. This policy outlines the way in
which we will care for the collections both on display and in store. This policy
has been updated and rewritten to reflect the current position of the museum
in regards to collections care and includes recent improvements as well as
future goals.
4. Financial Implications

4.1

There are no financial implications associated with Museum Accreditation.

Peter Herbert
Town Clerk
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Appendix A- Plans, policies and evidence needed for submission to Arts
Council England.
Deadline 31st October 2019.
Documents for Committee approval:
Document Name
Officers
Responsible
Forward Plan
Curator
Collections Development Policy
Curator
Documentation Policy
Curator
Access Policy
Curator
Care and Conservation Policy
Curator
Emergency Plan
Curator
Volunteer Policy
Deputy Town
Clerk/RFO

Committee
CRC
CRC
CRC
CRC
CRC
CRC
PNP

Meeting
date
5 Sept
5 Sept
5 Sept
5 Sept
5 Sept
24 Oct
29 Aug

Additional Documents/evidence needed for submission:
Document Name
Officers
Responsible
Audience Development Plan
Curator
Security risk assessment/audit
Curator
Care and Conservation Plan
Curator
Documentation Plan
Curator
Documentation Manual
Curator
Documentation Project Plan
Curator
Access Plan
Curator
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Appendix A – Littlehampton Museum Forward Plan

Forward Plan
LITTLEHAMPTON MUSEUM, 2019-2021

Charlotte Burford
COLLECTIONS DOCUMENTATION PROJECT MANAGER | MUSEUM CURATOR
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1. Introduction
1.1 Statement of Purpose
Littlehampton Museum is a cultural service provided by Littlehampton Town Council
to promote the history and culture of Littlehampton. The Museum will collect,
conserve and interpret its collections, providing appropriate access and care
according to Professional Museum standards. The museum will seek to engage a
wide audience through a varied programme of exhibitions, events, outreach and
online engagement.

1.2 Background
Littlehampton Museum is housed in the Manor House building located in the centre
of the town and is easily accessible by rail, road and bus. It is home to five
permanent galleries and two temporary exhibition spaces in which the museum
holds temporary exhibitions throughout the year.
Founded in 1928 by the Littlehampton Natural Science and Archaeology Society, the
Museum’s first home was at the Littlehampton Library, with Mr. E. J Hearne taking
charge as the first Curator. Mr. Hearne stayed with the Museum until 1946 when he
was succeeded by Mr. George Shorter. Under Shorter’s care, in 1965, the Museum
moved to a new location in River Road, in a building once home to the prominent
merchant family, the Robinsons. It remained there for 26 years. In 1991 the Museum
was taken over by Littlehampton Town Council and moved to its current location in
Manor House.
In 1998 Littlehampton Museum was awarded a £250,000 grant from the Heritage
Lottery Fund, and the money was used to refurbish the galleries and make the
museum more enjoyable and accessible for all. In 2010 the Museum’s permanent
displays were re-designed, and interactive elements to the gallery were introduced.
In 2018 Littlehampton Town Council recognized that a significant documentation
backlog existed as well as a problem with museum storage. As a result, the council
provided the museum team with the resources to start a documentation project
which continues today.

1.3 Production of the Forward Plan
In December 2018 a Working Group was formed to discuss the future priorities of
Littlehampton Museum. It consisted of councillors from the Community Resources and
Property and Personnel Committees of the Town Council, who have oversight of the
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Museum and responsibility for staff and property respectively. The working group
particularly focused on the recommendations made by two interim Curators (20162018) who had been covering spells of maternity leave as well as the thoughts of the
museum team. As a result of the working group a number of recommendations were
made and an action plan created. The action plan forms the basis of the new Aims
and Objectives for the Forward Plan 2019-2021.

2. Current Situation

2.1 Collections
In 2016 it was identified that a significant collections documentation backlog was
preventing the Museum from caring for its collections as it would wish. It was also
creating a challenging environment for creating exhibitions or answering public
research enquiries. In order to address this, the Curator at the time created a
collections documentation project plan to begin to tackle this backlog.
In 2018 the Town Council agreed that the Museum team decrease their current
audience engagement activities to be able to focus on the collections documentation
project.
The current exact number of museum objects within Littlehampton Museum is
unknown. An approximation based on paper documentation records and a stores
audit is 30,000 objects. At the time of writing there are 17,100 records on the
MODES database with the team continuing to add around 700 records each month,
reconciling old paper documentation with current locations. The current
‘Documentation Project Plan’ is updated regularly and can be found within the
Appendix of this forward plan.
The collecting district (as laid out in the Collections Development Policy) for
Littlehampton Museum covers Littlehampton, Climping, Angmering, Poling,
Lyminster, Ford, Middleton-on-Sea, Felpham, Yapton, Barnham, Walberton, and
Eastergate. Although these boundaries have always been well understood, the
Museum does house items relating to areas outside of this district, which will be
reviewed as part of the ongoing collections documentation project. It is hoped that
the Museum will be able to transfer some items into other local museums to whom
the objects would be more relevant.
The collections are all stored within the Manor House, which is a grade II listed
building. Some of the storage areas are far from appropriate for museum objects and
staff have made their best efforts to improve this. More needs to be done. Many of
the spaces see large fluctuations of Relative Humidity (RH) and Temperature, the
basement stores are damp and mould remains a concern as well as dirt and dust
from the basement ceiling which falls on boxes and objects. The care and
conservation of the collections is outlined in the Museum’s ‘Care and Conservation
Policy and Plan’.
The Museum collections feature the following areas:
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1. Archaeology
2. Social History
3. Maritime
4. Documents
5. Newspapers
6. Books
7. Photographic Prints and Negatives
8. Fine Art (Paintings, Drawings and Engravings)
9. Maps and Plans
10. Geology/Minerals
11. Natural History
12. Cameras/Projectors
13. Textiles/Costumes
2.2 Audiences & Environment
Littlehampton is a seaside resort town and civil parish in the Arun District of West
Sussex, England, located on the east bank at the mouth of the River Arun. It lies
51.5 miles (83 km) south southwest of London, 17.5 miles (28 km) west of Brighton,
and 11 miles (18 km) east of the county town of Chichester.
The parish covers an area of 11.35 km2 (4 sq mi) and has a population of c.30,000
persons (2001 census). The Town includes other settlements such as Wick in the
north west and Lyminster to the north. Wick and Toddington became part of the town
in 1901. The Town is also the westernmost settlement of the 12th largest urban area
in the UK, the Brighton/Worthing/Littlehampton conurbation, a region encompassing
some 461,181 people (2001 census).
Littlehampton is a seasonal seaside resort town and experiences a much higher
visitor input during the period May-September. As a tourist attraction, the Museum is
considerably busier during this time.
At present, very few audience development or visitor surveys have been completed.
The curator has recognised the need to work more on this area and an interim
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‘Audience Development Plan’ has been developed (Appendix A) with a view to a
longer term plan being developed at the end of the collections documentation
project. The museum team are aiming to undertake visitor feedback during the
collections documentation project in order to better inform future programmes and
events. The population of the town is varied, we can say anecdotally based on
observation that on balance the majority of visitors to the Museum reflect the high
level of retired people and young families who have taken advantage of affordable
housing in the area. An aim of the audience development is to identify our current
user groups and develop new audiences in the future.
The museum team advertise the Museum in a variety of local publications and work
with the communication and events team within the Council to ensure that the
Museum is included in local tourism advertisement. The museum team also attend
town events such as Armed Forces Day and the Town Show and Family Fun Day–
taking handling collection and displays to share with the local community.
Displays within the Museum are aimed at a mixed audience with museum
text/interpretation generally aimed at adults over the age of 12. For children under
this age paper trails resources can be picked up from reception to help our younger
audiences engage with the collections on display.
A temporary exhibition space within the galleries allows for a changing exhibition
programme that can fit small exhibitions either put together by the curatorial team,
touring exhibitions or local artists wishing to exhibit their work. In the past a large
number of exhibitions have been put on but this has been scaled down to a more
realistic four per year to include exhibitions of school art work and an open exhibition
for local artists. A longer time frame will give more people the opportunity to see
exhibitions whilst still encouraging repeat visits as well as freeing up staff time and
resources to work on collections management.
2.3 User Services
The Museum has a small shop, which stocks books on local history and
Littlehampton Local History Society monographs alongside prints of the local area,
postcards, gifts and stationery.
Visiting researchers can request to view items of the collection and the museum
team will make space available for them to study objects with advance warning.
The Museum has a busy enquiries service, with staff answering enquiries on a
variety of subjects from local studies to family history queries.
The Museum’s ‘Access Policy’ outlines the Museums intent to provide and develop
the museum service for different audience types.
Education and outreach are an active part of the museum service. Loan boxes can
be hired by schools which contain handling collection alongside lesson plans and
information to support curriculum-based learning. Self-led Education visits are also
supported with resources which can be found on the museum’s website.
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2.4 Staffing
The museum team is currently staffed with 2.7 full time equivalent. The team
consists of one full time Curator (at time of writing the post is an interim position
covering Documentation Project Manager and Curator until Nov 2020), 2 x Archives
and Exhibitions officers working as a job share (with 1 additional day to help with the
project until March 2020), one part time Collections Documentation Officer (funded
for the duration of the project until March 2021 – 2 days a week), and one Saturday
assistant working 5 hours a week. There are currently 7 volunteers who work
throughout the week – they are currently all focused on museum documentation. The
Museum hopes to recruit more volunteers to focus on all areas of the museum
including collections management and engagement.
2.5 Premises
Littlehampton Museum is housed with the Town Council in the Manor House building
located in the centre of the town, which is Grade II listed.
All running costs associated with the Museum space in the building are
administrated by Littlehampton Town Council. The Town Council recharge the
Museum for overheads. Details of this arrangement can be found in the financial
information section.
2.6 Environmental Sustainability
Statement to be added here from PNF committee in September
3. Review of previous Forward Plan (2013-2018)
The previous plan was updated in 2013 in light of the upcoming accreditation return.
This plan focused on the development of a new education programme, developing
the collections through potential disposals and improving collections information and
storage. An update on all parts of this plan have been given below.
Key Aim
1

To research and
develop the
current education
provision, and
put in place a
new strategy in
line with regional
practice.

Objectives

Resource Plan

Update/Report

To complete
Phase 1 of the
Education
Consortium
Project.

Completion of
Phase 1:
October 2013.
Museum
Curator has
committed 10
days staff time
as contribution
in kind.

The Museum
participated in
Coast Ed
programme
with Worthing
Museum which
ended in 2017.

To submit a
funding
application to
Arts Council
England for
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Phase 2 of the
Project.

2

To achieve and
retain
Accreditation
Phase Two.

Complete
submission by
28th July 2013.

3

To re-house the
geology, and rare
moth and
butterfly
collection in new
storage

Research costs
and potential
locations for
collection.

Funding
submission:
Project
Manager
recruited for
Phase 1, will
submit Phase 2
funding
application in
consultation
with the
Museum
Curator by
October 2013.
Museum Staff
Team to
complete all
necessary
preparation,
and Museum
Curator to
complete the
online
submission.
Preparation: 4
calendar
months
Online
Submission: 23 days.

Research
phase:
December
2013 –
February 2014

Museum
accreditation
return was
awarded in
2014. Due to
changes to the
Museum
accreditation
scheme the
next
submission
return was
scheduled for
August 2019.
Due to multiple
changes in
staffing as a
result of
maternity leave
and eventually
a Curator
vacancy 2019
submission has
been
postponed to
October 2019.
This project
was not
achieved
however the
team was
successful in

82

containers.
External funding
will need to be
applied for to
achieve this.

4

5

To return the
long term loan of
the Williams
Camera
Collection, or
agree a suitable
new home for it
with the donating
family. This will
free up storage
facilities in the
Manor House
basement.

To obtain new
storage
containers for the
map collection,
currently not

Apply for
funding/allow
for expenditure
in line with
Museum
budget planning
cycle.
Purchase new
storage for the
collection.
To locate family
Williams family
members and
request the
return of the
long term loan.
To transfer the
collection back
to the Williams
family or other
suitable
repository.

To ascertain
the location for
the new map
storage cabinet.

Budget phase:
LTC budget
cycle
preparations
Sept/Oct 2014
or acquire
external
funding.
Acquisition:
Spring 2015.
Research
phase: Spring
2014.
Transfer of
archive:
Dependent on
outcome of
objective 1.

There is
currently no
space for the
required
additional
storage.

achieving a
grant to help
with this in
early 2019.
This aim is to
be carried
forward.

This project
was put on
hold as a result
of the
Collections
Documentation
project. Much
of the research
was done and
it is hoped we
can return or
deaccession
this collection
once the full
documentation
process is
finished and
legal
ownership of
the collection
can be fully
established. A
wider goal of
identifying
items for
deaccessioning
will feature in
the new
forward plan.
This project
was again put
on hold until
the completion
of the
collections
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appropriately
stored.

To research
potential
funding streams
for new
storage.
To acquire new
storage.

6

To complete
transferring the
‘Building History’
project
information onto
disk and digital
database for
public access
and staff use.

To continue to
digitise the
‘Building
History’ Project
archive.
To provide a
printed copy of
the archive for
the use of
Museum Staff
and Museum
visitors.

Further storage
may become
available due to
LTC acquiring
land
neighbouring
Manor House,
which in the
future may hold
a new facility
with storage
provision.
This should be
ascertained by
the budget
planning cycle
in Sept/Oct
2015/16.
Digitisation:
Ongoing.
Should be
completed by
the end of
2014. Work is
currently being
completed by a
part time
Volunteer who
works at the
Museum on a 1
day a week
basis.

documentation
project. After
initial reviews
and possible
deaccessioning
the storage
provision for
collections in
manor house
will be
reviewed.

This database
was completed
in 2014 and is
now used for
enquiries and
research. We
are hoping to
continue to use
this by
uploading onto
MODES.

Printed copy:
Once the
digitisation is
completed, a
printed copy
can be made
available, c.
Spring 2015.
This can be
achieved within
the Museum’s
Collection
Management
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7

To continue with
the re-archiving
of the document
collection into
themed subject
indexes, and
adding them to
the MODES
database.

budget, which
is currently set
at £500 for
2013/4.
Continue with
This is a long
the current
term project,
arrangement for which the
archiving the
Archives &
document
Exhibitions
collection.
Officer and the
Archivist
Volunteer work
on together.

The first part of
this project was
completed by
2016 and the
adding of the
documents
onto the CMS
continues
today as part of
the CDP.

Archivist
Volunteer: 3
hours per
week.

8

To explore the
possibility of a
stand alone
website for the
museum.

