
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 

8th June 2021 

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

Policy and Finance Advisory Board 

Date: Monday 14th June 2021 

Time: 6.30pm 

Committee: 

Councillor Dr Walsh KStJ (Chair) 
Councillor Blanchard-Cooper 
Councillor Butcher 
Councillor Chace 
Councillor Long 
Councillor Northeast  

Peter Herbert, Town Clerk 

* In accordance with the decision made by Full Council on 29th April 2021, the

Advisory Groups will be meeting in place of Committees. In all respects other than

the final decision, they will act as Committees but delegate decisions to the Town

Clerk. This is to maintain access and transparency whilst restrictions on public

gatherings remain.

Agenda 

Virtual Meeting Protocol 

2021/22 

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

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

Council website at least 24 hours before the meeting. 

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

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

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

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

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

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

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

2. Apologies

3. Declarations of interest

Members and Officers are reminded to make any declaration of disclosable
pecuniary or personal and/or prejudicial interests that they may have in
relation to items on this Agenda.
You should declare your interest by stating:
(a) the item you have the interest in
(b) whether it is a disclosable pecuniary interest, whereupon you will be

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

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

right to speak under PUBLIC FORUM

It is recorded in the register of interests that: 

• Councillor Walsh KStJ is a Member of Arun District Council and West
Sussex County Council

• Councillor  Blanchard-Cooper is a Member of Arun District Council

• Councillor Chace is a Member of Arun District Council

• Councillor Northeast is a Member of Arun District Council

• Councillor Rhodes is a Member of Arun District Council
These interests only need to be declared at the meeting if there is an agenda 
item to which they relate. 

4. Minutes

To confirm the Minutes of the meeting held on 15th March 2021, circulated 
herewith (pages 4 - 14). In accordance with the Town Councils’ Standing 
Orders, Section 9 (a), Members are reminded that no discussion of the draft 
minutes of a preceding meeting shall take place except in relation to their 
accuracy.

5. Chair’s Report and Urgent Items

6. Public Forum

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

7.1. Flag Flying Guidance – Currently, Union flags are only required to be flown
on all UK Government buildings on designated days. The Committee’s views 
are sought on the change to the guidance that has been issued asking for 
the flag to be flown all year round, unless another flag is being flown (Pages 
15 – 18)

7.2. Pier Road Entertainment Expenditure - Report attached (Pages 19 – 20) 

7.3. Town Centre / High Street Events - Report attached (Pages 21 – 49)    

7.4. Community Wardens - Report attached (Pages 50 – 52)

7.5. Town Centre Manager - Report attached (Pages 53 – 76)

7.6. Policy Recommendation – The Committee is asked to consider endorsing 
a proposal that the Town Council adopts the following policy “Littlehampton 
Town Council supports the provision of access to all facilities in the Town for 
people of all abilities”. This is also being considered by the Community 
Resources Advisory Group and if supported will be recommended to Full 
Council to adopt. 

8. Finance

8.1. Committee Budget Monitor- Report attached (Pages 77 – 83)

9. Exempt Business

It is Recommended that:

The public and accredited representatives of the press be excluded from the 
Meeting under Section 100 Local Government Act 1972 due to the 
confidential nature of the business to be conducted.  

3



 

How to contact us 

Write to: Manor House, Church Street,  
Littlehampton, West Sussex, BN17 5EW 

Email: ltc@littlehampton-tc.gov.uk 
Call: 01903 732063 

Find us online: www.littlehampton-tc.gov.uk  
 

 

 

  
 

 

Minutes of the Policy and Finance Committee held on Monday 15th March 2021 

at 6.30pm 

Present:  

Councillor Dr Walsh KStJ (Chair) 
Councillor Blanchard-Cooper * 
Councillor Chace 
Councillor Long 
Councillor Northeast * 
Councillor Molloy*, Deputy Mayor joined the meeting Ex-Officio.  

2020/2021 

This meeting is available to view using the following link:  
https://bit.ly/2Nq4Fya 

    37. Virtual Meeting Protocol and Use of Mobile Devices 

The Chair opened the meeting and explained how it would be conducted and 

the protocol that would be followed, including how any break in the 

proceedings due to technical difficulties would be managed. 

 

     38. Apologies 

There were apologies from Councillors Blanchard-Cooper and Rhodes. 
 

    39. Declarations of Interest 
Members and Officers were reminded to make any declarations of disclosable 

pecuniary or personal and/or prejudicial interests that they might have in 

relation to items on the Agenda. The standing declarations were noted, and 

no further declarations were made. 

    40. Minutes 
The Minutes of the meeting held on 21st December 2020 (previously circulated) 

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

made for these to be formally signed at a later date.  

    41. Chair’s Report and Urgent Items 

 * Councillor Northeast joined the meeting at 6.36pm. 
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 41.1. Town Centre Events 

41.1.1. The Chair welcomed Becky East, Programme Manager from Artswork to the 
meeting and she proceeded to deliver a presentation of the proposed 
programme of entertainment planned for Littlehampton High Street this 
summer under the Love Local Arts initiative. The initiative itself was a two-
year concept for activities designed by Artswork, working with the Town 
Council and Arun Inspires aimed at delivering high quality, accessible cultural 
events showcasing the skills and creativity of the community and young 
people in particular. Total funding of £27,500 had been allocated to the 
initiative for those two years, £15,000 of which was provided by the Town 
Council and the remaining £12,500 by Artswork. This was phase two of the 
Town Council’s Town Centre Events initiative.  

41.1.2. The format was flexible in that it could be delivered in the “pop-up” style and 
would use artwork from projects associated with the scheme to deliver 
entertainment. The delivery model provided for support workers and 
stewarding throughout and featured a mixture of professional and semi-
professional acts, photography and the work of local artists. Where external 
entertainment was used these were based on tried and tested activities that 
were both engaging and entertaining and had a wide appeal. Artswork were 
working closely with local artists groups such as LOCA and Arun Youth 
Projects to deliver the programme and link in with other community activities.  
It was also noted that the programme had been curated in a Covid safe way 
and that all artists were insured. The activities were planned to start at the 
end of July and would run throughout August with marketing planned to 
promote the activities. A display of the artwork produced throughout the event 
would be exhibited at the Museum later in the year.  

41.1.3. In reviewing the package of events, the Committee was impressed with the 
quality of the proposed programme and welcomed the synergy with local 
groups and activities. Members also felt that the programme would address 
wish of residents and visitors who, facing another year of limited travel, would 
be looking to holiday at home. Overall, it was considered that the programme 
was imaginative, well planned and with strong Covid protocols that could be 
adapted as the circumstances required. It was therefore Resolved that: 

1. The Love Local Arts programme 2021 be 
approved at an estimated cost of £12,500 to 
£15,000 and that progress in developing these 
proposals as set out in paragraphs 3.4 to 3.5 of 
the report be noted. 

2. The Love Local Arts campaign budget over two 
years, 2021 to 2022 is £27,500 £15,000 of which is 
from the Town Centre Events Match Funding 
budget be noted. 

3. The contents of the report be otherwise noted.  
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41.2. Barclays Bank - Littlehampton  

41.2.1. The Committee received notice from Barclays Bank Plc of their intention to 

close the local branch in the High Street on 11th June 2021. It was noted that 

this decision was not a matter for public consultation and that the Bank 

considered that access to banking remained sufficient in the local community.  

In advising of this change in service provision they were also seeking 

thoughts on what would be the biggest impact of the closure on the local 

community and ways to support the community to adapt to this change.  

41.2.2. This news was extremely disappointing to Members who considered that now 

was not the time for institutions to withdraw from Town Centres generally. 

Littlehampton in particular would it was thought suffer as the move instantly 

made the High Street a less attractive place to visit. It was also considered 

that removing a High Street banking service at this time was detrimental for 

people of all ages as well as businesses as the community and economy 

begin to recover from a year of unprecedented hardship. This move also 

prompted Members to question if the financial services sector were not 

missing a trick as the need for their services, particularly face to face advice 

and support, would be greater now. Members also lamented that there was a 

demand which could be met in more innovative ways by the banks acting 

collectively, for example by creating a local service “hub”.  It was therefore 

Resolved that:  

The Town Clerk, in consultation with the Chair, 

draft a response to the consultation on behalf 

the Town Council as set out in point 41.2 above. 

    42. Public Forum 
. In accordance with the Remote Meetings Protocol introduced by the Town 

Council, members of the public who wished to address the Council or any of 

its Committees during a remote meeting should have emailed their 

representations one clear working day before the meeting. There were none.  

 

      43. Officer’s Reports 

43.1. Council Priorities 

43.1.1. Members received a report (previously circulated) which set out progress 

with a number of previously agreed priorities the 2019/23 Administration as 

they related to the remit of the Committee. Work had been ongoing to 

progress these initiatives, and some have also been completed. Members 

were asked to review the work undertaken to date, decide which of the 

remaining projects should be prioritized and where appropriate how the 

remaining work should be progressed. These proposals would be collated and 
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where appropriate recommended for adoption by Full Council at the end of 

March.   