To explore
financial
options, to
make contact
with website
development
businesses, to
report to the
CRC findings.

Archives &
Exhibitions
Officer: As
able, currently
approx. 1 day
in 20.
Research
phase: Oct
2013 – March
2014.
Report to CRC
in June 2014.
Potential
impact on the
budget cycle
2015/16.

This website
was launched
in 2015 and
continues to be
managed and
updated by
Museum staff.
This website
will be
reviewed and
potentially
moved to a
new platform
as part of the
new forward
plan so that the
museum can
showcase its
collections
online which is
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not currently
possible with
the current
website.
A great deal was achieved in collections management under this plan and much of
the work has highlighted the need for more in depth work on collections
documentation. This led to creating the collections documentation project in 2016
and to the formation of the working group to discuss museum priorities and future
work. The parts of this plan that have either ceased to continue or were not
completed, highlights a need for more future proofing within project plans, risk
assessments and succession planning. Other projects including the building history
project and the website have done a great deal to improve collections knowledge
and access. It is hoped that the new key aims for 2019-2021 will continue to address
gaps in collections knowledge, collections care and documentation.

4. Key Aims 2019-2021
The action plan produced by the 2018 working group forms the basis of these Key
Aims. Due to the current position of the Museum, the Council have asked that the
museum is focused on making improvements in several key areas that include:
Collections Documentation, Collections Management, Storage, Conservation and
volunteering. The aim is that before the end of 2021, when the collections
documentation project is due for completion, the museum will be able to review its
current position and decide on the future direction including any further prospects for
collections development opportunities to improve display and interpretation, and
making the collection more accessible to all audience segments. To enable the
Museum team to focus its energy and resources on the project the Council have
agreed a minimised exhibition programme and scaled back museum events.
Full details of the Documentation Project can be found in the Collections
Documentation Project Plan, Documentation Policy, Documentation Manual and the
Documentation Plan. Full details of improvements to collections management can be
found within the Care and Conservation Policy and Plan.
Key Aims/Objective
How we will achieve this Resources needed.
1. Banish the backlog
• Audit of the
• Interim Collections
in collections
collection to
and
documentation by
establish what still
Documentation
completing a full
needs to be added
Project Manager
inventory of the
to the system.
combined with
collection and
Museum Curator
• Regularly review
adding all items
role – Salary to be
and update
onto the CMS
taken from
Documentation
system (MODES).
Museums Salary
Project plan.
Budget.
• Ensure all records
• Collections
meet minimum
Documentation
standards as set
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•

•

•

out in SPECTRUM
5.0.
All new accessions
should be
catalogued within 6
weeks.
Recruit and train
new volunteers to
help assist with
project work.
Transform
temporary
exhibition space
into a collections
documentation
project hub.

•

•

•

•

2. Review the current
Storage problem
and make
improvements to

•

Review current
storage concerns
creating a report
that recommends

•

Officer role
(temporary until
March 2021) Salary to be taken
from Museum
Salaries budget.
Update planned for
MODES –
Collections
Management
budget.
Current museum
team to dedicate
time to document
items as part of
their working week.
New equipment to
aid cataloguing
including laptops,
cameras,
scanners,
photography
equipment to be
purchased.
£10,000 allocated
in Collections
Management
budget in 2019/20
to help improve
collections
management as
well as normal
£700 collections
management
budget in 2020 –
2021 budget year.
Provision of
Butterworth gallery
to be used as a
Documentation
Hub – providing
additional space
for team/volunteers
to work on
cataloguing.
Town Council to
provide a room to
be used for
temporary storage
(Gladden Room)
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current storage
arrangements.
•

•

•

•

•

•

3. Create a new care
and conservation
plan, train staff in
preventive

•

future areas for
improvement.
Create a temporary
store within the
building that can be
used when
repacking or
moving collections
(Gladden Room)
Create a new store
room in current
reading room
(Stanford Room) –
creating a room
that be used as
Object Storage as
well as providing a
work space.
Identify objects that
can be moved from
overcrowded
storage spaces.
Purchase new
museum/archive
grade packing
materials to re
pack boxes where
Budget allows.
Create a
collections review –
using a numbered
scoring system
highlight objects
that may be
suitable for
deaccessioning
and transfer
Create a report
highlighting
possible disposals
list to be put
forward to the
Community
Resources
committee (CRC)
to approve.
Complete a new
Benchmarks in
collections care
(last one

•

•

•

•

•

•

£10,000 provided
for improving
collections
management
during 2019 –
Collections
Management
Budget 2019/20.
Staff time needed
to help with
repacking boxes
and moving
objects.
Time from Council
Amenity Team to
help with any
changes to the
Stanford room to
adapt it to a new
object store.
Volunteer time –
new volunteers to
be recruited to help
with collections
management tasks
such as reboxing
objects.
Staff training – staff
need refresher
training on storage
and packing –
approach MDO
and other museum
contacts to arrange
training.

Staff time for
completing
paperwork.
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conservation
practices and
implement
housekeeping
routines.

•

•

•

•

•

•

•

4. Audience
Engagement.
Create a more
realistic

•

completed in
2016).
Create a new
conservation
planner which
outlines all of the
preventive
activities
throughout the year
– planning them
around other things
such as
Exhibitions, events
and school
holidays.
Rewrite care and
conservation policy
ready for
accreditation return
in October 2019.
Rewrite Care and
Conservation Plan
ready for
accreditation return
in 2019.
Purchase new
equipment to help
team to complete
conservation tasks.
Recruit a new
volunteer to help
with Preventive
conservation.
Train staff and
volunteers in
collections care
and preventive
conservation.
Create a new area
where collections
management tools
can be stored to
make the job
easier and more
enjoyable for staff.
Exhibitions
programme to be
minimised and
more collections

•

•

•

•
•

£10,000 budget for
improving
collections
management,
Training both in
house and from
external trainer
(Curator to arrange
training –
potentially as an
exchange with
previous
employers or
through MDO).
Volunteer time.

Staff time
Gallery space
updated with
racking and
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programme of
exhibitions and
events. The main
aim is to share the
results of the
collections
documentation
project with the
public, whilst still
providing an
educational
cultural resource
for the wider
community.

•

•

•

•

•

5. Improve the
volunteering
experience

•

•
•

focused exhibitions
to be part of
regular
programming
Share work on the
project online via
the website and
social media
channels.
Work in front of the
public in the
galleries – sharing
the project work
through object
handling and
displays.
A new programme
of talks to be
devised that centre
around the
collections and
discoveries made
as part of the
project.
Feature the
progress of the
project in the
newsletter on a
regular basis.
Create object
handling sessions
as part of regular
programming –
recruit a volunteer
team to help.
Curator to create a
new volunteering
policy – ensuring
that all parts of the
volunteer journey
from application
and induction to
exit are covered.
Create a new way
of communicating
with volunteers
Find new ways to
thank volunteers
for their

•
•
•

•

photography
equipment (to be
purchased using
the collections
management
budget).
Exhibitions budget
used for creation of
new exhibitions
Some staff time for
programme of talks
and events.
Volunteer time.

Training for staff
team from Curator
on volunteer
management
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•

6. Improve storage,
documentation and
knowledge for rare
moth and butterfly
collection (Places
for Science grant
project)

•

•
•

•

•

•

contributions to the
project and
celebrate
milestones with
them.
New system of
volunteer
supervising to take
place with each
member of the
museum team
taking
responsibility for
managing
volunteers – which
should help
volunteers to feel
more supported.
Staff to attend
training session at
Portsmouth
museum of natural
history.
All items to be
catalogued and
added to MODES
Objects removed
from current
cramped storage
conditions and fully
condition checked
and relocated to
new more
appropriate store
room.
Seek advice from
conservator to
assess potential for
remedial
conservation in the
future.
Find opportunities
for engagement
with the public
through display
cases – object
sessions and
activity days.
Recruit and train
new volunteers to

•
•

•
•
•
•

Royal Society
grants – awarded
2018.
Training from
external provider –
paid for out of
grant money.
Help from MDO
regarding possible
storage options.
Staff time to work
on the project
Volunteer time.
Some budget from
collections
management
budget to improve
storage.
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7. Audience
Development –
discover more
about our current
users and visitors
in order to create
future plans for
developing our
audiences

•

•

help with
cataloguing and
identification of
collection.
Undertake user
surveys to
establish what it is
that our users want
from the museum
as a resource as
well as establishing
who our core
audience is at the
moment and what
users we would like
to attract.
Gather feedback
from visitors during
2019/2020/2021
exhibitions, talks
and other events –
this will hopefully
provide useful
information on
what works well
and what other
opportunities the
museum could
explore.

•
•

Staff time to
undertake surveys
Printing for
feedback sheets
and or survey
questionnaires.
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5. Financial Information
The operating budget as outlined below, is reviewed annually by the Curator, Town
Clerk and the Deputy Town Clerk and Responsible Financial Officer, whose
recommendations are taken to the Community Resources Committee, who
recommend to the Policy and Finance Committee. The final operating budget for the
year is set in January and operates from April-March. After the operating budget has
been set, additional funds can only be made available for unbudgeted projects via
the Community Resources Committee, after recommendation to the Policy and
Finance Committee, as supplementary estimates from reserves.
Donations are made to the Museum through the donations collection point in
reception. These are transferred to earmarked reserves and can be utilised by the
Museum.
5.1 Operating Budget
The Museum’s operating budget for 2019/20 and 2020/21 is set out below. This is
subject to an annual review, and does not include income from museum sales, loan
boxes, exhibition commissions. Income from these is c.£1,025 per annum and
offsets expenditure. Donations are also excluded

Budget Heading

Museum Stock
Collection Management
Exhibitions
Education & Outreach
Museum Events
Salaries
Volunteers
Postage
Advertising
Printing
Subscriptions
Building Maintenance
Hospitality
Recharge in central support services
Recharge in Amenity team
Recharge in Manor House
Total

2019/20
£
250
10,000
500
150
500
84,020
125
100
1,850
990
520
700
75
27,085
9,1222
41,747
177,734

2020/21
£
250
1,700
600
150
1,000
83,435
125
100
1,850
990
530
700
75
26,325
9,416
39,231
166,477

5.2 Earmarked Reserves
The Museum has the following in earmarked reserves as at August 2019
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Museum Collection Management
Museum Storage
Museum Events
Museum Archaeological deposits
Museum Volunteers
Places of Science Grant

£0
£470.76
£150.35
£284.90
£2,173.57
£875

5.3 Grants
The below was granted to help with our rare moth and butterfly collection.
Project

Budget

Relevant Dates

Places for Science

£875 provided by Royal
Society

Project start September
2019 – January 2020.
Family Activities October
2019
Curator Talk January 2020.
New Artwork linking to the
project – displayed in
October 2019.
Staff training – October
2019.
Volunteers in to start
cataloguing of the
entomology collection –
November 2019.

5.4 Projected costs of Collections Documentation Project.
As part of the CDP project, the CRC committee agreed to increase the Collections
Management budget for 2019/20 to £10,000 for use to improve collections
management and storage. Below are the projected costs for this project. More
information on the Collections Documentation Project can be found in the Collections
Documentation Project Plan.

Item description

Outcome

1 years worth of pest traps, 4 new additional pest
traps and 500ml constrain

Increase Pest
management with

Amount
(£)
23.28
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Elsec Environmental monitor

Collections Management supplies - Gloves,
melinex, tissue.

Conservation brushes for tool kit

Chemical cabinet for storing chemicals

Tool bag/box for collections management items
silver cloth for tool kit
Museum Vac for conservation cleaning

Black out blinds for Stanford Room
Racking for document store

Roller racking for Stanford Room
Photography backdrop or tent

Lights for photography

new trap locations
and constrain for
treatment of infested
case.
Combined monitor
603.00
with UV, light and RH
to help with spot
checks and start a
programme of light
monitoring. Aim to
improve
environmental control
and monitoring.
Re order of yearly
111.51
supplies needed for
collections
management
Create a new
15.00
conservation tool kit to
help with new
housekeeping plan.
To comply with health
120.00
and safety
requirements for the
storage of flammable
liquids used in
collections
management
For new Conservation
25.00
tool kit
For new Conservation
5.00
tool kit
Specialist vacuum for
189.00
the cleaning of
museum objects
Creation of a new
500.00
store room
Increasing storage
100.00
space within the
document store
Creation of a new
4,000.00
store room
To improve the quality
154.00
of the photographs in
the MODES records
To improve the quality
70.00
of the photographs in
the MODES records
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Tripod for photography

Plastazote to line shelves
Mounting for large objects
Storage boxes
acid free tissue
Very useful storage boxes
Cabinet for negative storage
Trolley

Boxes for record card store
Correx for zoology
Workbench for Stanford room
Camera

Hygrometer monitors

To improve the quality
70.00
of the photographs in
the MODES records
Creation of a new
100.00
store room
Creation of a new
200.00
store room
Creation of a new
500.00
store room
Creation of a new
100.00
store room
Creation of a new
64.00
store room
Creation of a new
249.00
store room
To assist staff with
149.00
collections
management moves
Improve collections
89.00
management
Improve management
82.25
of zoology collection
For collections
99.00
management activities
To improve
300.00
Photography of
collections
10 x standalone
175.00
monitors for gallery
cases to allow for
visual spot checks.
Total
8,118.04

6. Monitoring and Review
6.1 Who will be responsible for implementing the Museum’s Aims and
Objectives?
The Museum Curator will lead on the implementation of the action plan, with
guidance from the Assistant Town Clerk and Town Clerk. The overarching
responsibility rests with the Community Resources Committee who will need to
progress and resource each item on the agenda.
6.2 How will it be monitored?
This current Forward plan will be regularly monitored by Committee during the
Collections Documentation Project. A full review is planned for September 2021.
The Forward Plan would normally be formally reviewed on a 5-yearly basis with an
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annual report on progress to the appropriate Committee, or earlier if the
Accreditation Scheme administered by Arts Council England is reviewed or
amended. The Forward Plan will be updated in line with any changes, and the
objectives/action plan will be altered and re-submitted to the Community Resources
Committee for consideration. The Curator will work within the Forward Plan during
this 2-year period, in order to achieve the set objectives and work within the budgets
set annually by the Town Council.
Approved by:
Date Approved:
Appendix A: Collections Documentation Project Plan

Appendix B: Audience Development Plan

Appendix C List of associated Policies and Plans
a) Collections Development Policy
b) Care and Conservation Policy
c) Care and Conservation Plan
d) Documentation Policy
e) Documentation Plan
f) Access Policy
g) Access Plan
h) Museum Action Plan
i) Emergency Plan
j) Archaeological Deposition Policy
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Appendix C - Collections Development Policy

Littlehampton Museum – Collections
Development Policy
Date

September 2019

Document Number
Edition Number

1

Policy Maker

Charlotte Burford, Museum Project Manager and Curator

Governing Body

Littlehampton Town Council

Responsibility

Community Resources Committee

Resolution Number
Review Cycle

To be reviewed every 5 years.