The Committee proceeded to review the priorities in the context of the current 

policies of the Council and consider further refinements. In cases where the 

Committee judged that the Priority could not be delivered, Members also 

considered if they could be accommodated within existing or through the 

development of policy and made recommendations accordingly.   

43.1.2. Business Continuity Plan 

The business practices implemented in response to the nationwide 

response to the Covid 19 pandemic had demonstrated the Council’s 

ability to continue to operate effectively in an unprecedented situation. 

However, it remained a priority to ensure that business continuity 

arrangements were formally recorded.  

It was therefore Resolved that Council be recommended to retain 

this priority with a revised target date to have a Business 

Continuity Plan in place for Autumn 2021.  

43.1.3. Electronic Banking 

The migration to electronic payments had been successful and 

research into facilitating payments by card was underway. The aim was 

to begin the implementation of an electronic card payment system 

when normal business was resumed. 

It was therefore Resolved that Council be recommended to update 

this priority and aim to have an electronic card payment system in 

place for Autumn 2021.  

43.1.4. Pier Road Pedestrianisation 

This Priority was a long-standing commitment of the Town Council to 

the benefits of the pedestrianisation of the southern section of Pier 

Road to support the tourist economy.  To achieve this the Town 

Council remained committed to supporting the District Council in any 

consultations associated with progressing a traffic regulation order for 

the seasonal closure of Pier Road and had stated that it would also 

look to coordinate street entertainment with traders that would make 

the area a more attractive facility for residents and tourists.  

It was therefore Resolved that Council be recommended to 

reaffirm and retain this priority with the commitment to support 

traders and Arun District Council, who will continue to be the lead 

on this, to create an attractive pedestrianized environment. 
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43.1.5. Recycling Scheme 

It was observed that the Council now had an Environment Policy in 

place and a financial commitment within the Waste Disposal Budget of 

£1,000 for recycling initiatives.  

 

it was therefore Resolved that Council be recommended to 

endorse its commitment to the principles of environmental 

sustainability and mark this priority as completed. 

  

43.1.6. Take on ADC Smaller Open Spaces in Existing Housing       

  Developments 

 It was acknowledged that this was only ever a very low Priority for the 

Town Council because of limited resources. 

It was therefore Resolved that this priority be removed from the 

priorities list.  

43.1.7 Water Refill Stations 

It was acknowledged that Arun District Council would be taking this 

forward as part of a programme of seafront public realm improvements. 

It was therefore Resolved that this priority be removed from the 

priorities list.  

43.1.8. Work with the District Council on possible Town Centre Strategy 

The events of the past year had accelerated the pace of change in the 

Town Centre highlighting the need for strategy and £9,000 of funding 

had been earmarked the Council’s reserves to support this work. It was 

also acknowledged that this would require the support of the District 

Council and work had commenced in developing a strategy.  

It was therefore Resolved that Council be recommended to retain 
this priority with an anticipated delivery date to have a Town 
Centre Strategy in place for Autumn 2021 and note that the 
Earmarked Reserve contains £9,000 provision to support any 
future Town Centre strategy. 
  

43.1.9. Town Centre Events 

As reported earlier in the meeting this priority was progressing and 

budget provision made. Officers, working in partnership with the District 

Council, continued to explore opportunities for installations that would 

encourage visitors back into the area once restrictions have eased. 

This would include researching events to support the re-launch of the 

High Street once the Public Realm Improvement works had been 
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completed. Progress would continue to be reported to both this 

Committee and the Community Resources Committee. 

It was therefore Resolved that Council be recommended to retain 

this priority and note the total budget provision of £100,000 (over 

a 2-year period 2021 to 2022 and 2022 to 2023) allocated to deliver 

Town Centre Events comprising £50,000 from Arun District 

Council and £50,000 from the Town Council. A further £25,000 is 

in the projected revenue budget from 2022 to 2023 and beyond 

should the initiative continue. 

 

43.1.10. Community Wardens Scheme 

The Council had a long-term commitment to community safety 

identified previously as Town Centre Policing and was now working in 

partnership with the District Council to deliver a Community Wardens 

Scheme. Budget provision had been made and the Scheme was about 

to commence on an 18-month pilot, with its effectiveness being 

evaluated at the end. If successful and funding could be secured, the 

Scheme could also be extended.  

It was therefore Resolved that Council be recommended to 
remove this priority from the list as a completed task and note the 
total budget provision to support a total contribution from the 
Town Council to the pilot scheme of £45,000 per annum over two 
years (a total of £90,000 over 2020 to 2021 and 2021 to 2022). 
 

43.1.11. Consider Options for LTC to provide Housing 

Whilst it was acknowledged that the Town Council was not a Housing 

Authority, Members wished to have a better understanding of the 

options. It was therefore agreed that the presentation of options, 

highlighting relevant local housing schemes, from the Sussex 

Association of Local Councils be pursued.  

It was therefore Resolved that Council be recommended to retain 

this priority to allow Members to receive a presentation of the 

options. 

43.1.12. Gateway Public Art North Littlehampton 

This was being progressed by the District Council and the sum of 
£40,000 was allocated in the Section 106 development agreement 
for the North Littlehampton to deliver the project. This was planned 
at a prominent point of entry to the Town and a steering group had 
been formed to oversee the project. The Town Council wished to 
see a scheme that would draw visitors into the Town and Members 
wanted to be involved in the discussions.  
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It was therefore Resolved that Council be recommended to retain 

this priority to allow Members to be involved in the discussions.  

43.1.13. Town Centre Management 

The Town Council had recently agreed to implement new Town Centre 

Management provision from October 2021 when the current 

arrangements would cease. The District Council had also accepted the 

Town Council’s offer to continue to support the Town Centre 

Regeneration Officer post for a further six months until the end of 

September 2021. It was noted that the Town Clerk would shortly be 

consulting members for their views on how to proceed including 

funding which would need to be in place from October 2021. 

 

It was therefore Resolved that Council be recommended to 

endorse a new priority to implement Town Centre Management 

provision from October 2021 and note the £10,000 funding for 

contribution to the Town Centre Regeneration Officer Post for a 

six-month extension (taken from the Bus Expenditure EMR) to the 

end of September 2021.  

 

43.1.14. Refocussed Major Capital Projects  

The objectives identified within this priority remained valid and it was 

noted that the replacement playground facilities at Rosemead Park 

were delivered in December 2020. 

It was therefore Resolved that Council be recommended to note 

the completion of the replacement playground facilities at 

Rosemead Park and endorse the progress and funding allocated 

regarding the remaining projects as follows: 

a) The replacement Youth centre at Wick, being 

taken forward by the Property and Personnel 

Committee and the Community Centres Sub 

Committee, with a maximum budget allocation of 

£1,554,657.  

b) The new community centre at North 

Littlehampton, being taken forward by the 

Property and Personnel Committee and the 

Community Centres Sub Committee and funded 

through provision in the S106 Development 

Agreement for North Littlehampton.   

c) Public Realm Improvements, being taken 

forward by the District Council with a capital 

sum of up to £200,000 provided by the Town 
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Council for expenditure on the Beach Road 

element of these works. A Project Board has 

been established to oversee this project and is 

represented by the Town Clerk on this Board. 

 

d) The projects relating to St Martins Car Park and 

the Windmill were being reviewed by Arun 

District Council and that no further action was 

required from the Town Council at this stage.  

43.1.15 Littlehampton Traders Partnership Ideas for the High Street 
The Committee reviewed the list of proposals for the future of the High 
Street that had been received from the Littlehampton Traders 
Partnership. Members were broadly supportive of the drive to 
reinvigorate the High Street and initially considered it prudent that the 
Town Centre Regeneration Officer be asked to investigate how these 
might be progressed. It was noted that the introduction of litterbins 
specifically for recycled products were planned for the High Street as 
part of the Public Realm Improvement works.  
 
It was therefore Resolved that Council be recommended to 
endorse a new priority to support initiatives for the regeneration 
of the High Street through the discussions with the Town Centre 
Regeneration Officer and as part of future Town Centre 
Management provision.  

43.1.16. Branding/ Marketing 

Council had identified the need to progress a strong brand that could 

be used to market the town. Members considered that this should 

remain a priority in the context of the changes occurring in the parish 

as a whole as a result of the development of the Hampton Park Estate. 

It was emphasised that this need not subvert the Gateway Public Art 

proposals and that the new road network provided an opportunity to 

introduce new and more impactful signage.  

It was therefore Resolved that Council be recommended to 

endorse a new priority to support initiatives to introduce new and 

more impactful gateway signage.  

* Councillor Blanchard-Cooper joined the meeting at 7.34pm 

  43.2. West Sussex Association of Local Councils (WSALC) 

The Town Clerk reported that he and the Mayor and Deputy Mayor attended a 

WSALC Board meeting on 11th March. The Board had elected a new 

Chairman and several new Board Members representing the Arun, 

Chichester, and Mid Sussex Districts had also joined. He was pleased to 

report that the discussion had been positive and very much focussed on 

11



 

 

developing stronger and more proactive arrangements in the future. 