Date on which this policy was approved by governing body:
Insert date.
Date at which this policy is due for review:
April 2021 – Following the completion of our Collections Documentation Project
Arts Council England will be notified of any changes to the
Collections Development Policy, and the implications of any such
changes for the future of collections.
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Relationship to other relevant policies/ plans of the
organisation:
1.1

The Museum’s statement of purpose is:
Littlehampton Museum is a cultural service provided by Littlehampton
Town council to promote the history and culture of Littlehampton.
The Museum will collect, conserve and interpret its collections,
providing appropriate access and care according to professional
museum standards. The Museum will seek to engage a wide audience
through a varied programme of events, exhibitions, outreach and online
engagement.

1.2 The governing body will ensure that both acquisition
and disposal are carried out openly and with
transparency.
1.3 By definition, the Museum has a long-term purpose and
holds collections in trust for the benefit of the public in
relation to its stated objectives. The governing body
therefore accepts the principle that sound curatorial reasons
must be established before consideration is given to any
acquisition to the collection, or the disposal of any items in
the museum’s collection.
1.4 Acquisitions outside the current stated policy will only be
made in exceptional circumstances.
1.5 The Museum recognises its responsibility, when acquiring
additions to its collections, to ensure that care of collections,
documentation arrangements and use of collections will
meet the requirements of the Museum Accreditation
Standard. This includes using Spectrum primary procedures
for collections management. It will take into account
limitations on collecting imposed by such factors as staffing,
storage and care of collection arrangements.
1.6

The Museum will undertake due diligence and make every
effort not to acquire, whether by purchase, gift, bequest or
exchange, any object or specimen unless the governing
body or responsible officer is satisfied that the Museum can
acquire a valid title to the item in question.
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1.7 The Museum will not undertake disposal motivated principally
by financial reasons.
History of the collections
The Museum’s collection was started prior to it’s founding in 1928 with
items collected by members of the Littlehampton Natural Science and
Archaeological Society. This included elements of social history, geology,
natural sciences and local archaeology. A large number of private loans
were also accepted.
Once the Museum was founded, the society sponsored a dig at the site of
the nearby Angmering Roman Villa, which lasted from 1936 to 1939,
stopping for the outbreak of the Second World War. The finds and archive
were deposited at the Museum. Meanwhile, once the war had started,
many of the loan items were returned.
The Collections continued to grow, until the Museum had outgrown its site
at the Library by the 1960s. This led to the then curator choosing to
dispose of several items within the collection without due care and
diligence, via auction, including several items which the Museum did not
formally own.
After this, the Museum moved to new premises at 12a River Road and
continued to collect relevant local items across a broad spectrum of areas.
This included a collection of letters and notes which were bequeathed from
Jack Thompson, a local historian in the late 1980s.
In 1991, the Museum moved to its present location at the Manor House,
enabling it to continue to expand its collections. This includes a number of
significant donations from members of the local community, including an
Anglo-Saxon Hanging Bowl Mount from a local metal detectorist.
An overview of current collections
The Littlehampton Museum Collection is made up of approximately 30,000
– 35,000 accessioned items. (N.B. Previous versions of this policy have
included a breakdown of individual items by collection area. As a result of
the Collections Documentation Project, many of these numbers have been
found to be woefully incorrect, so this update has removed them.)
The Museum has historically collected from a wide geographical area
close to Littlehampton.
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The collecting district has been refined in recent years to account for local
museums in Rustington and Arundel. As of August 2019, the collecting
area includes:
•
•
•
•
•
•
•
•
•
•
•

Littlehampton
Angmering
Barnham
Climping
Eastergate.
Felpham
Ford
Lyminister
Middleton-on-Sea
Poling
Walberton
• Yapton
The Littlehampton Museum collections consist of the following materials:
3.1
3.2
3.3
3.4
3.5
3.6
3.7
3.8
3.9
3.10
3.11
3.12

Archaeology
Fine Art
Ephemera (paper-based documents)
Social History
Photographic
Numismatics (coins)
Geology
Entomology and Natural History
Costume
The Williams camera collection (long term loan)
Educational/Handling Materials
Reference Library Books

3.1

Archaeology

3.1.1 The archaeological collections are a mixture of Bronze Age, Iron Age,
Romano-British, Medieval and post-Medieval archaeology. They are largely
ceramic and other associated finds.
3.1.2 Important collections include the Clymping Hoard (88 silver denarii), as
well as two gold Clymping type staters and an Anglo-Saxon Bowl Mount.
3.1.3 Larger collections include finds from digs at Angmering Roman Villa,
Littlehampton and Rustington by passes and several houses in the town.
3.1.4 The archaeology collection is displayed as part of the permanent
display in several cases, with smaller groups of items featuring as part of the
regular temporary exhibitions programme.
3.1.5 Littlehampton has an Archaeological Deposition Policy, approved in
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2018, which outlines the Museum’s guidelines for new archaeological
acquisitions.

3.2

Fine Art

3.2.1 The collection consists of drawings, watercolours and oil paintings,
framed and unframed. The vast majority are works from the 19th and 20th
Century, which feature views of Littlehampton and the surrounding area.
3.2.2 The collection forms an important part of the museum’s temporary
exhibition programme, with a large number of previous exhibitions focusing
upon different artists and periods.
3.2.3 There are several highlights within the Fine Art collection, which
include a recently rediscovered George Smart piece. This was restored and
reframed in 2017.

3.3

Ephemera

3.3.1. This collection is the largest within the museum, and contains a wide
variety of letters, catalogues, newspapers, manuscripts, and other paperbased materials.
3.3.2 The vast majority of the collection has some connection to
Littlehampton, including a collection of correspondence from George Butt, a
local businessman dating from the early 20th Century. There are also
numerous auction catalogues which provide a history of the housing within the
town, and a collection of hand drawn posters for local events including
amateur dramatic plays.
3.3.3 The newspaper collection includes a largely complete collection of the
Littlehampton Gazette, which was acquired from the West Sussex Record
Office in 2014. It also includes newspaper cuttings donated from the Evening
Argus, which all have links to Littlehampton.
3.3.4 There is a small of collection of maps of Littlehampton and the
surrounding area.
3.3.5 The Ephemera collection is widely used in many museum activities
from exhibitions to public enquiries, largely due to the vast amounts of
information held within.

3.4

Social History
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3.4.1 The Social History collections are composed of a variety of items which
link to the history and community life of Littlehampton, from trophies
celebrating local societies to items relating to the history of Littlehampton as a
seaside and maritime town.
3.4.2 The Social History collection also functions as a catchall for a number
of other smaller collections, such as the Fletcher Collection of small model
boats, some of which have little or no connection to Littlehampton.
3.4.3 Many of the permanent displays include Social History items, which are
also regularly used in temporary displays across the museum.

3.5

Photographic

3.5.1 The Photographic collection consists of photographic prints with some
of their negatives and photographic slides relating to the town and
surrounding area.
3.5.2 Many of these photographs feature scenes from Littlehampton on them
and as a result, are popular both with public enquiries and with the Museum’s
online engagement.
3.6

Numismatics

3.6.1 The numismatics collection is made up of a number of coins ranging
from the Iron Age to present day. Much of this collection consists of 19 th/20th
Century coins.
3.6.2 The collection also holds a variety of medals, both military and civilian
related to Littlehampton families.
3.6.3 A small number of the medals are on permanent display, but there is
little engagement with the coin collection presently.
3.7

Geology

3.7.1 The Geology collections consist of minerals, rocks and fossils. It is
divided into a number of smaller collections which focus upon their original
collector.
3.7.2 The largest individual collection is the Page Collection, which consists
of a wide variety of specimens
3.7.3 The section of the geology collection which is not part of the Page
Collection was classified by Simon Timberlake, a travelling Geology Curator in
1991/1992.
3.7.4 The geology and fossils have two permanent display cabinets in the
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galleries. They have also featured as part of a recent exhibition with the West
Sussex Geological Society in 2017.
3.8 Entomology and Natural History
3.8.1 The Museum has a small collection of both Entomology and Natural
History specimens.
3.8.2 The entomology collection largely consists of butterflies and moths,
which are stored in two display cabinets in storage. A recent “Places of
Science” Grant from the Royal Society has been acquired to help both ensure
that they are correctly documented and develop the use of these collections
within the museum’s engagement programmes.
3.8.3 The Natural History collections consist of both taxidermy and seashell
collections, alongside a small number of other items such as leaves and dried
nuts.
3.8.4 Both collections are used in temporary displays, with the Natural
History collection forming an important part of the “Cabinet of Curiosities” in
the museum.
3.9

Costume

3.9.1 The collection consists of a variety of uniforms relating to Littlehampton
from local businesses, military uniforms and local schools. The collection also
contains a selection of Victorian and Edwardian domestic clothing.
3.9.2 The Costume collection is used in both the permanent and temporary
displays.

3.10

The Williams Collection (Historical Loan)

3.10.1 The Williams collection refers to a historic loan of cameras made to the
Museum. The return or disposal of this loan is being worked on as part of the
wider Collections Documentation Project.
3.10.2 The loan was previously displayed in a gallery before being placed into
storage as part of a gallery redisplay.
3.11

Education/Handling Materials

3.11.1 The Museum holds a collection of accessioned items with little or no
Littlehampton associations which are used as an educational and handling
collection
3.11.2 The collection forms part of the Museum’s collection of loan boxes
which are used by local schoolchildren as part of their studies.
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3.12

Reference Library Books

3.12.1 The Museum holds a number of books and publications which relate to
Littlehampton’s Local History, areas covered by the collection (such as
archaeology) and general British social history.
3.12.2 The local history publications are used as part of the exhibition design
phase and as part of answering public enquiries. The other books are seldom
used.

Themes and priorities for future collecting

The Museum will continue to collect in a number of areas over the time period
covered by this policy.

4.1
4.2
4.3
4.4
4.5
4.6
4.7
4.8
4.9
4.10
4.11

Archaeology
Fine Art
Ephemera (Documents)
Social History
Photographic
Numismatics (coins)
Geology
Entomology and Natural History
Costume
Educational/Handling Materials
Reference Library Books

4.1

Archaeology

4.1.1 The Museum uses an Archaeological Deposition Policy when
contacted by Archaeological Units. This helps explain the sites where the
museum will accept collections from.
4.1.2 By and large, the Deposition Policy follows the Museum’s current
collecting area, except for sites where the museum currently already has finds
from, and where acquiring items will maintain the completeness of the site.
4.1.3 The Museum will continue to consider one off items which may have
been declared as treasure from the Portable Antiquities Scheme. If
approximate, external grant funding will be sought.
4.1.4 The Museum will not generally accept one off finds from members of the
public. In cases where this happens, the finder will be referred to the Finds
Liaison Officer as part of the Portable Antiquities Scheme. The Museum will
then consider whether to acquire them following this process.
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4.2

Fine Art

4.2.1 The Museum will continue to collect relevant pieces to the collection,
providing that they are in keeping with the collecting area, and that it is felt
that suitable care and conservation standards can be maintained, particularly
with framed items.

4.3

Ephemera

4.3.1 The Museum will continue to collect ephemera items which relate to
the history of Littlehampton and the surrounding area, particularly with focus
towards aspects which are less represented within these collections.
4.3.2 With regards to large scale donations of Ephemera collections, the
Museum will consider whether it is the best repository when deciding whether
to acquire them. To this end, it will consider the collecting policies of the West
Sussex Record Office to see if would be better suited as a repository.

4.4

Social History

4.4.1 The Museum will continue to collect social history items which relate to
the history of Littlehampton and the surrounding area. These will include items
associated with local businesses, domestic life and all other aspects of local
history.
4.4.2 Due to limited storage space, the Museum will pay particular attention
to the acquisition of large items. Where possible, a suitable purpose will be
identified for them during the acquisition stage (i.e. display, research) and this
will be used to inform any decision making.
4.4.3 In some circumstances, the Museum will collect items with limited
connections to Littlehampton if they will help enhance information or explain
the use of items already within the collections.
4.5

Photographic Collections

4.5.1 The Museum will continue to collect photographs and other visual
media which relate to the history of Littlehampton and the surrounding area. It
will ensure that it retains the capacity to fully utilise this collection by
maintaining any associated equipment (projectors etc) as required.
4.5.2 The Museum will acquire digital born media as part of its collections. It
will ensure suitable backup precautions are taken to ensure the longevity
of all digital media.
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4.6

Numismatics

4.6.1 The Museum will collect finds of historic coins found in the
Littlehampton area which, where relevant, have been obtained through
responsible archaeological deposition procedures.
4.6.2 The Museum will collect medals relating to both the military and social
history of the Littlehampton area. Due to the sensitive nature of these items,
the Museum will make sure that consideration is taken to ensure that donor is
legally able to transfer the item’s title to the organisation.
4.7

Geology

4.7.1 Except in exceptional circumstances, the Museum will not collect any
geological specimens.
4.7.2 Exceptional circumstances include:
• The item having a strong Littlehampton connection
• The item would enhance information held about existing sections of the
collection
• The item is part of a collection already held at the Museum
4.8

Entomology and Natural History

4.8.1 Except in exceptional circumstances, the Museum will not collect any
Entomological or Natural History specimens.
4.8.2 Exceptional circumstances include:
• The item having a strong Littlehampton connection
• The item would enhance information held about existing sections of the
collection
• The item is part of a collection already held at the Museum
4.9

Costume

4.9.1 The Museum will collect costume items which relate to the history of
Littlehampton, with focus on underrepresented areas of the collection
4.9.2 Due to the space requirements for storing these collections, attention
will be paid to ensure that suitable care and conservation standards can be
maintained.
4.10

Educational/Handling Material

4.10.1 The Museum will continue to collect suitable materials for its Education
and Handling Collections, focusing upon enhancing existing loan boxes (or in
exceptional circumstances, if a new loan box is created)
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4.11

Reference Library Books

4.11.1 Except in exceptional circumstances, or if it relates to Littlehampton’s
history, the Museum will not collect any Reference Library books.
4.11.2 Exceptional circumstances include:
• The item having a strong Littlehampton connection
• The item would enhance information held about existing sections of the
collection
• The item is part of a collection already held at the Museum
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Themes and priorities for rationalisation and disposal
5.1 The Museum recognises that the principles on which
priorities for rationalisation and disposal are determined will
be through a formal review process that identifies which
collections are included and excluded from the review. The
outcome of review and any subsequent rationalisation will not
reduce the quality or significance of the collection and will
result in a more useable, well managed collection.
5.2 The procedures used will meet professional standards.
The process will be documented, open and
transparent. There will be clear communication with
key stakeholders about the outcomes and the process.
5.3 Objects from the collections will be considered for
disposal on a case by case basis and whether the item
comes under the following criteria:
•
•
•
•
•

Poor condition
Duplicates exist
Falls outside the collecting district
Falls outside the Collections Development Policy
Public benefit better served by transfer to another
organisation

5.4 For the period covered by this policy, the main areas of
focus for collections rationalisation are the Reference
Library Collection, and sections of the Archaeological
Collections.
5.5 The Reference Library collection largely consists of
items which fall outside of this Collections
Development Policy and provide limited benefit to the
public due to technological advances in the
consumption of information.

5.6 The Archaeological Collections contain several items
which would provide better public benefit if held by
other local museums. For example, they include finds
from sites outside of the collecting area.
5.7 The Museum will also undertake disposal outside of
these collection areas, legal, safety or care and
conservation reasons, such as spoliation, radiation,
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infestation or repatriation.
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Legal and ethical framework for acquisition and
disposal of items
6.1 The Museum recognises its responsibility to work within
the parameters of the Museum Association Code of Ethics
when considering acquisition and disposal.
Collecting policies of other museums
7.1 The Museum will take account of the collecting policies of
other museums and organisations collecting in the same or
related areas or subject fields. It will consult with these
organisations where conflicts of interest may arise or to
define areas of specialism, in order to avoid unnecessary
duplication and waste of resources.
7.2 Specific reference is made to the
following museums:
•
•
•
•
•
•
•

The Novium Museum (Chichester)
Worthing Museum and Art Gallery
Arundel Museum
Rustington Museum
Bognor Museum
Horsham Museum
West Sussex Record Office

Archival holdings

8.1 The Museum intends to continue to expand its archival holdings
(referenced earlier as Ephemera and Photographic collections), ensuring that
they reflect the history of the local area.

8.2
Therefore, its governing body will be guided by the Code of Practice on
Archives for Museums and Galleries in the United Kingdom (third edition,
2002).
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Acquisition
9.1 The policy for agreeing acquisitions is:
As a result of the recent Museum Working Group (2018), it was agreed
that the Community Resources Committee, which acts as the
Museum’s Governing Body would take a direct role in agreeing to
acquire new collection items.
When potential donors enquire at the Museum, they are invited to
complete a “Potential Acquisitions Form” which enables the Museum to
collect the relevant information concerning the potential acquisition
without entering into any legal agreement, such as a transfer of title.
Where possible, donors are encouraged to retain their items until the
committee have made their decision.
The information provided is used by the Curator, along with the
relevant parts of the Collections Development Policy, as part of the
reporting cycle for the Community Resources Committee. At each
meeting, the Committee make decisions based on the Curator’s report
whether to formally acquire items.
Once a decision is made, the Curator or a nominated member of staff
will ensure that the donor is notified and the transfer of title form is
completed to formally complete the acquisition process.

9.2 The Museum will not acquire any object or specimen unless it
is satisfied that the object or specimen has not been acquired
in, or exported from, its country of origin (or any intermediate
country in which it may have been legally owned) in violation
of that country’s laws. (For the purposes of this paragraph
‘country of origin’ includes the United Kingdom).
9.3 In accordance with the provisions of the UNESCO 1970
Convention on the Means of Prohibiting and Preventing the
Illicit Import, Export and Transfer of Ownership of Cultural
Property, which the UK ratified with effect from November 1
2002, and the Dealing in Cultural Objects (Offences) Act 2003,
the museum will reject any items that have been illicitly traded.
The governing body will be guided by the national guidance on
the responsible acquisition of cultural property issued by the
Department for Culture, Media and Sport in 2005.
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10

Human remains
10.1 As the Museum holds or intends to acquire human remains
under 100 years old, it will obtain the necessary licence under
the Human Tissue Act 2004 and any subordinate legislation
from time to time in force.

10.2 As the Museum holds or intends to acquire human remains
from any period, it will follow the procedures in the ‘Guidance
for the care of human remains in museums’ issued by DCMS
in 2005.

11

Biological and geological material
11.1 So far as biological and geological material is concerned, the
museum will not acquire by any direct or indirect means any
specimen that has been collected, sold or otherwise
transferred in contravention of any national or international
wildlife protection or natural history conservation law or treaty
of the United Kingdom or any other country, except with the
express consent of an appropriate outside authority.
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12

Archaeological material
12.1 The Museum will not acquire archaeological material
(including excavated ceramics) in any case where the
governing body or responsible officer has any suspicion that
the circumstances of their recovery involved a failure to follow
the appropriate legal procedures.
12.2 In England, Wales and Northern Ireland the procedures
include reporting finds to the landowner or occupier of the
land and to the proper authorities in the case of possible
treasure (i.e. the Coroner for Treasure) as set out in the
Treasure Act 1996 (as amended by the Coroners & Justice
Act 2009).
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13

Exceptions
13.1 Any exceptions to the above clauses will only be because the
Museum is:
• acting as an externally approved repository of last resort for
material of local (UK) origin
• acting with the permission of authorities with the requisite
jurisdiction in the country of origin
In these cases the Museum will be open and transparent in the way
it makes decisions and will act only with the express consent of an
appropriate outside authority. The Museum will document when
these exceptions occur.

14

Spoliation
14.1 The Museum will use the statement of principles ‘Spoliation
of Works of Art during the Nazi, Holocaust and World War II
period’, issued for non-national museums in 1999 by the
Museums and Galleries Commission.
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15

The Repatriation and Restitution of objects and human remains
15.1 The Museum’s governing body, acting on the advice of the
Museum’s professional staff, if any, may take a decision to return
human remains (unless covered by the ‘Guidance for the care of
human remains in museums’ issued by DCMS in 2005), objects or
specimens to a country or people of origin. The Museum will take
such decisions on a case by case basis; within its legal position
and taking into account all ethical implications and available
guidance. This will mean that the procedures described in 16.1-5
will be followed but the remaining procedures are not appropriate.
15.2 The disposal of human remains from museums in England,
Northern Ireland and Wales will follow the procedures in the
‘Guidance for the care of human remains in museums’.
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16

Disposal procedures
16.1 All disposals will be undertaken with reference to the
Spectrum primary procedures on disposal.
16.2 The governing body will confirm that it is legally free to
dispose of an item. Agreements on disposal made with
donors will also be taken into account.
16.3 When disposal of a museum object is being considered, the
Museum will establish if it was acquired with the aid of an
external funding organisation. In such cases, any conditions
attached to the original grant will be followed. This may include
repayment of the original grant and a proportion of the
proceeds if the item is disposed of by sale.
16.4 When disposal is motivated by curatorial reasons the
procedures outlined below will be followed and the method of
disposal may be by gift, sale, exchange or as a last resort –
destruction.
16.5 The decision to dispose of material from the collections will be
taken by the governing body only after full consideration of the
reasons for disposal. Other factors including public benefit, the
implications for the Museum’s collections and collections held
by other museums and organisations collecting the same
material or in related fields will be considered. Expert advice
will be obtained and the views of stakeholders such as donors,
researchers, local and source communities and others served
by the museum will also be sought.
16.6 A decision to dispose of a specimen or object, whether by gift,
exchange, sale or destruction (in the case of an item too badly
damaged or deteriorated to be of any use for the purposes of
the collections or for reasons of health and safety), will be the
responsibility of the governing body of the Museum acting on
the advice of professional curatorial staff, if any, and not of the
curator or manager of the collection acting alone.
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16.7 Once a decision to dispose of material in the collection has
been taken, priority will be given to retaining it within the
public domain. It will therefore be offered in the first instance,
by gift or sale, directly to other Accredited Museums likely to
be interested in its acquisition.
16.8 If the material is not acquired by any Accredited Museum to
which it was offered as a gift or for sale, then the museum
community at large will be advised of the intention to dispose
of the material normally through a notice on the MA’s Find an
Object web listing service, an announcement in the Museums
Association’s Museums Journal or in other specialist
publications and websites (if appropriate).
16.9 The announcement relating to gift or sale will indicate the
number and nature of specimens or objects involved, and
the basis on which the material will be transferred to another
institution. Preference will be given to expressions of interest
from other Accredited Museums. A period of at least two months
will be allowed for an interest in acquiring the material to be
expressed. At the end of this period, if no expressions of interest
have been received, the Museum may consider disposing of the
material to other interested individuals and organisations giving
priority to organisations in the public domain.
16.10 Any monies received by the Museum governing body from the
disposal of items will be applied solely and directly for the
benefit of the collections. This normally means the purchase
of further acquisitions. In exceptional cases, improvements
relating to the care of collections in order to meet or exceed
Accreditation requirements relating to the risk of damage to
and deterioration of the collections may be justifiable. Any
monies received in compensation for the damage, loss or
destruction of items will be applied in the same way. Advice
on those cases where the monies are intended to be used for
the care of collections will be sought from the Arts Council
England.
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16.11 The proceeds of a sale will be allocated so it can be
demonstrated that they are spent in a manner compatible
with the requirements of the Accreditation standard. Money
must be restricted to the long-term sustainability, use and
development of the collection.
16.12 Full records will be kept of all decisions on disposals and
the items involved and proper arrangements made for the
preservation and/or transfer, as appropriate, of the
documentation relating to the items concerned, including
photographic records where practicable in accordance with
Spectrum procedure on deaccession and disposal.

Disposal by exchange
16.13 The nature of disposal by exchange means that the Museum
will not necessarily be in a position to exchange the material
with another Accredited museum. The governing body will
therefore ensure that issues relating to accountability and
impartiality are carefully considered to avoid undue influence
on its decision-making process.
16.13.1 In cases where the governing body wishes for sound
curatorial reasons to exchange material directly with
Accredited or non-Accredited museums, with other
organisations or with individuals, the procedures in
paragraphs 16.1-5 will apply.
16.13.2 If the exchange is proposed to be made with a
specific Accredited museum, other Accredited
museums which collect in the same or related
areas will be directly notified of the proposal and
their comments will be requested.
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16.13.3 If the exchange is proposed with a non-Accredited
museum, with another type of organisation or with
an individual, the museum will place a notice on the
MA’s Find an Object web listing service, or make an
announcement in the Museums Association’s
Museums Journal or in other specialist publications
and websites (if appropriate).
16.13.4 Both the notification and announcement must provide
information on the number and nature of the specimens
or objects involved both in the Museum’s collection and
those intended to be acquired in exchange. A period
of at least two months must be allowed for comments
to be received. At the end of this period, the governing
body must consider the comments before a final
decision on the exchange is made.

Disposal by destruction
16.14 If it is not possible to dispose of an object through transfer or
sale, the governing body may decide to destroy it.
16.15 It is acceptable to destroy material of low intrinsic significance
(duplicate mass-produced articles or common specimens
which lack significant provenance) where no alternative
method of disposal can be found.
16.16 Destruction is also an acceptable method of disposal in cases
where an object is in extremely poor condition, has high
associated health and safety risks or is part of an approved
destructive testing request identified in an organisation’s
research policy.
16.17 Where necessary, specialist advice will be sought to establish
the appropriate method of destruction. Health and safety risk
assessments will be carried out by trained staff where required.
16.18 The destruction of objects should be witnessed by an
appropriate member of the museum workforce. In
circumstances where this is not possible, eg the destruction of
controlled substances, a police certificate should be obtained
and kept in the relevant object history file
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1
INTRODUCTION
Documentation underpins every aspect of museum activity. Recording collection
information is central to being accountable for the collections, their accessibility,
management, research, study and use. This policy for the documentation of the
collections is to ensure that the information held relating to the collections is accurate,
secure, reliable and accessible.

2

AIMS AND OBJECTIVES

The aim of this policy is to ensure that Littlehampton Museum fulfils its guardianship,
stewardship and access responsibilities.
Through implementation of this policy our objectives are to:
o Improve accountability for the collections.
o Maintain at least the minimum in professional museum standards in
documentation procedures (Spectrum 5.0).
o Extend access to collection information, including provenance, associations and
collections management history, for staff, volunteers and the public.
o Strengthen the security of the collections.
o Support location and movements controls.
o Provide insurance and audit information for Littlehampton Town Council.
The Museum currently has a significant documentation backlog which it is tackling as
part of a large documentation project as outlined in the documentation project plan.
Around 60% of the collection has been entered into a digital collections database
(MODES) and the remaining items are recorded on paper records (Accession registers
and catalogue cards). The main aim of the documentation project is to convert paper
records into digital MODES records which will help to improve access and
accountability.
Ideally for the majority of the collections, especially those that have high monetary or
scientific value, or are of great significance to the town, curatorial staff and volunteers
will document to individual level. However, for certain collections, such as bulk
archaeological excavation material, it is neither feasible nor practical to document the
material in the detail, and we will document items at group level.
The Museum therefore aims to have a basic ‘inventory’ record for all identified items
and groups within the collection, whilst some items will be documented to a more
detailed ‘catalogue’ level.
This policy sets out the documentation which is used to manage the Museum’s
permanent collections and any items loaned to or from this museum.
It is underpinned by legislation and professional guidance which is also set out in this
document.

3

Accountability and Security.