Acknowledging the financial pressures faced by its members over the last 

year and the reduction in overheads that would occur as a result of the 

implementation of the new WSALC structure, the Board had also agreed that 

subscriptions would be reduced by 10%. The Committee welcomed the 

significant progress that had been made and, it was Resolved that: 

1. Council be RECOMMENDED to withdraw its 

notice of intention to leave WSALC/SSALC/NALC 

at the end of March 2021 and approve payment 

of annual subscription for 2021 to 2022. 

  

2. The total 2020 to 2021 subscription to 

NALC/SALC was £3,388.65 and the subscription 

fee for 2021 to 2022 will be reported to the 

Committee at the next meeting.  

* Councillor Molloy left the meeting at 7.37pm. 

43.3. Council Photography  

The Committee had before it a report (previously circulated) which set out 

how the Council’s current contract for photographic services had changed 

over the last year. The COVID-19 pandemic had forced a review of the 

services provided and the contractor had adapted and provided video content 

that could be shared on social media as well as photographs in line with 

guidance and when circumstances allowed. It was therefore proposed that the 

current contract, with amendments to include more video content be extended 

for a further year.  The Committee briefly discussed the importance of 

publicising the Town more widely to attract commercial investment as well as 

support tourism. Reflecting on the disruption that was likely to occur as a 

result of the Public Ream Improvement works, Members also highlighted the 

need to project a positive image of the Town that focussed on the investment 

and promoted the new environment. It was therefore Resolved that:  

1. The unused 2020 to 2021 allowance for a Visit 

Littlehampton promotional video be approved for 

use to support the photography contact for a 

further year. 

 

2. The current photography contract be extended 

for a further year for 2021 to 2022 at £2,000 the 

costs of which have been proportionally 

allocated from the Democratic Services, Town 

Tourism, Progress Newsletter and Publicity 

budgets. 

 

3. The contents of the report be otherwise noted.  
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43.4. eProgress Competition  

The Committee received a report (previously circulated) updating Members on 

the development of the Council’s eProgress newsletter and a proposal from 

the Editorial Board to run a prize draw to encourage new subscribers. The 

Committee were pleased to note the development of the Town Council’s 

newsletter in the new electronic format alongside the traditional newsletter 

and supported the proposal. It was therefore Resolved that: 

 
1. A prize draw competition for £150 to encourage 

new subscribers to eProgress be approved and 

the expenditure met from the Newsletter budget 

2021 to 2022. 

 

2. The content of the report be otherwise noted.  

43.5. Census 2021 

The Committee received details of the arrangements for publicising and 

encouraging participation in the forthcoming nationwide Census. It was 

Resolved that: 

The update be noted.  

   

44. Finance 

44.1. Committee Finance Report 

The Committee received a report (previously circulated) which highlighted any 

significant variances from budget in Income and Expenditure relating to the 

Committees budget for 2020 to 2021. The report also set out proposals for the 

purchase of a further two laptops for Councillors, the short-term reinvestment 

of the Council’s £1 million deposit and potential transfers to Earmarked 

Reserves at the end of the current financial year. Members supported these 

recommendations and commended the Deputy Town Clerk and Responsible 

Financial Officer for her stewardship of the Council’s finances. It was therefore 

Resolved that:  

1. The purchase of a further two laptops for the 

vacant Councillor positions using 

underspends in Democratic Services of 

£1,799 be approved. 

 

2. The proposed investment for the £1 million 

deposit in the short-term be approved. 

 

3. The potential transfers to Earmarked 

Reserves be approved, and authority 
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delegated to the Responsible Financial 

Officer to make the final transfers when all 

current year expenditure was known. 

 

4. The contents of the report be otherwise 

noted. 

 

44.2. Annual Investment Strategy 2021 to 2022 

The Committee received a report (previously circulated) which outlined the 

annual review of the strategy 2021 to 2022. It was Resolved that: 

Council be RECOMMENDED to approve the 

Annual Investment Strategy 2021 to 2022.  

 

 

     45. Exempt Business 

There was none. 

The meeting closed at 8.06pm.       

 

_________________                                                                                  

CHAIR 
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Littlehampton Town Council 

Non- Confidential 

Committee: Policy & Finance Advisory Group 

Date: 14 June 2021 

Report by: Town Clerk 

Subject: Pier Road Entertainment Expenditure  

 

1. Summary, Background & Financial Implications 

1.1 The District Council have obtained the necessary approvals to open Pier 
Road as a pedestrianised area for the summer months. To enhance this, the 
Town Council has committed to facilitating low key entertainments at this 
location, especially during the weekends of July and August.  

 

1.2 It is hoped that one or two of the previously agreed Town Centre events will 
also be performed on Pier Road. However, the bulk will be provided by local 
artists sourced through Littlehampton’s Organisation of Community Arts 
(LOCA) and other arts groups. These activities could vary from music, magic, 
mime, face painting etc. and a wide range is encouraged.  

 

1.3 It is also hoped that some buskers will wish to take up this opportunity.  

 

1.4 The District Council has authorised the Town Council to approve such 
activities and locations have been agreed. It is hoped that this will encourage 
the local businesses to become involved.  

 

1.5 There will be a cost to this, although income generating acts will be 
encouraged. However, the larger events will have significant costs, and the 
more local acts will need to at least break even.  

 

1.6 It is therefore proposed that £8,000 be vired from the Community Resources 
Committee’s Earmarked Reserves for Event Support. There is £9,531 
(uncommitted) in that reserve and a further £7,000 in this year’s budget. 
Delegated authority needs to be given to the Town Clerk to progress this 
within this budget (£8,000), but it is suggested that this be in consultation with 
the Chairs and Vice Chairs of both this Committee and Community Resources 
Committee.   

 

2. Recommendations 
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2.1 In accordance with the decision made by Full Council on 29th April 2021, The 
Advisory Group is Recommended to delegate authority to the Town Clerk: 

1. To vire £8,000 from the Community Resources Committee’s Earmarked 
Reserves for Event Support to fund the entertainment on Pier Road.  

2. In consultation with the Chairs and Vice Chairs of this Advisory Group  and 
the Community Resources  Advisory Group, authority to approve the list of 
acts and make appropriate payments to facilitate this up to a maximum of 
£8,000. 

 

 

Peter Herbert 

Town Clerk 
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Littlehampton Town Council 

Non- Confidential 

Committee: Policy and Finance Advisory Group  

Date: 14th June 2021 

Report by: Town Clerk 

Subject: Town Centre, High Street Events and Welcome Back Fund  

 

1. Summary 

1.1 This report updates the Committee on matters relevant to the Town Centre. 

 

2. Recommendations 

2.1 The Committee is Recommended to: 

1. Note the work being conducted by Officers on developing a Town Centre 
Strategy (paragraphs 3.1 to 3.1.4 refer). 

2. Note the update on the Love Local Arts in the High Street programme 
(paragraphs 3.2 to 3.2.3 refer). 

3. Consider the opportunity to apply for funding from the European Regional 
Development Fund (ERDF’s Welcome Back Fund to deliver activities to 
support the economic recovery of the Town (paragraphs 3.3 to 3.3.6 refer).  

4. In accordance with the decision made by Full Council on 29th April 2021, to 
delegate authority to the Town Clerk, in consultation with the Chair and 
Vice Chair of the Advisory Group to agree and progress bids for Welcome 
Back Funding. 

3. Background 

3.1 Town Centre Strategy 

3.1.1 Officers have been working with colleagues from Arun District Council (ADC) 
on a Town Centre Strategy. The draft document notes the existing situation in 
Littlehampton Town Centre as a key development area within the Town and 
sets out the Strategy to base further development. 

 
3.1.2 The document highlights the current state of the Town Centre and provides a 

broad situational analysis of this and surrounding areas as well as its place 
within the Town as a whole. Specific areas of consideration have been identi-
fied and Officers have begun to set strategic objectives. The plan is to outline 
an Action Plan to take the initiative forward as well as the means to determine 
whether the goals set have been reached.  

 
3.1.3 The overarching aim of the complete document is to agree objectives that all 

stakeholders (local authorities, Police, Traders and more) will subscribe to 
which they can prioritise in the Town Centre’s future developments. 
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3.1.4 The draft will soon be shared with Town Councillors and Members will be in-

vited to contribute to the document through a series of sessions focused at de-
veloping the strategy further. Once Members have provided input, other stake-
holders such as the Littlehampton Trader’s partnership will be consulted with a 
view to add to the document. The aim is to achieve endorsement in the Au-
tumn. 

 

3.2 Love Local Arts High Street Programme 

3.2.1 At the meeting held on 15th March 2021, the Policy and Finance Committee 
agreed the Love Local Arts programme for 2021. The programme for High 
Street events over the summer holidays in partnership with Artswork is cur-
rently being finalised. Starting on Saturday 31st July, and every Saturday of the 
Summer holidays there will be an array of free high quality, fun arts events suit-
able for all the family. Featuring fantastic pop-up performance and installations, 
walkabout artists, live music, exhibitions, and the chance for people to show-
case brilliant new arts and crafts including photography, street art and music 
making, alongside enjoying the work of local young people from the Littlehamp-
ton Academy and Sussex Steel. 

 
3.1.2 The programme will launch on Saturday 31st July with the Corridor Photog-

raphy project which will see large scale canvases, created by The Littlehamp-
ton Academy A-level students. The display will be on the windows of the dis-
used Hartley’s premises in the High Street until the 11th September. ADC have 
covered the £1,000 fee for the use of the premises. Artswork are in discussions 
with Chichester Festival Theatre about a possible performance on the High 
Street on the day of the launch. A full programme will be announced in the 
coming weeks. 

 
3.2.3 A comprehensive marketing campaign has been developed and with the sup-

port of the designers at ADC a logo has been created to brand the project. Mar-
keting will include social media promotion including paid ads, feather flags to 
‘dress’ the events, roadside banners, flyers and posters. The programme pre-
view was included in the Summer Progress Newsletter and a dedicated page 
has been created on the Visit Littlehampton website.  

 

3.3.  Welcome Back Fund 

3.3.1 Arun District Council has advised the Town Council of a new funding source, 

Welcome Back Fund, which is an extension of the European Regional 

Development Fund that funded activities under the Reopening the High Street 

Fund introduced in 2020. 

3.3.2 ADC is encouraging parishes to think of ways the funds can be used to support 

the local economy post COVID-19. The fund will allow local authorities in 

England to put in place additional measures to create and promote a safe 

environment for local trade and tourism, particularly in high streets as their 

economies reopen. Appendix 1 outlines the scope of the funding and includes 

FAQs as further guidance. 

3.3.3 In summary the fund can also be used by local authorities to: 
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• Boost the look and feel of their high streets by investing in street planting, 

parks, green spaces, and seating areas to make high streets welcoming. 

• Run publicity campaigns and prepare to hold events that will boost footfall and 

encourage people back into the high streets and thereby supporting local 

businesses. 

• Install and refresh signage and floor markings to encourage social distancing 

and safety. 

• Improve green spaces on high streets and town centres by planting flowers or 

removing graffiti. 

The funding cannot be used for existing projects and permanent features. The 

measures must be temporary. Temporary measures mean interventions that 

are; 

• revenue expenditure only; 

• items/activity that are moveable; and 

• directly or indirectly connected to the purpose of making high streets, 

neighbourhood shopping areas and public spaces more COVID secure. 

3.3.4 Town Councillors were asked to make suggestions, and some were received 

which would not fall within the scope of the funding as they were additions to 

existing projects such as adding items to the Pier Road closure scheme.  

3.3.5 A list of ideas was submitted to ADC which included light projections onto a 

building during the winter months, a tethered hot air balloon, ice rink, 

planting/floral displays in Wick Parade and an extensive marketing campaign to 

attract visitors to the Town Centre. The only items that could be eligible for 

funding would be the light projections, floral displays, and the marketing 

campaign. There may be other attractions which could be suitable for funding 

and Members are invited to make further suggestions and instruct Officers to 

research more options.  

3.3.6 It should be noted that the funding is not provided in advance and that there is 

always a risk that the claim is not successful.  

       4. Financial Implications 

4.1  A total of £100,000 (over a 2-year period) has been allocated from the Town 

Centre Events Match Funding budget, of which £50,000 will be contributed by 

Arun District Council. £15,809 of this was spent in 2020 to 2021. 

4.2 The Love Local Arts project is estimated to cost around £27,500 over a 2-year 

period, of which £15,000 is from the Town Centre Events Match Funding budget 

and £12,500 will be match funded by Artswork.  

 

Peter Herbert 

Town Clerk 
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© Crown copyright, 2021 

Copyright in the typographical arrangement rests with the Crown. 

You may re-use this information (not including logos) free of charge in any format or 
medium, under the terms of the Open Government Licence. To view this licence visit 
http://www.nationalarchives.gov.uk/doc/open-government-licence/version/3/ 

This document/publication is also available on our website at www.gov.uk/mhclg 

If you have any enquiries regarding this document/publication, complete the form at 
http://forms.communities.gov.uk/ or write to us at: 

Ministry of Housing, Communities and Local Government 
Fry Building 
2 Marsham Street 
London  
SW1P 4DF 
Telephone: 030 3444 0000  

For all our latest news and updates follow us on Twitter: https://twitter.com/mhclg 

April 2021 
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Introduction  
Councils across England are to share £56m of ERDF funding to support the return to 

high streets safely and help build back better from the pandemic. This funding shall 

be known as the “Welcome Back Fund” (the fund) and it builds on the £50m 

Reopening High Street Safely Fund (RHSSF) allocated to councils in 2020 and 

forms part of wider support government is providing to communities and businesses, 

to protect jobs, support the most vulnerable and ensure no one is left behind as we 

continue to tackle the Covid-19 pandemic and begin to build back better. 

 

The fund will allow local authorities in England to put in place additional measures to 

create and promote a safe environment for local trade and tourism, particularly in 

high streets as their economies reopen. We also recognise that the impact of Covid-

19 on local economies will be significant. Local authorities can therefore also use the 

fund to develop plans for responding to these impacts, this could include considering 

how other funding streams could help address those challenges in the future. 

 

Part of the fund will be used to provide support for coastal resorts across England to 

support areas as they prepare for a great summer to safely welcome holiday makers 

in the coming months. 

 

The fund can also be used by local authorities to: 

 

• Boost the look and feel of their high streets by investing in street planting, 

parks, green spaces, and seating areas to make high streets welcoming.  

• Run publicity campaigns and prepare to hold events that will boost footfall and 

encourage people back into the high streets and thereby supporting local 

businesses. 

• Install and refresh signage and floor markings to encourage social distancing 

and safety. 

• Improve green spaces on high streets and town centres by planting flowers or 

removing graffiti. 

 

MHCLG expects local authorities to engage with stakeholders including local 

businesses, Business Improvement Districts (BIDs), Destination Management 

Organisations (DMO), town and parish councils. Where appropriate, MHCLG 

encourages local authorities to enter into suitable delivery partnership arrangements 

with town and parish councils to improve delivery outcomes for communities and 

high streets. 

 

This guidance provides details of the activities that can be supported through the 

fund and an overview of how it will be administered, as well as key contractual 

requirements. This guidance builds on and replaces the previously published 

Reopening High Streets Safely Guidance. If you do have any questions, please 

contact the department using the contact details below.  
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Scope of the Fund 

Activities covered by the Fund  

The Welcome Back Fund (WBF) builds on the existing Reopening High Streets 
Safely Fund (RHSSF) scope (strands 1-4) with the addition of two new strands that 
further broaden the scope of the fund, supporting a wide range of intervention 
measures. 
 
Local authorities can spend their total allocation (includes RHSSF and WBF) across 
all six strands tailored to their local needs. Details of local authority allocations are 
set out in Annex A of this guidance. 
 
We expect local authorities to collaboratively draw up plans to support the reopening 
of local economies, engaging with local stakeholders which includes local 
businesses, other tiers of local authorities including town and parish councils.  
 
Local authorities will need to agree with MHCLG the proposals to be funded under 
their Welcome Back Fund allocation. The Department will provide further guidance to 
local authorities in due course setting out the process for agreeing this. 

 

1. Support to develop an action plan for how the local authority may 
begin to safely reopen their local economies. 

 
This plan may be one that is completely new, amends or builds on existing ones 
such as high street servicing and delivery plans. When developing your action 
plan you may wish to consider the High Streets Task Force’s COVID-19 
Recovery Framework. 
 
It is not essential that a local authority develops these plans but in considering 
how to use this funding, all local authorities are encouraged to engage local 
businesses, business organisations, lower tier authorities such as parish 
councils, and other relevant stakeholders when considering how to use this 
award. This engagement should not selectively favour one business or 
organisation but should be open to all interested participants. 
 

In addition, where temporary changes to the public realm are being proposed the 
respective local authority should work in partnership with public sector 
landowners as appropriate. 

 

2. Communications and public information activity to ensure that 
reopening of local economies can be managed successfully and 
safely. 

 

The local authority will want to effectively communicate to its citizens their role in 
ensuring that the local economy can reopen safely. It will be for local authorities 
to decide the most appropriate communication channels for their areas. 
Examples of communication activities include: 
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• Online and digital.  

• Media and press activities.  

• Print and publications such as posters and leafleting campaigns. 
   

There is scope to pay the salaries of staff or consultants to develop this work, but 
it is important that the local authority can evidence that this is additional activity 
beyond what was already underway prior to the grant being received. 
 