3.1

Definition of accountability
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The Museums and Galleries Commission define the essence of accountability as
follows:
“to enable museums to fulfil their fundamental responsibilities for collections and the
information associated with them. The principles are that a museum should know at
any time exactly for what it is legally responsible (this includes loans as well as
permanent collections), and where each item is located.” (MGC 1993)
3.2

Ethics and legislation

Collections information will be recorded in compliance with all legal requirements,
including the General Data Protection Regulation (GDPR) (2018) and the Freedom of
Information Act (2000). Collections information will be acquired, stored, managed and
used in compliance with the Museum Association’s Code of Ethics for Museums and
to SPECTRUM Standards.
3.3

Security

Measures to ensure the physical security and long-term preservation of all
documentation records, whether paper or computerised will be implemented.
All manual and computerised records will be updated as appropriate. Collections
information will be recorded on Littlehampton Museum’s collections management
database (currently MODES). In order to preserve the database, the Museum has a
subscription to the MODES Expert Support Service. The museum’s computer network
is maintained by Extech, Littlehampton Town Council’s ICT Support Contractor.
Daily backups are made of all files on the Council’s central network server. All records
entered and stored onto the MODES database will be copied and backed up onto an
external hard drive, which will be stored securely, on a monthly basis by the Museum
team.
Paper collections documentation will be stored securely within metal cabinets and kept
within a securely locked room. The documentation project plan outlines the need to
complete digitisation of many of these records to ensure long term preservation and
this continues as part of the project. As these records sit within the Manor House
building, they are protected against loss through the use of fire prevention systems
and plans put in place as part of the Emergency Plan.
4

Standards in procedures and processes

The Museum is committed to maintain the minimum professional standards for
documentation as set out in Spectrum 5.0. We will undertake the following activities as
set out in Spectrum 5.0:

o
o

Object entry – Logging all objects coming into the museums care for
whatever reason, including loans, enquiries and potential acquisitions.
Acquisition and accessioning – Taking legal ownership of objects,
especially (but not always) to add to the museums long-term collections
through the process of accessioning.
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o

o

o
o
o
o
o

Location and movement control – Keeping a record of where all the
objects in the museum can be found, and updating the location each time
an object is moved.
Inventory – Making sure the museum has the basic information to be
accountable for the objects in its care, and tackling the current
documentation backlog.
Cataloguing – Managing the information that gives our collections
meaning.
Object exit – Recording when objects leave the Museum and pass out of
our direct care.
Loans in (borrowing objects) – Managing objects we borrow for a fixed
period of time and for a specific purpose.
Loans out (lending objects) – Assessing requests for us to lend objects
and managing the lending process until loans are returned.
Documentation planning – Making our documentation systems better
and enhancing the information they contain as an ongoing process of
continual improvement.

(For more information on procedures please see the Collections Development Policy 20192024, the Documentation Manual 2019 and the Documentation Project Plan 2019-2021)

5

Access to collections information

Littlehampton Museum is committed to providing access to its collection and related
information for learning, research, creativity and enjoyment. It is committed to
providing and improving current levels of access for staff, the public and for
researchers.
We currently support access in the following ways:
For staff and volunteers: direct access to collections information held on MODES or
within paper documentation records or indirect access via the Museum Team. Access
to object history files and other paper records through the support and advice of the
Museum team. –
For researchers: access to collection information (where it complies with GDPR) via
the Museums public enquiries programme; via facilitated visits; access to online
collection information via the museum website www.littlehamptonmuseum.co.uk , and
through independent collection websites supported by Littlehampton Museum (such as
www.bbc.co.uk/arts/yourpaintings).
For general public: access to collection information (where it complies with Data
Protection) via the Museums public enquiries programme; or via access to online
collection information via the Museum Website www.littlehamptonmuseum.co.uk and
through independent collection websites such as www.bbc.co.uk/arts/yourpaintings.

Littlehampton Museum is committed to increasing the amount of collection information
available online to the wider public. As more information becomes available the
collections section of the website will be updated and the museum team are exploring
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opportunities to add a MODES plug in to our current website. This will be a direct
result of work done as part of the Documentation Project Plan.

6
Documentation Planning (Formally known as Retrospective
Documentation)
In the event of a documentation backlog, this will be addressed as soon as possible
using a documentation project plan, detailing the appropriate timescales and staff
resources. This plan will be maintained and revised as necessary.
The documentation project plan will ensure that the documentation backlog meets
SPECTRUM 5.0 standards.
Please see the Documentation Project Plan for the museums approach to tackling its
current documentation backlog.
7.

Review

This policy will be reviewed at least every 5 years by the governing body,
Littlehampton Town Council. This policy is due for review in September 2024.

7

Associated policies and documents.
o
o
o
o

Littlehampton Museum Collections Development Policy
Littlehampton Museum Documentation Manual
Collections Documentation Project Plan.
Littlehampton Museum Emergency Plan.
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Appendix E – Littlehampton Museum – Access Policy.

Littlehampton Museum – Access Policy
Date

September 2019

Document Number
Edition Number

1

Policy Maker

Charlotte Burford, Museum Project Manager and Curator

Governing Body

Littlehampton Town Council

Responsibility

Community Resources Committee

Resolution Number
Review Cycle

To be reviewed every 5 years.
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1. Statement of Purpose
Littlehampton Museum is a cultural service provided by Littlehampton Town Council to
promote the history and culture of Littlehampton and surrounding areas. The Museum
will collect, conserve and interpret its collections, providing appropriate access and
care according to Professional Museum standards. The Museum will seek to engage
a wide audience through a varied programme of events, exhibitions, outreach and
online engagement.
Littlehampton Museum aims to provide the widest possible access to the Museum,
collections and services to enable the whole community to enjoy and use the museum.
Within the Museum we will aim to provide independent use wherever possible and
take the museum services to the wider community when possible.

2. Definition of Access
We define access as something that is made possible when physical, cultural, social,
financial, intellectual, psychological and emotional barriers are removed or reduced.

3. Commitment to Accessibility
Littlehampton Town Council recognises there are many barriers to access at all levels
of the museum service. We believe that all people have a fundamental right to engage
with, use and enjoy the museum and the services it provides.
Thinking long term, the Museum will ensure that accessibility is part of our future
projects and engagement programming. We are committed to making continuous
improvements as part of our Access Plan.
Our commitment to accessibility extends to our staff, volunteers and work placements
as well as visitors.
We are committed to ongoing training in access issues for staff and volunteers.
To eliminate barriers and ensure equality of access we will consider the following
forms of accessibility.
•

Physical – to enable people with physical disabilities to reach and appreciate
every part of the museum service. To take into account the needs of the elderly
and of people caring for young people.

•

Sensory – to enable visitors with impaired vision or hearing to enjoy the
museum’s building and collections.
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•

Intellectual – we recognise that people have different learning styles and we
will provide interpretation in a range of learning styles. We also aim to ensure
people with learning difficulties can engage with and enjoy the museum and the
collections.

•

Cultural – to consider the needs of people for whom English is not a first
language, or whose knowledge of English history and culture may be limited.

•

Attitudinal / Emotional – to ensure the museum environment and museum
staff are welcoming to visitors from all sections of the community. We will also
aim to ensure people of Littlehampton feel the museum is of significance to
them.

•

Financial – Littlehampton Museum is a free resource and the shop provides a
range of low-cost souvenirs. We will take into account that paying can be a
barrier to access when creating any future programming.

4. Museum Building
We aim to provide equal access to the Museum Galleries within the Manor House for
all visitors. It must be appreciated that as a listed building some physical adaptations
to the Manor House are impossible or very difficult to undertake. Littlehampton Town
Council will continually work to improve facilities and make the collection as accessible
as possible.

5. Access to Collections
Our staff are committed to increasing public access to the collections and information
and to increasing knowledge and understanding of Littlehampton’s cultural heritage.
We will provide varied means of access to the collections, including exhibitions, talks,
handling sessions, schools loan boxes, online publications and events.
To increase access to the collections not on display we offer an enquiry service, the
ability to book a room for research, online collections pages and access to staff.
We will provide levels of information and interpretation to suit a range of audiences
and abilities. We will ensure that the presentation and labelling of displays respects a
diversity of background. We will aim to make all interpretative texts in an easy to read
and accessible format.
We will develop our handling collections and loans.

6. Access to Learning
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Littlehampton Museum will provide learning opportunities for different audiences and
levels of ability and tailor our programme to the needs of specific groups. We will
provide online resources for schools’ visits, schools loan boxes with educational
material and aim to develop future educational resources.

7. Access to Visitor Services
Reception staff are on hand at the entry to the Museum to offer help and assistance.
The Museum team are on hand for any questions or queries and to welcome large
groups.
We will consider the comfort of our visitors by providing seating in galleries.

8. Access to Communication.
We will promote our activities and events using accessible means of communication.
We will provide a range of ways that people can communicate with us.
We will evaluate all our services and projects to ensure they meet the provision of this
policy and we will consult users and non-users on new developments.
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Appendix F – Littlehampton Museum Care and Conservation Policy.

Littlehampton Museum
Care and Conservation Policy
Date

September 2019

Document Number
Edition Number

1

Policy Maker

Charlotte Burford, Museum Project Manager and Curator

Governing Body

Littlehampton Town Council

Responsibility

Community Resources Committee

Resolution Number
Review Cycle

To be reviewed every 5 years.
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1. Introduction
The Care and Conservation Policy has been written in accordance with Littlehampton’s
Museums Statement of Purpose and Collections Development Policy. The policy should be
used in conjunction with the Care and Conservation Plan which sets how the policy will be
put into action.
The purpose of the Care and Conservation Policy is to set a framework for:
• The preservation of the collections in the care of the museum
• Preventative and remedial conservation of the collections
• The safe use of and access to collections, within the limits of the museum’s resources
The care and conservation of the collections will be at the forefront of any new project or
plans to change displays, storage or during significant building works.
2.

Long Term objectives

2.1. Littlehampton Museum hopes to tackle a significant backlog in collections
documentation as well as improving the storage and preventive conservation of its
collection whilst providing the public with opportunities to engage with the collections.
Over the next two years it hopes to:
•
•
•
•
•
•

Complete a full inventory of the collections, meeting Spectrum 5.0 minimum
standards for documentation within the MODES collections management system.
Create a new store within the Manor House building to help improve collections
care.
Continue with a programme of rehousing objects in inappropriate storage
containers or areas.
Develop the collection through acquisitions and disposals as outlined in the
collections development policy.
Engage the public with the collections documentation project through the in
gallery documentation hub, blog posts on the website and object handling
sessions.
Improve collections care – working to Benchmarks in Collections Care 2.1.

3. Standards for Care
3.1 Littlehampton Museum aims to improve the care and conditions of its collections in
line with Benchmarks in collections care 2.1, improving its current score over the
duration of the current Future Plan document.
3.2 The Museum will manage the collection in line with professional standards outlined in
Spectrum 5.0, the UK museum’s collections management standard.

4. People
4.1. The Museum will recruit experienced and trained museum professionals to manage
the museum’s collections.
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4.2. All new staff will follow a set induction process including an introduction to this policy
and other relevant museum plans and procedures.
4.3. All staff will have the opportunity to further develop their skills through regular
development reviews and through continuing professional development.
4.5. All staff and volunteers should be trained on how to handle museum objects as well
as how to supervise and lead object handling sessions with the public. Visiting
researchers should be briefed on good handling techniques prior to working within the
collections. They will be made aware of any health and safety risks or vulnerable objects.

5. Preventive Conservation
5.1. Littlehampton Town Council will ensure that the Manor House (home to the galleries
and object stores) is well maintained and any issues that threaten the environment or
security of the collections are quickly dealt with.
5.2. Monitoring of environmental conditions within the museum galleries and stores will
be undertaken by museum staff using a system of spot checks and a calibrated logging
system (LogTag). Any necessary action will be taken to improve the environment as set
out in the care and conservation plan.
5.3. Temperature and Relative Humidity (RH) within the Museum Stores will be
maintained with dehumidifiers which will be looked after by the museum team and the
amenity team.
5.4. Light levels will be monitored through the use of blinds in areas where natural light
falls on collection objects and monitored with an Elsec light meter.
5.5. Integrated Pest Management (IPM) will monitor the threat from pests with a series of
traps around the museum gallery and stores. The Museum team will complete a
quarterly review of pests and act if any infestations are present, seeking the advice of a
conservator where necessary.
5.6. A regular housekeeping plan will be in place to prevent the build up of dust
alongside museum cases and good storage enclosures to prevent dust build up on
collections on display and in store. Collections on open display will be cleaned only by or
under the supervision of trained museum staff.
5.7. Handling of objects will be kept to a minimum, all staff, volunteers and visiting
researchers will be given a brief by the museum team before handling any objects being
made aware of object handling basics as well as any manual handling concerns. Manual
handling will be provided for the museum team as part of their induction.
5.8. Damage to collections during transportation (for loans etc) will be mitigated through
good packing techniques. Art handling companies or couriers should be briefed and
supervised when handling museum objects.
5.9. All objects should be stored in appropriate materials. These include, as appropriate,
acid free tissue paper and boxes, polyethylene boxes with silica gel, and metal cabinets.
Specialist advice should always be sought whenever in doubt. The Museum is currently
improving the storage of objects replacing old or inappropriate storage as budget allows.
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6. Remedial Conservation
6.1. Remedial Conservation may be needed for objects due to general decay on an
object, disaster, poor display/storage or a loan request.
6.2. As part of the house keeping programme items identified as being in need of
remedial conservation should be set aside. All items in need of remedial conservation
should be assessed by a relevant qualified conservation professional.
6.3. The Collection Management budget can be used to cover conservation costs.
Grants to help with the cost of conservation will be sought whenever possible.
Conservators should be selected from the list of approved contractors by
recommendation from regional conservation advisor or from the ICON conservation
register.
6.4. All remedial treatments will be fully documented with a written and photographic
record and should be filed appropriately according to the documentation manual and the
condition notes updated on MODES.

7. Auditing and monitoring of collections
7.1. Museum accessions, updating of collection locations and object condition will be
recorded on the collections management system to SPECTRUM 5.0 standards as
outlined in the Documentation Plan.
7.2. Monitoring the collection for signs of deterioration or other conservation issues is
monitored during regular conservation activities such as IPM, the collections
documentation project and stores cleaning.
7.3. A full audit of the collections will take place at a minimum every 5 years – with an
aim to audit one part of the collection annually.

8. Use of Collections for loans
8.1. All Outgoing loans will be subject to a loan agreement which is written for each
individual loan and all documentation should be completed in accordance with the
collection’s documentation manual. Outgoing loans should have any necessary
conservation work completed before leaving the museum.
8.2. All incoming loans will be subject to a loan agreement for each individual loan and
all documentation should be completed in accordance with the collection’s
documentation manual.

9. Security and Emergency plan
9.1. Security is an important element of collections care. All collections stored within
public galleries will be securely locked whilst objects on open display will be secured
appropriately. Galleries should be monitored by the staff on reception with any issues
being reported to the Curator.

Page 63 of 64
133

9.2. The Museum security is maintained by Littlehampton Town Council who are
responsible for systems of access, keys, CCTV and intruder alarms. A security review
will be carried out every 5 years by the Curator.
9.3. Collection Store rooms will be kept locked except when in use. Any visiting
researchers or contractors will be supervised at all times.
9.4. The Museum’s emergency plan will be kept up to date to ensure that it remains
relevant.
9.5. A professional salvage company is contracted to provide additional emergency
support (Harwell).
10. Specialist

Collections

10.1. The Museum houses no working historic objects.
10.2. The Museum houses an entomology and natural history collection. The museum
will seek specialist advice for the care and conservation of this collection. Museum staff
will be trained to care for the collection by external museum professionals.