The local authority should also note the ERDF publicity requirements when 
developing their campaigns. Further details on this can be viewed in the Publicity 
section of this document. 
 
In developing and delivering this campaign the local authority should ensure that 
it is engaging local businesses, business organisations, lower tier authorities 
(such as parish councils) and other relevant stakeholders. 

 

3. Business-facing awareness raising activities to ensure that reopening 
of local economies can be managed successfully and safely.  
 
The principle of this activity is the same as for communications to citizens, but it 
is recognised that the messaging needs to be different and as such part of a 
separate campaign. For example, the local authority may want to communicate to 
retail businesses on how to make temporary adjustments to their business 
premises and good practice for social distancing.  
 
The campaigns should be focussed on supporting SMEs. It is recognised that 
broad campaigns such as those online may be picked up by larger enterprises 
incidentally, but they should not be specifically targeted.  
 
The advice being provided in these campaigns should be focussed on those 
businesses that operate alongside public spaces and have customers. 
 
Whilst it is recognised that the local authority may already have a campaign in 
place covering these issues, this funding can be used to expand the scope of that 
existing activity or increase its intensity. 
 
There is scope through this fund to support information officers to go directly to 
SMEs to provide them with advice, where those businesses serve the public and 
are adjacent to public spaces. These roles would have to be new posts, or an 
expansion of an existing role. The fund cannot be used as subsidy for existing 
provision.   
 
In developing and delivering this campaign the local authority will want to ensure 
that it is engaging local businesses, business organisations, lower tier authorities 
such as parish councils and other relevant stakeholders. 
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4. Temporary public realm changes to ensure that reopening of local 
economies can be managed successfully and safely.  

 

To ensure that public spaces that are next to businesses are as safe as possible, 
temporary changes will need to be made to the physical environment. Local 
authorities will already be undertaking these changes in line with HMG’s Safer 
Public Places – Urban Centres and Green Spaces guidance. This funding can be 
used to enhance that existing offer to increase the level of safety measures, 
improve their attractiveness and ensure consistency of approach across 
individual and multiple public spaces including high streets. In doing so the 
respective local authority should work in partnership with public sector 
landowners as appropriate to enable works to be undertaken. 
 
These changes can help improve consumer confidence and increase, safely, the 
number of active consumers.  
 

 

In addition, the fund will also support 2 new strands of activity: 

5. Support to promote a safe public environment for a local area’s visitor 
economy.  

 

The local authority will want to effectively support and promote the safe and 
successful reopening of the public environment for local trade and tourism. 
To boost the look and feel of their high streets, local authorities may invest in 
activities to make high streets welcoming and promote the visitor economy. 
 
This includes but is not limited to: 
  

• Placed based marketing, for example, supporting safe celebration events on 
high streets and in local towns. 

• Marshals. 

• Public space maintenance. 

• Maintenance of public conveniences (toilets) including new temporary 
facilities (toilets) provision. 

• Beautification activities including graffiti removal. 

• Non-permanent public realm adaptations. 

• Activities that future proof the high street. 

• Improvement of green spaces and provision of outdoor seating areas. 
  

The fund allows a more flexible approach around supporting public space, it does 
not necessarily need to be adjacent to commercial areas, making it easier to 
support for example promenades. 
 

There is scope to pay the salaries of staff or consultants to develop this work, but 
it is important that the local authority can evidence that this is additional activity 
beyond what was already underway prior to the grant being received. 
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Events and celebrations should respect the most recent social distancing 
guidelines as per the Safer Public Places guidance and the Guidance for 
managing beaches, the countryside and coastal areas. 
 

6. Support local authorities to develop plans for responding to the medium-
term impact of Covid-19 including trialling new ideas particularly where 
these relate to the High Street.  
 
This strand is complementary to strand 1 but recognises that the impact of Covid-
19 on local economies will be significant. Local authorities can, under this strand, 
use the fund to develop plans for responding to these impacts. This could 
include, but is not limited to, undertaking research to inform the development of a 
local strategic plan.  
 
The strand will support opportunities to further develop, pilot projects and 
strategic responses to address and reverse the long-term impacts of covid-19 on 
local economies, particularly where they relate to the high street. 
 
In addition, where temporary changes to the public realm are being proposed as 
a part of a trial the respective local authority should work in partnership with 
public sector landowners as appropriate. 
 

Activities out of scope  

There are three main categories where activities cannot be supported: 

• Activity that provides no additionality - Government recognises that local 

authorities will already be delivering activity to ensure the safe reopening of 

their economies. This funding is intended to be additional funding on top of 

that existing activity; it should not be replacing the source for already 

committed expenditure. For example, if there is already a communications 

officer on staff then this funding cannot be used to subsidise their salary, but it 

can support overtime of existing staff or a new temporary role to support the 

implementation. Similarly, if the authority’s own in-house public works 

department undertakes works (e.g. additional road markings) the staff costs 

associated with this activity would not be eligible, although additional 

materials purchased for this purpose would be eligible.   

• Capital expenditure – This is a revenue only funding project intended to help 

local authorities address the longer-term impact of Covid-19 on local 

economies. This can include activities that last as long as restrictive measures 

are in place as well as activities that help future proof high streets. Permanent 

changes are therefore not permitted. 

• Grants to businesses – Funding cannot provide direct financial support to 

businesses to make adaptations to premises, purchase PPE, purchase goods 

or equipment or offset wages or other operating costs.  

Whilst we have sought to be as permissive as possible in the activities that can be 

supported through this funding it is important to emphasise that investments will still 
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need to follow the ERDF Operational Programme’s rules. In addition, investments 

made through this fund are limited to activity that is not classified as State Aid. 
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Welcome Back Fund (WBF) 
Frequently Asked Questions V1 – 23 April 2021 

Please Note: These FAQs relate to the WBF Guidance Version 1 – 16 April 2021. 
These FAQs build on and replace the previously published Reopening High Streets 
Safely Fund (RHSSF) FAQs V.7. For any queries, please contact the central fund 
inbox at RHSSFund@communities.gov.uk. 
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ELIGIBILITY 
 
1. What are the WBF eligibility rules?  

 
Answer: The scope of the WBF includes eligible activity from RHSSF (strands 1-4) 
along with two new strands of activity (5 + 6) as set out in the WBF Guidance. The same 
ERDF eligibility rules will apply as they did in RHSSF. In general activities should be 
eligible under the WBF if they are set out in a local authority’s funding agreement with 
the CLGU team and:  
 

• It is additional i.e. it must not substitute planned domestic expenditure. 
• It is revenue expenditure, capital is excluded (see ERDF Guidance). 
• It is not categorised as State Aid. 
• It is compliant with ERDF programme rules (see branding and procurement 

requirements).  
 
For the avoidance of doubt, all activity considered eligible under strands 1-4 of the RHSSF 
can still be delivered through the WBF as part of your new, combined allocation in addition to 
the eligible activity outlined within this document. 
 
Questions related to Strand 1 - Support to develop an action plan for how the 
local authority may begin to safely reopen their local economies. 
 
2. We would like to procure a consultant to deliver WBF activity, is this eligible? 
 
Answer: The procurement of consultants to deliver WBF activity is eligible, provided the 
procurement process is ERDF compliant and directly linked to the delivery of one of the 
strands of eligible activity, e.g. support to develop an action plan or to provide business-
facing support. This could be a dedicated officer for the delivery of Covid-19 recovery 
projects and plans at the local level.  
 
Questions related to Strand 2 - Communications and public information 
activity to ensure that reopening of local economies can be managed 
successfully and safely. 
 
3. Are High Street Ambassadors/Wardens eligible?  
 
Answer: The provision of roles to support delivery of a local authority High Street Strategy/ 
Action plan is permitted and is eligible under strand 2 of the WBF. Sometimes these roles 
have been described as ‘High Street Ambassadors/Wardens’. 
 

• This role is to provide information to the public on the High Street or Neighbourhood 
Shopping Area (NSA) on the measures in place to ensure the safe reopening. 

• This could include:   
o advising the public on Covid-19 regulations such as social distancing and 

wearing a face covering. 
o directing the public to hygiene stations. 
o leafleting; advertising walker; verbal messaging. 
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o ensuring the public are aware of any temporary public realm changes in place 
to support the safe reopening of their High Street/Neighbourhood Shopping 
Area.   

• A High Street Ambassador must be a new, paid, full-time equivalent (FTE) job on a 
fixed term contract, created from 1st June 2020 onwards.  

• In claiming for the role, you will be required to provide evidence of the 
role and its purpose, this includes written confirmation of the post, start date, 
duration, and the number of hours per week. The letter must state the role is funded 
by ERDF as WBF activity and include both the HMG and ERDF logo.    

• WBF High Street Ambassadors have no enforcement powers. However, they 
may be used to in addition to provide information to the public in the High Street or 
Neighbourhood Shopping area on the measures in place to ensure the safe 
reopening of these areas.  

• Materials and tools needed for the role are eligible under the fund. Please ensure 
you follow ERDF regulations for this expenditure to be eligible.   

• A Communication/ Information Officer, which is already eligible under the WBF, 
remit may be expanded to include the role of a High Street Ambassador.   

• You should ensure you continue to follow ERDF regulations in relation to branding 
and publicity. This is set out on page 13 of the WBF Guidance.   

 
Questions related to Strand 3 - Business-facing awareness raising activities to 
ensure that reopening of local economies can be managed successfully and 
safely. 
 
4. Can the WBF be used to support privately owned shopping centres or on privately 

owned land? 
 
Answer: Support for privately owned spaces is not within scope of the WBF. Local 
Authorities are encouraged to work in partnership with public sector landowners when 
implementing temporary public realm changes. Support for privately owned spaces is not 
within scope of the six types of eligible activity listed in the WBF Guidance 
 
Questions related to Strand 4 - Temporary public realm changes to ensure that 
reopening of local economies can be managed successfully and safely. 
 
5. Is there any flexibility around physical interventions that might add value to the 

safety and appeal of our High Streets over a slightly longer period?  
 
Answer: As set out in the WBF Guidance on page 8, this is a revenue only funding project 
intended to help local authorities address the longer-term impact of Covid-19 on local 
economies. This can include activities that last as long as restrictive measures are in place 
as well as activities that help future proof High Streets.  
 
Temporary measures mean interventions that are; 

• revenue expenditure only; 
• items/activity that are moveable; and  
• directly or indirectly connected to the purpose of making high streets, neighbourhood 

shopping areas and public spaces more Covid-secure. 
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6. Are we able to work in partnership with Local Highway and Transport Authorities 
when planning and implementing areas of work within scope of the WBF? 

 
Answer: As per the WBF Guidance, councils in receipt of WBF funds are encouraged to 
work in partnership with relevant organisations when developing and delivering activities in 
scope of the WBF, this includes Local Highway and Transport Authorities. Subject to the 
terms included within the Grant Funding Agreement, Delivery Partnerships can be created 
with such organisations where there is a need for the defrayal of financial costs to deliver 
eligible activity – please see question 33 for more information. 
 
7. Can we fund hand sanitiser stations on the High Street/Neighbourhood Shopping 

Areas? 
 
Answer: The provision of hand sanitiser stations on the street in supported areas would be 
an eligible cost under strand 4 of the WBF.  As per question 13, this activity must not replace 
already committed expenditure. 
 
8. We would like to purchase planters to act as barriers on designated High Streets 

and Neighbourhood Shopping Areas. Is this eligible for WBF Funding? 
 
Answer: The purchase or installation of planters capable of being removed is eligible for 
funding under the WBF fund. As set out in the WBF Guidance page 8, this is a revenue only 
funding project and permanent changes are not permitted. 
 In addition: 

• Planters must not be located on privately owned land and not directly benefit only a 
single business within the locality. 

• The cost of purchasing planters should be reasonable and demonstrate value for 
money.  

 
Additionally, the maintenance of planters are in scope of the WBF, although staffing costs 
must adhere to the staffing principles as set out on page 16 of these FAQs. Local authorities 
can also undertake procurement of a provider to maintain the planters for the period of use. 
All procurements must follow full ERDF Procurement rules and guidance.  
 
Questions related to Strand 5 - Support to promote a safe public environment 
for a local area’s visitor economy. 
 
9. Can the WBF be used to support events?   
 
Answer: The WBF can be used to support and promote safe events under strand 5. All 
activity undertaken should respect the most recent social distancing guidelines as per the 
Safer Public Places guidance and the Guidance for managing beaches, the countryside, and 
need to be part of the local authority’s Covid-19 recovery plans. Activities of a celebratory 
nature or town relaunch for example are eligible, this is not exhaustive. This activity must be 
additional and procured in line with the ERDF Procurement Guidance – internal recharges 
are not eligible and state aid considerations should also be taken into account.  
 
Please note that this funding cannot support activities which provide direct revenue 
generation for local authorities as income/payments for the creation/running/maintenance of 
events. Activity is limited to public space (land in public ownership). 
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10. Are Marshals eligible?  
 
Answer: The provision of Marshals is eligible under strand 5 of the WBF. This role is to 
provide support to the public in public spaces and is not limited specifically to activity on High 
Streets. The roles may be put in place to serve an on-going need or a short term need to 
support specific events. Several roles fall under this job title including but not limited to: 
  

• Helping control the flow of people, footfall and traffic as well as support to ensure 
social distancing guidelines are adhered to.  

• Support public space cleaning and maintenance including litter picking, graffiti 
removal and toilet provision.  
 

 Marshals should not be used to directly support revenue generating car parks. 
 
 In addition: 
  

• Similar to Ambassadors/Wardens, a High Street Marshal must be a new, paid, full-
time equivalent (FTE) job on a fixed term contract.  

• In claiming for the role, you will be required to provide evidence of the 
role and its purpose, this includes written confirmation of the post, start date, 
duration, and the number of hours per week. The letter must state the role is funding 
by ERDF as WBF activity and include both the HMG and ERDF logo.    

• Necessary materials and tools needed for the role are eligible under the fund. Please 
ensure you follow ERDF regulations for this expenditure to be eligible.   

 
Local authorities should look to agree spending plans on Marshals before recruiting to 
ensure the activity is eligible. 
 
11. Are we able to fund market stall coverings, or new gazebos to enable more 

businesses to trade outdoors?  
 
Answer: This is eligible under strand 5 of the WBF. The material should only be deployed in 
public spaces on public land and must not be located on privately owned land.  All eligible 
activities are to be delivered in a way that does not result in State Aid. For example, the 
provision should be available to all and at no cost. The material includes gazebos, marquees 
and stall coverings though this is not an exhaustive list. In addition: 

• Where activity is to be located adjacent to businesses, it should benefit more than 
one business. 

• The cost of purchasing gazebos or stall coverings should be reasonable and 
demonstrate value for money. 

 
12. We want to fund public space maintenance and improvements, for example 

signage/lights/benches/bunting. Is this eligible and how can we demonstrate 
additionality? 

 
Answer: These activities are eligible as per strand 5 of the WBF Guidance which allows for 
beautification activities to boost the look and feel of High Streets.  
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The WBF is intended to be additional it should not be replacing source funding for already 
committed expenditure and must provide additional value through the intervention.  
 
13. Can we spend funds outside our core town centre, i.e. neighbourhood/district 

centres, precincts etc? 
 
Answer: As per the WBF Guidance, the temporary public realm Covid-19 adaptations can 
be made across High Streets or Neighbourhood Shopping Areas. These are not restricted to 
your core town centre; however, they should be within the boundaries of your local authority 
area. The WBF allows a more flexible approach supporting public space, it does not 
necessarily need to be adjacent to commercial areas, making it easier to support for 
example promenades and other public areas. 
 
14. Can WBF funding be utilised to support the changes required to enable the 

reopening of public toilets?  
 
Answer: Under strand 5 temporary changes to toilets are eligible for funding. This could 
include: 

• Additional toilet provision such as portable toilets.  
• Repairs and maintenance associated with temporary changes to toilets.  
• Cleaning regimes, consumables and staffing arrangements (staffing costs must 

adhere to the staffing principles as set out on page 16 of these FAQs).  
 
This activity is limited to public space (land in public ownership). Privately owned facilities, 
for example toilets in privately owned shopping centres, are not eligible for 
cleaning/cleansing. 
 
15. Can we fund seating areas and greener, more attractive/accessible public spaces? 
 
Answer: The purchase, improvement or installation of moveable seating and the 
provision/improvement of green and accessible public spaces is eligible for funding under 
strand 5 of the WBF fund. 
 
 In addition: 

• Seating/new spaces must not be located on privately owned land.  
• Where activity is to be located near to businesses and there is more than one 

business in the locality, the benefit must be to more than one business. 
• The cost of purchasing seating or setting up new green spaces should be reasonable 

and demonstrate value for money. 
 
16. Can we make changes to parking bays directly on High Streets or identified 

Neighbourhood Areas? 
 
Answer: The WBF can be used to make temporary changes resulting in the removal of pre-
existing parking bays on identified High Streets and neighbourhoods to allow for social 
distancing on pavements. 
 
Parklets and the erection of seating within parking bays and publicly owned car parks is also 
within scope of strand 5 of the WBF fund. No WBF activity should directly result in State Aid.  
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17. Are we able to claim the costs of the revenue lost through maintaining paid 
carparking spaces as free spaces to encourage people back to the High Street? 

 
Answer: Loss of carparking revenue cannot be claimed under the WBF. 
 
18. Can we fund new cycle lanes, paths and cycle storage? 
 
Answer: Temporary changes to pre-existing cycle paths/lanes which are located on 
identified High Streets and Neighbourhood Areas and directly linked to the changes to 
footpaths for social distancing are within the scope of WBF funding under strand 4. 
 