11.Review
11.1. This document will be reviewed at a minimum every 5 years. The next review date
is set for September 2021 – towards the end of the current Collections Documentation
Project.
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Littlehampton Town Council
Non-Confidential
Committee: Community Resources
Date: 5th September 2019
Report of: The Town Clerk
Subject: Town Council Tree Planting

1. Summary
1.1

This report updates Members on the Highway tree planting for which the Town
Council is responsible and suggestions for further planting.
2. Recommendation
The Committee is Recommended to:
Decide whether to continue with annual tree planting or to earmark funds for an
“avenue” tree scheme when the Fitzalan Road extension is complete.
3. Background

3.1

The Town Council last embarked upon a tree planting scheme in 2011 with fifty
trees per annum being planted up to 2015. The tree stock is subject to regular
checks by the Amenity Team as part of their work schedule which includes
maintenance and nurturing the trees and identifies maintenance / replacement
needs.

3.2

The current stock is surveyed regularly by a specialist and the most recent
survey was undertaken in 2018. Overall the stock is in good condition. The full
list of trees for which the Town Council is responsible is attached as Appendix 1
to this report.

3.3

Councillors were asked to make suggestions for further planting and the following
have been received:
•

Winter Knoll and Parkside Avenue to replace some trees that have been
lost.
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•

3.4

The Lyminster by-pass/ Fitzalan Road extension - These roads are still
some way off completion and any requests regarding planting will need to
be considered alongside the planting scheme that has been agreed as
part of the construction.

When considering planting some of the factors that should be taken into
consideration are :
o
o
o
o
o
o
o

Timing - in general, the best time for planting trees is October – April but
not when the ground is frozen, too dry or water logged.
Why is the tree being planted and will it serve a function (e.g. shade,
noise mitigation).
What species is best suited to the proposed location.
Do overhead or belowground utilities preclude planting.
Is the permission of the landowner / the local Highways Authority required.
What are the soil conditions and how will necessary maintenance be
provided.
Immediate aftercare and long-term maintenance needs.

4. Financial Implications
4.1

The annual tree planting budget for 2019/20 is £1,500 which is being taken from
EMR. £38.45 has been spent so far this year. There is £3,090.92 EMR available.

Peter Herbert
Town Clerk
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Littlehampton Town Council
Non-Confidential
Committee: Community Resources
Date: 5th September 2019
Report by: Town Clerk
Subject: Events
1. Summary
1.1

The report sets out recent matters of relevance to the Community
Resources Committee:
(1) Outcome of the Armed Forces Day.
(2) Outcome of the Sandcastle Competition.
(3) Outcome of the Screen on the Green.
(4) Update on the Christmas Lights Switch on and Late-Night Shopping
event.

2. Recommendations
The Committee is Recommended to:
(1)
(2)
(3)
(4)
(5)

Note the outcome of the Armed Forces Day (paragraphs 3.1 to
3.1.10 refer).
Note the outcome of the Sandcastle Competition (paragraphs
3.2. to 3.2.6 refer).
Note the outcome of the Screen on the Green (paragraphs 3.3 to
3.3.9 refer).
Approve the recommendations for the Christmas Lights Switch
on. (Paragraphs 3.3.1 to 3.3.4 refer).
Note the financial implications as set out in paragraph 4.

3. Background
3.1
Armed Forces Day
3.1.1 The event was held on Saturday 29th June in line with national
celebrations and attracted a good number of organisations and
displays. The hot weather meant that the event also attracted a large
number of people.
3.1.2 A Boultbee Spitfire Aerial display was supplied by R5 Air Displays.
Norm Webster was the contracted Flight Display Director who has
worked with the Council since 2012. A successful bid was submitted
after the 2018 event for a flypast from the Battle of Britain Memorial
Flight (BBMF). The scheduled plane was due to be a Hurricane.
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3.1.3

3.1.4

3.1.5

3.1.6

3.1.7

However, due to operation failure the aircraft was replaced by a Spitfire
took part in the flypast. The support of the Lifeguards, Harbour Board,
RNLI and Foreshore staff was invaluable to the success of the aerial
display.
Other highlight attractions included the Flyin Ryan Motorcycle Stunt
Display Team, an armoured vehicles display, an arena performance
from the Gatwick Caledonian Pipe Band and a line-up of vintage
military vehicles. The vehicle owners in attendance expressed their
satisfaction with the event and showed interest in supporting it again in
the future. The Museum had a tent with military artefacts and
information boards which attracted more than 600 people. The
Museum also supported the ‘Beat the Street’ campaign by allowing for
a box to be located in their tent. This attracted a number of new
visitors.
A total of 17 organisations attended the event with fundraising stalls
and the results of a feedback survey indicate that approximately £3,948
was raised by the 7 stalls that responded to financial section of the
survey. 15 organisations were made up of uniformed groups.
Local uniformed groups including the Nautical Training Corps, the 4th,
5th & 7th Littlehampton Scouts, the Littlehampton Sea Cadets, the
Sussex Army Cadets and the Royal British Legion (Littlehampton
Poppy Appeal and the Sussex Riders) assisted in the planning of the
event once again.
This year’s event was in aid of the Royal British Legion Poppy Appeal
with the catering pitch fee of 20% of the takings (£759.30) going to the
charity. The donations were made up by three caterers; SW Catering
and two new caterers; The Rolling Stone Pizzeria and Edgcumbes
Coffee Unit. The addition of alternative caterers was agreed with
Harbour Park prior to the event taking place and worked well.
Publicity included a week-long radio campaign on Spirit FM leading up
to the event, distribution of A5 flyers, Progress Newsletter, the Town
Council’s websites, lamp post banners, Town Council events guide, an
editorial in Primary Times magazine, listed on the National Armed
Forces Day and Harbour Park websites, posters in the Town Council
noticeboards and advertising on the rear panel of the Amenity Team
electric van. The event was also publicised extensively on the Visit
Littlehampton Facebook page and proved to be extremely popular as
shown in the insights table below. Facebook insights are a tool used to
track user interaction and analyse the number of active users to better
understand page performance. Facebook allows people to say if they
are ‘going’ or ‘interested’ in the event. Post Reach is the number of
people who have seen the post.
Event
Post reach
Armed
37,800
Forces
Day
Demographics;

Responses
2000

Interested
1,500

Attended
387
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Age and Gender
Men = blue, Women = Green

Towns with highest responses

3.1.8 Littlehampton Town Council applied for the RAF band but were
unsuccessful.
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3.1.9 Holding the event solely on East Green was repeated a second time.
This was a success, with positive comments from all who attended
including dignitaries, performers and the community groups.
3.1.10 Feedback was positive with regards to the event being on one green
once again. Suggestions for 2020 include; Trailer toilets to be situated
on the event site, as public toilets located by Harbour Park and Norfolk
Gardens are a considerable distance away for those with mobility
issues or small children. Officers will also explore alternative
refreshment provisions for dignitaries and clearer guidelines for parking
and positioning in the parade. Other comments included that stalls
should be situated around the arena and that the possibility of having a
licensed alcohol area should be explored.
3.2
Sandcastle Competition
3.2.1 The popular Sandcastle Competition was held on Thursday 8th August
between 11am and 12pm to fit in with the optimum tide. The event took
place on East Beach near the Stage by the Sea, with the support of
Harbour Park. Clumsy Entertainment were contracted to perform a
magic show for participants and visitors during the registration process.
Due to the beach clean in Bognor on the same day, Spirit FM were
unable to support the event as judges as they had done in previous
years.
3.2.2 The table below shows the total number of entries and participants for
2019 and 2018 showing there was a slight increase in participation this
year in comparison to 2018. This was positive considering the overcast
weather and a time clash with the running of the popular Kickstart
event, which is attended by hundreds of local children.

Total Number
of Entries
Total Number
of Participants
Top 5 towns of
participants

2019

2018

129

145

292

285

Littlehampton 123
London 27
Bognor 16
Rustington 15
Worthing 11

Littlehampton 150
Worthing 18
Rustington 15
East Preston 8
Horsham 7

3.2.3 The competition was divided into three age categories; five and under;
over five and ten and over. Each age category was allocated a section
of the beach to make it easier for the judges. The most popular
category was the over 5’s with 60 entries. People from over 30 different
towns took part in the competition, including people from Leeds,
Norwich, Maidstone and even the Netherlands.
3.2.4 A sample of people were asked how they found out about the
competition. 40% of people found out through the Visit Littlehampton
Facebook page, with others citing, Raring 2 Go magazine and friends
as sources of information.
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3.2.5 The event was well received on the Visit Littlehampton Facebook page,
particularly amongst women aged 25-54. The insights from Facebook
below correlate with the data highlighted in the table above.

Demographics;

Towns with highest responses

Age and Gender
Men = blue, Women = Green
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3.2.6 All entrants received a free bucket labelled with the Visit Littlehampton
and Harbour Park logos. The Town Mayor, Chair of the Community
Resources Committee, Deputy Mayor and LOCA volunteers judged the
entries which were of excellent standard. The winners of each category
won prize packs donated by Harbour Park, Bah Humbug Sweets, Out
of Bounds, The Wetland Centre and Mewsbrook Park Café.
3.2.7 Suggestions for 2020 included having a separate category for
sculptures and sandcastles and introducing an adults’ category.
3.3
Screen on the Green
3.3.1 The event was held on Saturday 17th August on West Green. The film
shown was 2007 Musical Comedy, ‘Hairspray’ (PG). The film was
selected by the public during a vote in the early part of 2019. The other
options were Back to the Future and Paddington.
3.3.2 The event was moved from East Green on to West Green. Due to the
decrease in attendance from 2018 the event worked well on West
Green. However, had the event attracted the same quantity of people
from 2018, the event area would have run close to maximum capacity.
The area of East Green allows for significantly higher attendance
figures. Should a popular film be chosen it is recommended that the
event returns to East Green for 2020.
3.3.3 Screen on the Green was advertised via the usual outlets and proved
to be considerably less popular than the Friday event of 2018, as
shown in the insights table below.
Post reach
178,100

Greatest
Showman
(2018)
Hairspray 32,900
(2019)

Attended
1,242

Interested
3,837

310

1,200

3.3.4 Sponsorship packages were promoted to local businesses but there
was little interest. The Chichester branch of Mortgage Advice Bureau
sponsored the event at a reduced cost of £550. The sponsorship
package included acknowledgement in Screen on the Green news
items on the Town Council’s website and Visit Littlehampton website
event listing, acknowledgement in weekly Facebook posts form 15th
July, a business advert on the screen and a logo on our park banners.
Mortgage Advice Bureau also opted to purchase a feather flag as part
of their package which was purchased by the Town Council at a cost of
£234, thus making Mortgage Advice Bureau’s total net contribution
£316.
3.3.5 Caterers included The Rolling Stone Pizzeria, The Littlehampton
District Lions, Nic and Ben’s Entertainment and Kang Foo Noodles.
Four vendors worked well as the majority were visited throughout the
evening and reported good takings. The caterers were situated on
Banjo Road.
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3.3.6 It is estimated that a mixed demographic of around 1,500 people
attended the event. The crowd was significantly smaller than last year
which could be due to a combination of the inclement weather and film
choice. The audience was a mix of families and mature adults. There
was minimal disruption and the event went smoothly.
3.3.7 The decision to have entertainment prior to the event worked well and
each act was well received by those that attended the event. The
performances by the two singers on West Green; Nathan Smithers and
Marvin Ford and magician Matt Parro were particularly popular. The
public generally do not arrive on the event site until around 6.30pm
which meant the two singers on the Stage by the Sea were not seen by
many people. This could have been different had the beach been busy.
3.3.8 The decision to have trailer toilets on the event site was welcomed by
filmgoers and ultimately served as a safer and more convenient
alternative to the public toilets situated at the Coastguard Tower and
Norfolk Gardens.
3.3.9 The main feedback from the event was the noise generated by the
speakers. Residents of Littlehampton who did not attend the event
contacted officers via the Visit Littlehampton Facebook page to say that
they could hear the entertainment and film from their houses due to the
wind being exceptionally high that evening. The level of noise
generated was monitored on site throughout the event by the
contracted production company and did not exceed the recommended
levels set out in The Code of Practice on Environmental Noise Control
at Concerts. However, the level will be closely monitored at future
events.
3.4
Christmas Lights Switch on and Late-Night Shopping
3.4.1 Officers have received numerous requests from the general public to
have reindeer at the event so their addition will be well received and
could attract visitors from outside the town.
3.4.2 Other entertainment and attractions confirmed for the event include an
acoustic performer; Luch Stefano, Littlehampton Baptist Churches’
Nativity, Elsa impersonator, LOCA artisan stalls, Crafter’s Corner stalls
and face painting, inflatables and side stalls from Nic and Ben’s
Entertainment, the Littlehampton District Lions’ Santa’s Grotto and an
area for Christmas storytelling. Officers have also approached Coles
Funfair, Sussex Steel, The Inspirations Community Choir and a local
band.
3.4.2 It is RECOMMENDED that a reindeer treasure hunt following a similar
format from previous years is run to encourage children to visit local
businesses during the festive period it is recommended that prizes are
sought from a local business.
3.4.3 As part of the Christmas illuminations a further elf design is due to be
created for 2019. Officers are working with local artist Steve Carroll to
create an elf to be added to the existing projected elves. In 2018 a
competition took place to name one of the elves. To attract attention to
our illuminations, it is RECOMMENDED that a ‘name the elf’
competition is repeated for 2019. Children must be under 16 and be
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based in Littlehampton. The winner will be invited to assist the Mayor in
switching on this year’s Christmas lights.
3.4.4 Historically the Town Council have worked with a local radio station to
publicise and deliver the Christmas Lights Switch on. In 2018, a
publicity campaign with Spirit FM cost £620.40. The campaign
consisted of the creation of an advert that was broadcast 6 times a day
over a 7-day period and the attendance of the Spirit FM team on the
day of the event. Spirit FM have supported the event for a number of
years and have replicated their quote from 2018. More Radio have
submitted a quote of £550 with the option to include a two-hour
presenter appearance for an additional £150. It is RECOMMENDED
that Spirit FM be booked as they continue to meet our requirements. A
comparison of the two quotes can be seen in the table below:
Spirit FM (Chichester)
Radio advert broadcast 6 times a day for
7 days (42 advert plays in total).