 The funding of new cycle paths or lanes is not within the scope of the WBF fund and cannot 
be claimed.  Furthermore, activity under strand 5 can be undertaken in public areas that are 
not adjacent to commercial areas, for example, promenades or other public areas.    
 
As long as they are removable, the provision of storage for bicycles such as racks is within 
scope of the strand 5 of the WBF. As set out in the WBF Guidance page 8, this is a revenue 
only funding project and permanent changes are therefore not permitted.  
 
19. Can the fund be used to create/develop websites/apps? 
 
Answer: This is within scope strand 5 of the WBF. The production of websites would need 
to be directly in line with scope of the WBF fund and focused on the provision of information 
relating to the creation and promotion of a safe environment for local trade and tourism. This 
includes but is not limited to Click and Collect /Virtual High Streets and websites promoting 
safe celebration events. 
 
Full ERDF branding and procurement requirements must be adhered to. 
 
Questions related to Strand 6 - Support local authorities to develop plans for 
responding to the medium-term impact of Covid-19 including trialling new ideas 
particularly where these relate to the High Street. 
 
20. What do you mean by activities that help to future proof High Streets? 
 
Answer: Local authorities can use the WBF to support the development of local plans to 
ensure the medium to long-term success of your local economy. This could build on an 
existing short-term recovery plan, but it’s important to consider long-term strategic and 
operational aspects local authorities need to put in place now. 
 
The High Streets Task Force has published a Transformation Route Map which helps place 
leaders to identify priorities from four strategic approaches to renewal:  

• Restructuring (building the capacity and partnerships to deliver change); 
• Repositioning (using data to develop an inspiring vision); 
• Rebranding (establishing an identity and sense of place); and 
• Reinventing (activating and animating your place with diverse activities).  

 
Local authorities may wish to use the WBF to finance a new position or a secondment (from 
either within the local authority or another relevant organisation, such as a Town Council or 
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Business Improvement District) to develop such a plan or route map, as well as coordinate 
some specific development processes such as local engagement.  
 
As part of this, the WBF could also support: 

• Work to establish local partnerships and networks. 
• Sector-specific engagement and support. 
• Place-based capacity building exercises to support place managers and leaders. 
• Capacity building (i.e. training) for local place managers and leaders to respond 

adequately to future economic shocks. 
• Piloting activities to test how events and High Street offers can be restarted and 

maintained safely. 
• New positions or secondments (from either within the local authority or another 

relevant organisation, such as a Town Council or Business Improvement District). 
• Coordination of local plans or projects for recovery. 

 
21. Are all of the interventions listed in the Safer Public Spaces Guidance (section 4.2) 

and the Guidance for Managing Beaches, the Countryside and Coastal Areas 
eligible?  

 
Answer: The WBF is not intended to fund all of the interventions listed in the Safer Public 
Spaces guidance and the Guidance for Managing Beaches, the Countryside and Coastal 
Areas. The six strands of eligible activity under this fund are defined in the WBF Guidance 
and this FAQ document. 
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EXPENDITURE AND REQUIREMENTS: 
 
22. How long can activities to be delivered through the Welcome Back Fund last? 
 
Answer:  The financial completion date for the WBF is 31 March 2022. We expect activity to 
end by 31 March 2022 however there is potential for activity to extend beyond 31 March 
2022 in certain circumstances. 
 
 For example:  

• If you have a contract for a supplier to install, maintain and then remove barriers, 
then as long as it's started before 31 March 2022 (both defrayed and barriers 
installed), the activity could be delivered beyond this date as long as it's been 
procured as one contract and the standard terms are to pay for it all up front.  

• The same would apply for a footfall supplier contracted prior to 31 March 2022 
(where the standard terms are for a one-year contract or subscription). 

•  We would not be able to fund salaries or other accruals after 31 March 2022.  
 
23. Strand 6 of eligible activity refers to ‘responding to the medium-term impact of 

Covid-19.’ What does this mean? 
 
Answer: This strand is complementary to strand 1 but recognises that the impact of Covid-
19 on local economies will be significant beyond the immediate reopening of High Streets 
and town centres.  
 
The High Streets Task Force defines medium term activities that range between 3-5 years. 
Therefore, in addition to the development of reactive action plans to ensure a safe and 
successful reopening under strand 1, and strand 6 local authorities are able to develop plans 
to address the medium-term, ongoing impacts of Covid-19. 
 
 This could include, but is not limited to: 

• Research to inform the development of a local strategic plan over a longer term. 
• Development of pilot projects and strategic responses to address and reverse the 

long-term impacts of Covid-19 on local economies, particularly where they relate to 
the High Street. 

• Strategies to assess and evaluate the impact of current activity being delivered to 
manage the local economy post-reopening safely and successfully.  

• The development of datasets including footfall, vacancy rates and sentiment data. 
 
24. As this funding is an expansion to the RHSSF, are we required to resubmit a Grant 

Action Plan or Grant Funding Agreement (GFA)?  
 
Answer: MHCLG will issue a WBF Activity Form to  identify and agree local authority 
proposals in response to the WBF. 
 
Local authorities with existing GFAs will then need to enter into an agreement to vary current 
GFAs. Local authorities without a GFA currently in place will need to enter into a  new GFA. 
 
Once GFAs have been varied or created and new activities have been agreed with Contract 
Managers through a Welcome Back Fund Activity Form, we will be able to reimburse 
expenditure through the quarterly claims process. 
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Speak with your Contract Manager to confirm eligibility of new activity before spending at 
risk. Additionally, as outlined within the WBF Guidance, all existing activity under the RHSSF 
remains eligible, remaining unspent allocations can be rolled over and combined with 
RHSSF/WBF allocation.    
 
25. We would like to extend an existing contract, i.e. footfall or consultancy services  

to continue up to 31 March 2022 but are concerned that the new contract amount 
will exceed the minimum procurement threshold. What are the implications of 
this?  

 
Answer: The final date for WBF project delivery is 31 March 2022. This can include 
contracted activities and services, though extensions to activities will need to be within the 
scope of any existing procurements/contracts. If you are considering extending an existing 
contract, you will also need to ensure that all aspects of the procurement remain compliant 
with ERDF guidance. 
    
For example, if the original contract value is below the threshold of £25,000 and an 
extension of the contract (which, as a rule of thumb, can be up to 50% on top of the original 
contract value) takes the overall value above £25,000 then the contract must then be 
advertised in accordance with the ERDF Procurement Guidance. Consideration should also 
be given as to whether this is a new contract due to unforeseen circumstances or an 
extension of an existing contract. 
  
26. Will the 4% management costs from the RHSS funding still be available in the 

WBF? 
 
Answer: The amount available to you under the 4% Management and Administration 
allocation will increase commensurately with your funding allocation. 
 
27. Can we still claim 15% Flat Rate Indirect Costs (FRIC) for direct staff costs? 
 
Answer: 15% FRIC can be claimed for eligible, direct staff costs. Please speak to your 
Contract Manager if you have any queries about staffing or the submission of claims. 
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CONTRACT MANAGEMENT AND CLAIMS: 
 
28. How is the money going to be awarded?  
 
Answer: Once GFAs have been varied or created and new activities (under strands 5 and 6) 
have been agreed, funding can be reimbursed from MHCLG in arrears through a quarterly 
claims process.  
 
29. When can we start to spend our new allocation?  
 
Answer: As the WBF Guidance has now been published local authorities can spend WBF 
allocations at risk however we encourage local authorities to agree proposals with MHCLG 
as early as possible.  
 
30. Does the initial RHSS funding still need to be spent by 30 June 2021, or can we 

now use it with the new funding to spend before 31 March 2022? 
 
Answer: The WBF is an extension to the original RHSSF project. This means that original 
allocations under the RHSSF can be rolled over and combined with new WBF allocations 
until March 2022. 
 
31. Can we combine our allocation with another local authority? 
 
Answer: Two local authorities may combine their WBF allocations if they wish. 

• One council would be designated the lead local authority who would enter in the GFA 
with MHCLG, the other local authority would enter into a delivery partner agreement 
with the lead principle local authority.  

• This would then be treated as one allocation, with the two local authorities able to 
split funding across the combined geography as agreed between them.  

• Both local authorities would need to be in the same ESIF Category of Region in order 
for this to be considered. Category of Region listings can be found here. 

• We would need written confirmation from both parties that both are content to enter 
into such an arrangement. This should evidence that it has been considered at the 
appropriate level within each council and confirm who will be the lead local authority.  

• This is in addition to the existing option for local authorities to enter into delivery 
partner agreements with other tiers of local authority who do not have an WBF 
allocation, (for example parish councils).  

If you wish to pursue this as an option, please contact the WBF mailbox in the first instance. 
RHSSFund@communities.gov.uk. 
 
32. Can we access the Welcome Back Fund if we didn't originally access the RHSSF? 
 
Answer: WBF allocations (including previous RHSSF allocations) are available to all local 
authorities. Local authorities without a GFA currently in place will need to enter into a GFA. 
Please contact MHCLG via the inbox at RHSSfund@communities.gov.uk if you are 
interested in taking up this funding.  
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33. What are the expectations and requirements for Delivery Partnerships under the 
Welcome Back Fund? 