Promotional team to assist at the event.
free of charge
Weekly Listeners: 42,000 West Sussex
Weekly Listening Hours: 323,900
Average Weekly Listening Hours: 7.6
ABC1 Listeners: 33%
Cost: £620.40 +VAT

More Radio (Worthing)
Promote and encourage people to
attend the event. Minimum 3 adverts
per day for 5 days (15+ event plugs in
total).
Promotional team to assist at the
event. free of charge
Listeners Every Month: 26,640
Weekly Listening Hours: 308,400
Average Weekly Listening Hours: 6.3
ABC1 Listeners: 64%
Cost: £550 +VAT

4. Financial Implications
4.1

A budget of £13,500 was allocated to the Armed Forces Day event
from the Community Budget. Harbour Park contributed £3,000. This
brought the total budget to £16,500. The estimated total event cost is
£14,101.94.

4.2

A sum of £400 was allocated to the Sandcastle Competition from the
Community Budget. Harbour Park contributed with £85 towards the
purchase of buckets which brought the total budget to £485. £250 was
spent on the sound and production for the event, in line with the tender
agreement. A further £150.50 was spent on new buckets required for
the event and £120 was spent on the entertainment for the Stage by
the Sea. This brought the event £35.50 over budget, which can be met
by the underspend from the Armed Forces Day event budget.

4.3

A budget of £15,000 was allocated for Screen on the Green from the
Community Budget. £786 of income was generated through
sponsorship and the catering pitches. Although internal staffing costs
are to be confirmed it is estimated that the total expenditure will be
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around £15,300. This can again be met by the underspend from the
Armed Forces Day event budget.

Peter Herbert
Town Clerk
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Littlehampton Town Council
Non-Confidential
Committee: Community Resources
Date: 5th September 2019
Report of: The Town Clerk
Subject: Service Funding Agreement & Grant Aid Update
1. Summary
1.1
1.2

This report updates Members on the start of the Service Level
Agreement Reviews and the re-evaluation of the Grant Aid criteria.
In addition the Committee is asked to consider requests from two
groups which were awarded grants as part of the 2019/20 Grant Aid
budget who are seeking changes to the terms of their grant.
2. Recommendations
The Committee is recommended to:
(1)
(2)
(3)
(4)

Note Service Funding Review Update.
Consider changes to the Grant Aid Criteria for further
investigation at the October meeting.
Consider the request from Creative Heart Littlehampton CIC to
redirect their Grant award.
Consider the request from the Maritime Volunteer Service to
redirect their Grant award.

3. Grant Update
3.1

Service Funding Agreement Review 2019/20

3.1.1 All Service Funding Agreements (SFAs) are due to expire on the 31st
March 2020 and are subject to review. The Council currently holds
SFA’s with twelve local organisations and the total allocated budget for
2019/20 for these SFA’s stands at £38,700 (see the table below).
3.1.2 The review process is underway, and all organisations have been
contacted and requested to provide their most recent annual reports,
business plans and an indication of their future plans and the level of
funding that they will be seeking going forward. This information will be
collated for consideration by this Committee at the October meeting
with a view to making a recommendation as part of the 2020/21 budget
discussions.
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Arun & Chichester C. A. B

£3,500

LOCA - Littlehampton's Organisation of Community Arts

£1,500

Arun Community Transport

£3,200

Freedom Leisure

£2,000

PCC All Saints Church – Wick Information Centre

£4,000 (this includes £2k from the Wick Week
Budget)

Littlehampton Bonfire Society Limited

£5,500

Littlehampton Badminton & Squash Club

£500

The Keystone Centre

£3,000

Littlehampton Sportsfield Management Committee

£4,500

Voluntary Action Arun and Chichester

£1,500

Littlehampton Shopmobility

£2,000

Littlehampton Ferry

£5,500 (plus mooring fees £2,000 p/a)
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3.2

Grant Aid Policy Criteria
During the recent exercise to identify priorities for this Council (20192023), Members identified a review of the current criteria was required.
This will be on the agenda for the October meeting. The Town
Council’s current Grant Aid Policy Criteria is attached for reference
(Appendix A) and Members are asked to identify areas that require
investigation.

3.3

Request for changes to 2019/20 Grant Awards

3.3.1 Two organisations which were awarded grants in 2019/20 have
requested changes to the use of the funds awarded.
These are as follows:
3.3.2 Creative Heart Littlehampton CIC
The Group was awarded a grant of £2,500, as a contribution towards
the cost of purchasing a disability changing bed. The Grant was ring
fenced pending confirmation that the remaining funds (total cost
£4,000) had been secured and that the project would proceed. This
was part of a larger initiative to equip a fully accessible bathroom at the
Tamarisk Centre. The Group aims to bring the Centre back into use by
creating a safe and inclusive community space to help tackle
loneliness, improve physical, emotional and mental well being through
a range of activities. The new hub is expected to open its doors in
October.
The Group has been advised that a donor has come forward wishing to
donate both the changing bed and a hoist. They therefore wish to
retain the grant and redirect the funds to meet the installation costs of
the hoist in the bathroom, enabling them to deliver a fully equipped
accessible bathroom facility at the Centre. Members are asked to
consider the change of use of the funding.
3.3.3 Maritime Volunteer Service (MVS)
The Group was awarded a grant of £400 as a contribution towards the
cost of VHS radio operator training. The Grant was ring fenced pending
confirmation that the remaining funds (total cost £4,000) had been
secured and that the project would proceed. This was part of larger
initiative to provide a voluntary river patrol service that would support
the Harbour Master in ensuring safety on the River Arun and promote
safe use of the River.
In the period since making their application and receiving confirmation
of the Grant, the Group has completed most of the arrangements to
support the Harbour Master in the supervision of the Harbour providing
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support patrols aimed at discouraging speeding, excessive wash and
behaviour likely to upset other river users and wildlife. The Group aims
to provide support for training of youth groups, the disadvantaged and
those with disabilities and has established a working relationship with
the local Sea Cadets. Whilst the Grant was specifically awarded for the
training of VHF Operators, with hindsight it takes longer to train skilled
boat handlers (PB Level 2). Having evaluated the progress establishing
the service the organisers believe that the grant would be more
beneficial if it could be redirected towards providing powerboat training
and are seeking permission to re-direct the Grant accordingly. It is
understood that the local Sailing Club has offered to assist with the
training which will help contain costs and Members are asked to
consider the change of use of the funding.
4. Financial Implications
4.1

The total grants awarded in 2019/20 was £19,580 out of requests
totalling £61,949. The annual budget is currently £20,000.

4.2

The funding of £2,500 for Creative Heart and the £400 for the Maritime
Volunteer Service is held within this years’ budget. If Members do not
approve the requests to re-direct these grants a decision will be
required as to whether to re-allocate the funding, return the funds to
General Reserves or to add them to EMR and make them available as
part of next year’s award programme.

Peter Herbert
Town Clerk
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Littlehampton Town Council
Non-Confidential
Committee: Community Resources
Date: 5th September 2019
Report of: Town Clerk
Subject: Rosemead Park
1. Summary
The report updates Members on proposals to begin a project to replace
the play equipment at the Park.
2. Recommendations
The Committee is Recommended to:
(1) Agree the permanent removal of the play equipment at
Rosemead Park.
(2) Note the financial implications.

3. Background and update
3.1

The Town Council took on responsibility for the Rosemead Open Space
from Arun District Council in 1998. In 2006 two areas of play equipment
were installed one in a fenced playground area and a series of pieces of
gym style equipment on the opposite side of the ground. The gym
equipment was declared obsolete and removed in 2013. There was also
a shelter in this area which was removed following constant vandalism
and related complaints in 2018.

3.2

All of the play equipment is inspected on a monthly basis by Arun District
Council and a report is sent to the Town Council and any minor repairs
are then undertaken by the Amenity Team or by a contractor as required.
An additional annual condition survey is undertaken by the equipment
manufacturers Proludic. The last inspection was carried out in January
2019. In addition, the A Team undertake daily, monthly and quarterly
checks.

3.3

The playground area has proved very popular and is well used on a daily
basis but is now beginning to show signs of wear and tear. Several parts
requiring immediate replacement were attended to in the Spring
amounting to £1908.65p and one item had to be removed as it was no
longer safe for use. More recently, the surface in the play area has lifted
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necessitating an urgent repair at a cost of £2,214. Work to repair the
wetpour play surface is scheduled for 10th September. The cost of this
work could potentially increase if the surfacing needs to be thicker in
depth than originally anticipated. This can only be confirmed when the
current surface cover is completely removed.
3.4

In September 2016 a planning application to develop the land south of
the Littlehampton Academy at Elmgrove Road (LU/55/15/OUT) was
approved which included provision under a Section 106 developer
agreement for a contribution of £68,000 towards improvements to this
area. This planning application has however yet to be fulfilled.

3.5

In the intervening period the wear and tear of play equipment and the
wetpour play surface has continued to the point where the Town Council
can no longer delay replacing it and it is proposed that a project to
replace the play equipment is now progressed. This would begin with a
community engagement exercise this September to gauge support for
the improvements and gain feedback on what users would like to see in
the play area and the new equipment in place by Spring 2020.

3.6

It is possible to design the new playground to expand should the housing
development commence in the future.

3.7

The Council will need to decide on the preferred option at a meeting in
December 2019 or early in the new year.

4. Financial Implications
4.1

The total cost of repairs on the playground is £4,122. There is £10,000 in
the 2019/20 budget.

4.2

The Town Council has received a developer contribution from Anesco
following the construction of their solar farm in the sum of £12,000. The
Town Council has also accumulated a reserve fund of £70,819 towards
the redevelopment of the play area. It is estimated that a further £4,000
could be earmarked at the end of 2019/20 from the 2019/20 budget.

Peter Herbert
Town Clerk
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Littlehampton Town Council
Non- Confidential
Committees: Community Resources Committee
Date: 5th September 2019
Report by: Town Clerk
Subject: Metal-Detecting Procedure
1. Summary
From time to time, the Town Council may receive requests for permission
from individuals or organisations wishing to carry out metal detecting on land
owned, leased or managed by the Council. This document sets out a
procedure for the Council regarding such requests and if agreed would come
into effect on the date that it is adopted.
2. Recommendations
The Committee is Recommended:
1) To approve that only Rosemead Park be made available for metal
detecting.
2) That to obtain the permission of the Town Clerk to undertake metal
detecting, the criteria set out in paragraphs 4.1 to 4.6 be met and that if
they are, permission not be unreasonably withheld.

3. Background
Local authorities have the power to ban metal detecting and other activities on
their land with the use of byelaws. Only Rosemead Park appears to be
appropriate for metal detecting. The Manor House and the allotments sites
should not be used for this. It is recommended that the use of metal detectors
on such land is regulated by the following procedure:
4. Metal-Detecting Procedure
4.1

Persons or organisations wishing to carry out such research will need to apply
in writing to the Town Council for permission to use a metal detector as well
as to undertake associated survey work on land owned, leased or managed
by the Town Council.

4.2

Permission for such activity may not be given by an individual councillor nor
by any tenant of land owned by the Council. Any individual or organisation
carrying out metal detecting on land owned, leased or managed by the Town
Council shall record finds on the said land with third parties including:

152

1.The Portable Antiquities Scheme [PAS]
2. Historic Environment Records [HER]
3. Any museum service only after gaining the appropriate permission of the
Council to do so and then to an accuracy of findspots that all parties are
comfortable with.
4.3

Any individual or organisation carrying out metal detecting on land owned,
leased or managed by Littlehampton Town Council shall hold a current
National Council for Metal Detecting [NCMD https://www.ncmd.co.uk/ ]
membership card showing details of their £10,000,000 Public Liability
Insurance cover. This also confirms that they will adhere to the NCMD
voluntary Code of Practice for Responsible Metal Detecting.

4.4

All treasure as defined by the Treasure Act 1996, together with any artefacts
including, amongst others: metal objects (including coins, weapons and
jewellery etc.), worked flints, pottery, building materials, slags and worked
bone found on land owned, leased or managed by the Town Council shall
remain the property of the Council.

4.5

The rules and procedures as set out in the Treasure Act 1996 will need to be
followed and complied with (see https://finds.org.uk/treasure for further
information).

4.6

Tenants of land owned by the Town Council will be provided with a link to this
procedure and will be made aware that it is their duty to ensure that its details
are complied with.
5. Financial Implications
There are none arising from this report.

Peter Herbert
Town Clerk
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Littlehampton Town Council
Non-Confidential
Committee: Community Resources
Date: 5th September 2019
Report by: The Town Clerk
Subject: Littlehampton Visitor Information Points
1. Summary
1.1

This report updates the Committee on the ways in which the Town Council
has been facilitating the continuation of the Visitor Information Centre and
educational visits hosted at the Look & Sea Centre. It also details a proposed
agreement between the Town Council and Arun District Council (ADC), for
hosting a Visitor Information Point (VIP).
2. Recommendation

2.1.

The Committee is Recommended to:
1) Consider and approve the proposed VIP agreement between the Town
Council and ADC as set out in paragraphs 3.1 to 3.1.5 and in
APPENDICES 1-3.
2) Otherwise note the report.

3.

Background

3.1

Visitor Information Point

3.1.1 Following the closure of the Look & Sea Centre in August 2018, ADC Officers
have been working with several local businesses to develop VIPs.
Immediately after the closure, the Town Council agreed to host a small leaflet
dispenser stocking tourist information on behalf of ADC which has been
maintained by their Tourism Development Officer.
3.1.2 ADC has now identified nine VIPs in the Town which include four town centre
businesses (Harbour Lights Café, Bah Humbug Sweets, Per Road Coffee &
Art and Crafter’s Corner), West Beach Café, the Harbour Board, Beach Office
(formerly called Foreshore Office) and the Civic Centre. The locations are to
be displayed on a map (APPENDIX 1) in notice boards, the premises
themselves and other key venues such as the Railway Station in addition to
being listed on the Sussex by the Sea website. ADC has also supplied a
window sticker and is exploring other ways to make the VIP locations
recognisable to visitors.
3.1.3 ADC has provided the Town Council with a draft agreement (APPENDIX 2)
for the arrangement and will continue stocking the existing leaflet dispenser
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with literature that falls within the Town Council’s guidelines (APPENDIX 3). It
is envisaged that materials will include town maps, visitor guides such as
Sussex by the Sea and Places to Visit in Sussex.
3.1.4 Town Council Officers have explained to ADC that reception staff would be
unable to deal with telephone enquiries requesting detailed visitor information
such as accommodation and visitor attraction opening hours etc. but would
signpost to the relevant tourist websites (Visit Littlehampton and Sussex by
the Sea).
3.1.5 Town Council Officers are currently exploring options for the reconfiguration of
the reception area which aims to de-clutter it and improve the visitor
experience. The use of digital media is being explored and in turn printed
materials on offer would be condensed. ADC is aware of this and have
indicated an interest in discussing digital options in the future.
3.2

Educational Visits

3.2.1 Littlehampton Museum currently offers self-guided visits for education groups
(mostly schools, Brownies, Beavers and Cubs). No workshops or guided visits
are currently available due to the Collections Documentation Project, but
resources are available for schools to download from the website. The Look
and Sea Centre had a formal education offer run by the centre staff and
volunteers and were often run in conjunction with the RNLI, with schools
combining a visit to both places. Since the closure of the Look and Sea
Centre (August 2018) Littlehampton Museum have seen an increase in
groups visiting as well as schools enquiring about available resources or
workshops, with one enquiry having been directly passed to us by Arun
District Council. From August 2018 -August 2019 twelve education groups
have visited the museum, whilst in the same period from 2017- 2018 only four
education groups visited the museum.
4. Financial Implications
4.1

None.

Peter Herbert
Town Clerk
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1

Background

Arun District Council (including the tourism brand of ‘Sussex by the Sea’) have formed
this partnership with Littlehampton Town Council to supply one of several Littlehampton
Local Visitor Information Points (VIP) located in and around Littlehampton town
centre, river and seafront.
1.2

It is an equal partnership for the mutual benefit of all partners and for the many
visitors, residents and businesses in Littlehampton and surrounding area.

1.3

Following the demise of the Heritage Experience and Visitor Information Centre in
the Look and Sea Centre on the East Bank of the River Arun in late August 2018,
the Arun District Council Officer has been exploring and creating ways of
delivering tourist information for the town’s visitors and residents in different
formats, to reach as wide an audience as possible in a sustainable way.

1.4

Initally, this project will be in partnership with different organisations and
businesses at river, seafront and town locations, so as to give visitors and
residents a wide choice of where to find local tourist information; at the same time
supporting local businesses and organisations to potentially increase footfall. The
idea may evolve as opportunities arise, with each partner’s agreement.

2

Partnership aims and objectives

The overarching aim of this partnership is to work with and support partners and local
businesses to enable them to share in providing inspiration and tourist information to
visitors and residents of the town and district.
Specific objectives are:
2.1

To provide a range of LOCAL tourist information leaflets to showcase and support
the attractions, visitor accommodation, events and activities that are available in
the town and the Arun District and (space permitting) the immediate surrounding
area, including our near neighbours.

2.2

Encourage visitors to discover more tourist information online; using the official
Town and District websites and social media for inspiration and information,
alongside printed media that is readily sourced and available.

2.3

The overall aim being to encourage visitors to stay longer, spend more and return
often; and also for residents to explore and enjoy their local area, without having to
travel too far.
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3

Partnership activities

Activities to be delivered by the partnership are:
3.1

Arun District Council will arrange and manage regular deliveries of current tourist
information leaflets, posters and other marketing and promotional material and / or
provie the mechanism for partners to order direct. Branded display stands will also
be supplied, appropriate to the range of material and the display space available
within each of the partner premises.

3.2

The number of and titles of said leaflets will be agreed and regular communication
between partners will take place to ensure supplies of current and appropriate
information is delivered and displayed

3.3

Arun District Council will promote all the Littlehampton Local Visitor Information
Points on maps displayed in town and seafront notice boards, in each of the
partner locations, and online at sussexbythesea.com/visitor-information and
Sussex by the Sea social media.

3.4

Littlehampton Town Council’s phone number will not be publicised as an
information point for visitors

3.5

Each Littlehampton Local VIP Partner will agree to display this map so that visitors
can find other town locations, as each business has different operational /opening
times, as well as supplied branded official tourist information logos

3.6

Arun District Council will work with Littlehampton Town Council to explore options
for technology, hardware and software in the form of an iPad and/or tourism
digital screen on agreement; for public access to online Sussex by the Sea Visitor
Information and/or digital information supplied and monitored by Arun District
Council’s Tourism Development Officer, and / or Littlehampton Town Council’s
officers, as and only if agreed appropriate.

3.7

Littlehampton Town Council will provide space to display information leaflets for
the public as agreed, during their usual hours of business, alongside a welcome to
visitors and a helpful response to enquiries as appropriate.

3.8

Littlehampton Town Council will display official ‘Local Tourist Information’ signage
as agreed and supplied by Arun District Council and, if necessary arrange external
and internal fitting, as appropriate to the building and space, invoicing Arun District
Council for the agreed costs of any such work.

3.9

Littlehampton Town Council will report any issues arising from this partnership to
the Arun District Tourism Devlopment Officer in a timely fashion, so that they can
be resolved quickly and to the satisfaction of all.

VISITOR INFORMATION POINT DRAFT AGREEMENT WITH ADC APPENDIX 2

P a g e |4
159

3.10

Arun District Council will, in addition, continue to work with other tourism partners
such as; other local Town and Parish Councils, Visit Chichester, Visit Horsham,
Discover Worthing, Experience West Sussex (West Sussex County
Council),Tourism South East and Visit England/Britain as well as commercial
tourism organisations etc, sharing resources; for example in marketing campaigns,
photography, social media etc in order to promote the huge range of tourism and
leisure activities in and around the district. This means that from time to time
interesting and relevant material from those organisations may be supplied for
public information in the Littlehampton Local Visitor Information Points after
checking with Littlehampton Town Council

3.11

The initial timeframe for partnership activities will be one year, commencing in
September 2019

4

Monitoring

4.1

All partners commit to ongoing monitoring, with the aim of ensuring accountability
and performance against (any agreed) milestones.

4.2

Requests for brief feedback and relevant information will /may be sent by the
Tourism Development Officer to Littlehampton Town Council via email or phone.
Responses may include ‘Nothing to report’ as appropriate and /or any increase in
visitor numbers and visitor comments. Any issues raised via the agreed channels
will be looked at and hopefully resolved asap. This feedback should not be
onerous to provide so as not to impact on existing workloads.

4.3

Activities will be reviewed annually at the end of August to ensure that they are
being delivered as agreed, that any issues have been addressed to all partners’
satisfaction and that they are having the intended impact.

4.4

The Arun District Council Tourism Development Officer will co-ordinate the
monitoring on behalf of all partner organisations and report back as agreed
appropriate.

5

Designated partnership leads

5.1

Each partner will appoint a senior member of staff to lead on the work of the
partnership.
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5.2

The designated lead member of staff for each partner will be:
Margaret Murphy – Tourism Development Offer Arun District Council
Sofia Chittenden – Littlehampton Town Council

5.3

Designated leads will report any issues or provide feedback as noted in point 4.2

5.4

Each partner should inform the other by email as soon as possible should the
partnership leads names and contact details change

6

Disclaimer

6.1

It should be noted that by signing this document or by participating in the
‘Littlehampton Local’ Visitor Information Point” partnership, the partners are
not committing to legally binding obligations. It is intended that the partners remain
independent of each other and that their collaboration and use of the term ‘partner’
does not constitute the creation of a legal entity, nor authorise the entry into a
commitment for or on behalf of each other.

Signed on behalf of Arun District Council

………………………………………………………................ Date ………………………………….
[NAME, POSITION]

Signed on behalf of Littlehampton Town Council

………………………………………………………................ Date ………………………………….
[NAME, POSITION]

Appendixes (to follow)
1.

List of other Littlehampton Local Visitor Information Points

2.

List of agreed Leaflet Titles

3.

Details of potential iPad / Digital Screen for Tourist Information messages and promotions

4.

Details of officially recommended Tourist Information websites
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Museum/Heritage Leaflet Rack
This is not an exhaustive list.
In general, we should only display leaflets from Sussex based museums and galleries/events/businesses. If you are
unsure of the site’s location, simply complete an internet search.
EXAMPLE MUSEUM BROCHURES - NOT ALL
STOCKED
Arundel Museum
Steyning Museum
Bognor Museum
Storrington Museum
Rustington Museum
Tangmere Museum
Worthing Museum & Art Gallery
Brighton & Hove Museums
Fishbourne Roman Palace
Amberley Museum & Heritage Centre
The Novium (Chichester Museum)
Hastings Museum & Art Gallery
Ditchling Museum
Petworth Cottage Muse
The Booth Museum
Crawley Museum
Lewes Castle Museum
The Weald & Downland Open Air Museum
Marlipins Museum
Horsham Museum & Art Gallery
Cuckfield Museum

G Drive (G) ADMIN

EXAMPLE ART GALLERIES
(flyers promoting specific exhibitions at the
Museums mentioned above)
The Otter Gallery
Shoreham Art Gallery
Pallant House Gallery
The De La Warr Pavilion
The Towner
The Zimmer Stewart Gallery
The Oxmarket Gallery
The Mill Studio (Arundel)

OTHER EXAMPLES

Arundel Castle
Chichester Cathedral
Brighton Art Fair
The Art Fund
Petworth House (National Trust
The Portable Antiquities Scheme
Ifield Watermill
Lewes Castle
Cissbury Ring
The Wey & Arun Canal
Anne of Cleves House
Michelham Priory
Eastbourne Redoubt
Bramber Castle
Uppark (National Trust)
Cowdray
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•

Main leaflet dispenser in the hallway

How to display the materials:
Where possible place each topic together Key information should be at eye level
Never place more than one type of publication in the same dispenser unless it’s from the same organisation
This is only an indicative list. In general, we will only display leaflets from Littlehampton based groups/business/events although attractions can
include Sussex as a whole. Do not accept more than 50 copies
The boundary is Sussex – any publications outside the area are not accepted
Tourism

Arundel Walking Tours
Denmans Garden
Harbour Park Guide
Places to Visit – Sussex
South Downs Guide
Littlehampton Fort
Mewsbrook Park
Windmill Theatre
Tide Tables
Littlehampton Music &
Comedy Society
Sussex by The Sea
Arundel’s Visitors Guide

Local Info
Bus Times

Support

Other

Shopmobility

Town Council
Meeting Calendar and
contacts
Complaints procedure

Approved businesses
directory
Education i.e. Aspire Sussex
History Society

Arun Community Transport
Jamie’s Wish

Events
Progress

Primary Times
Littlehampton Businesses
only – if space is available

Mayor Events
Venues to Hire
Weddings

Raring 2 Go
Artisan Market
Guiding Programme
Edward James Choir
U3A
Ingenue magazine

ADC info if relevant
Inspire Leisure
Twinning Association
Dogs on Beaches
Sports Clubs and activities
Local events
Volunteering information

A Marine Conservation
ADC surveys/consultations

Wick Traders
All About Littlehampton
Town Map

What should not be accepted?
•
•
•

Anything outside the Sussex boundary i.e. Hillier Gardens in Hampshire.
Commercial i.e. hearing aid flyers
Private music lessons or similar

G Drive (G) ADMIN
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Littlehampton Town Council
Non-Confidential
Committee: Community Resources
Date: 5th September 2019
Report by: Town Clerk
Subject: Finance Report
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1. Summary
The report highlights significant variances from budget in Income and
Expenditure relating to the Community Resources Committee (CRC) budget
for 2019/20. Actual figures are shown in Appendix 1.
Variances that have been the subject of individual periodic reports are not
reported on.
2. Recommendations
The Committee is Recommended to note the report
3. Budget Monitor 2019/20
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.
Grants and Partnership Initiatives
Expenditure is in line with expectations. The Service Funding Agreements
were given in April.
£15,110 of the General Grants were given in June. £3,400 remains ring
fenced as agreed by this committee and £570 has yet to be given. The £500
in EMR has been given to the Littlehampton Quakers.
Community
Expenditure is in line with expectations.
The £4,169 income includes a £3,000 grant from Harbour Park for Armed
Forces Day. £759.30 is from the caterers at Armed Forces Day and to be
given to the Poppy Appeal along with £29 from two pitch hire charges.
£2,500 has been given from the Event Support budget.
Southfield’s Jubilee Centre
Expenditure is in line with expectations; there are no significant variances to
report.
Income is slightly under for this stage in the year. There is availability for hire
and the venue is being advertised through various channels, with other
avenues being explored.
Parks and Open Spaces
Expenditure is in line with expectations.
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3.5.2

3.5.3

Most of the Grounds Maintenance budget which is £350 has been spent, this
included brackets for baskets and planting and compost for the Manor House
beds. Further expenditure will be incurred this year.
So far this year there has been no sponsorship income in relation to
roundabouts and planters.

3.6
3.6.1

Project 82
The security budget is overspent by £46. This is because the security alarm
panel had to be replaced at a cost of £503 and two false alarms costing £210.
There is still a further £100 to come from this budget for the alarm line rental.
No further expenditure is expected, provided there are no emergencies. At
present this overspend can be met from within the overall budget.

3.7
3.7.1
3.7.2

Museum
Expenditure is in line with expectations.
Museum Income is as the table below.

Museum Income
Budget
Sales

Income
£900

Notes

£323

Sale or Return Income

-

Donations

£0

£179

£75

£10

£0

£6

£50
-

£0
£0

Charges for services

-

£0

Grants Received

-

Exhibition Commission/Sales
Centenary Book Income
Loan Box Income
Reproduction

£1,025

3.8
3.8.1
3.8.2

£0
£518

Allotments
Expenditure is in line with expectations; there are no significant variances to
report.
Annual allotment rents will be collected later in the year.

Peter Herbert
Town Clerk
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Appendix 1

LITTLEHAMPTON TOWN COUNCIL
BUDGET REPORT 2019/20
COMMUNITY RESOURCES COMMITTEE MEETING 5th September 2019
Actual
I&E
as at
12/08/2019
£

SERVICE

GRANTS & PARTNERSHIP INITS

Expenditure

45,960

Budget
2019/20
£
59,750

Income
COMMUNITY

SOUTHFIELDS JUBILEE CENTRE

PARKS & OPEN SPACES

-

Expenditure

33,949

127,898

Income

4,169

100

Expenditure

8,487

17,665

Income

7,754

26,320

Expenditure

6,484

35,097

Income
PROJECT 82

-

Expenditure
Income

3,500

28,801

54,030

714

2,040

MUSEUM

Expenditure
Income

2,645
518

15,115
1,050

ALLOTMENTS

Expenditure

3,373

14,255

Income

1,650

15,531

Total Expenditure

129,699

323,810

Total Income

(14,805)

(48,541)

Net Expenditure

114,894

275,269

Only the part of the budget that CRC is responsible for is shown
Figures do not include salaries or overhead recharges from Central Admin, A Team or Manor
House.
In adddition to the above budgeted expenditure the following has been spent from
Earmarked Reserves
£
Grant - Littlehampton Quakers

500
500
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