 
In delivering this funding we expect to see engagement with businesses, business 
organisations, lower tier authorities (such as town and parish councils) and other relevant 
stakeholders as part of the development of Welcome Back Fund plans. However, we 
understand that different areas will prioritise different activities according to local need it is 
for local authorities to determine the best delivery mechanism by which to do this. 
 
If you identify another organisation (such as a Town/Parish Council, Business Improvement 
District or other relevant stakeholder) as the most appropriate provider for any eligible 
activity you can deliver said activity through a Delivery Partner arrangement subject to the 
terms included within the GFA.  
 
An ERDF Delivery Partnership is a financial arrangement where the other organisation can 
defray costs themselves in the same way that the lead local authority with an WBF allocation 
can. This means that the lower tier would also need to adhere to the same ERDF rules on 
procurement, branding, and publicity and so on. Please note all ERDF Delivery Partnership 
arrangements will require a Service Level Agreement (SLA) with the identified Delivery 
Partner (we are not able to provide a template SLA).  
 
Any Delivery Partner will need to adhere to the requirements set out in the WBF Guidance 
and ensure compliance with ERDF rules on procurement, branding, and publicity. At the 
claims stage the principle local authority will  need to ensure that the Delivery Partner has 
the appropriate systems in place and evidence to support financial claims for reimbursement 
of funding from MHCLG. 
 
34. Who can be a Delivery Partner? 
 
Answer: If identified as the most appropriate provider, eligible activities can be delivered 
through Delivery Partnership arrangements with organisations such as, but not limited to: 

• Town/Parish Councils. 
• Country Councils. 
• Local Highways or Transport Authorities. 
• Business Improvement Districts, Chambers of Commerce (or other relevant Business 

Representative Organisations). 
• Destination Management Organisations. 

 
Please note that whilst the above list is not exhaustive, you should speak to your Contract 
Manager when identifying any potential Delivery Partner.  
 
35. We do not wish to create a financial Delivery Partnership arrangement but still 

want to demonstrate engagement with local stakeholders. How can we do this? 
 
Answer: ERDF Delivery Partner arrangements may not be suitable in every case where a 
lower tier of authority does not necessarily require the ability to defray financial costs, i.e. a 
town council may wish to contribute ideas and feedback on local priorities and the delivery  
impact of activities whilst not directly spending a  WBF allocation. Local authorities can in 
this instance, demonstrate engagement and consultation with local partners by providing a 
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summary of an outline of engagement activities proposed or undertaken. This will be initially 
reviewed through the WBF Activity Form and through quarterly progress monitoring reports.  
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BRANDING AND PUBLICITY: 
 
36. Are we required to comply with ERDF Branding and Publicity? 
 
Answer: Local authorities are required to fully comply with the ERDF Branding and Publicity 
Guidelines for all activity including the temporary installation of planters. Please read the 
Branding FAQ for further information and follow the ERDF Branding and Publicity Guidance. 
 
37. What are the requirements for the use branding logos? 
 
Answer: Local authorities are required to use the HMG and ERDF logos as this is a national 
project. You may choose to use regional logos in addition if you wish.  
 
If you have previously used a regional logo alongside the ERDF logo, we would not consider 
this ineligible. However, moving forward, as set out in the WBF, the HMG logo should be 
used alongside the ERDF logo.  
 
38. Are the branding and logos required to be printed on every piece of signage, 

pavement sticker or temporary public realm adaptation, for example? 
 
Answer: Local authorities are required to ensure that all activity funded by the WBF is 
compliant with the ERDF Banding and Publicity Guidance and the WBF Guidance which 
states: 
 
‘Display of at least one poster of minimum A3 size, readily visible to the public (e.g. the 
entrance area of a public building) at the location of the activities being implemented and 
containing information on the work being delivered’ 
 
Posters or display boards will need to be located prominently in at least one location for each 
Highstreet or neighbourhood area where WBF activity is in place. 
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PROCUREMENT: 
 
39. We have followed our council’s procurement guidelines on expenditure at risk and 

this differs from ERDF guidelines. Does this matter? 
 
Answer: All procurement that you wish to claim through the WBF must have been 
undertaken following the ERDF Procurement Guidance.  
 
40. Can we use Existing Suppliers for WBF activity? 
 
Answer: Local authorities may use existing frameworks where they have been compliantly 
procured (e.g. correct procurement route, Official Journal of the European Union -OJEU- 
requirements have been met), in which case the framework documentation would not need 
the ERDF/HMG logos. However, call offs from that framework to be used for the WBF 
project would need to be compliant with both ESIF procurement and branding requirements. 
Existing contracts, which have now expired, are not a basis for direct awards.  
 
41. Can we use Single Tender Justification Forms? 
 
Answer: Where there is only one possible supplier, you would need to retain evidence of 
such and complete the Single Tender Justification Form. We are unable to approve 
these, but you will need to submit them to your Contract Manager. There are very few 
instances where a sole provider of a service or item can be adequately evidenced.  
 
42. Can we use the Extreme Urgency Route set out in Regulation 32 of the Project 

Change Request? 
 
Answer: The EU Commission are very unlikely to consider any procurement or activity 
undertaken for the WBF to constitute ‘Extreme Urgency’ and therefore the use of the 
Extreme Urgency Route is not recommended for any procurement associated with the 
WBF.  
 
For both OJEU and sub-OJEU contracts using the Extreme Urgency Route set out in 
regulation 32 of the PCR is increasingly risky. Any Grant Recipient claiming to be able to 
make a direct award under that route will have to provide very clear and irrefutable evidence 
that they meet every limb of the tests set out in that regulation.   
 
43. What are the VAT requirements?  
 
Answer: As per page 29 of the ESIF Procurement Requirements, threshold values are 
exclusive of VAT.  
 
44. What if we are not able to obtain 3 quotes for relevant procurements? 
 
Answer: It is considered very unlikely that 3 quotes would not be obtainable for the activities 
eligible within the WBF. Should the activity be of such a unique nature that not more than 
two companies can be found or provide quotes, this would need to be evidenced to 
demonstrate that 3 quotes have been attempted and the rationale as to why they could not 
be secured.  
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45. Is there any flexibility on deviating from the ERDF procurement process?  
 
Answer: We are unable to ‘sign off’ local authority deviations from the processes set out in 
the Procurement Requirements. If extenuation circumstances exist as set out in the ERDF 
procurement guidance, local authorities would need to complete Annex 2 or 3 of the 
Guidance as applicable and submit to their Contract Manager for consideration. 
   
46. Can we procure at risk before WBF Plans are agreed? 
 
Answer: Procurement can be undertaken at risk during the pre- contracting period. The 
actual final details of each procurement will be captured at claims and reviewed for 
compliance with ERDF Procurement Guidance.  
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STAFFING: 
 
47. What are the Staffing Key Principles for the WBF? 
 
Answer: 
 
• WBF should not be replacing the source for already committed expenditure.  
• WBF can’t be used to pay for sunk costs.  
  
If the local authority has a member of staff who could write the Action Plan or undertake the 
public facing communications activity for example, within their existing, normal hours, then 
the local authority could not claim their hours as an WBF eligible cost.  
  
If the local authority has a works department or design team that could do the work in their 
existing hours, then that would not be an eligible cost. If those staff have no spare capacity, 
then overtime is eligible as long as the tasks are additional to the pre-existing tasks and the 
underlying activity is eligible in itself under the WBF guidance. The local authority would 
need to be able to evidence and justify the use of overtime in this scenario. Hourly rates 
would be required and would be based on the basic annual salary (see ERDF Eligibility 
Guidance for details). No overtime premiums would be claimable.  
  
Where the local authority does not have current staff employed to carry out the activity, you 
may employ new staff to do so as long as the underlying activity is eligible in itself under the 
WBF Guidance. It must be directly aligned with one of the four strands of activity. For the 
avoidance of doubt, project administration or project management staff costs are only 
claimable within the 4% Management and Administration allowance (within your total WBF 
allocation).   
  
Where local authorities have staff within their employment who do not currently work full time 
or they are not currently employed to undertake the broad type of work within scope, their 
hours may be increased with an appropriate HR letter and following ERDF Eligibility 
Guidance to enable them to undertake the necessary activity. Staff time will be claimed 
using either hourly rate (timesheets) or fixed percentage methodology, set out within the 
ERDF Eligibility Guidance.   
  
Staff could in principle be re-deployed to undertake an eligible activity as an alternative to 
employing additional staff or procuring contract staff, but if so, Value-for-Money would need 
to be evidenced. The re-deployed staff member’s costs could only be claimed at the salary 
rate appropriate for that role, and not at the staff member’s existing rate. It would also be 
necessary to show the costs of the re-deployed staff member were not a sunk cost for the 
local authority. Thus, a staff member currently at 0.5 FTE who increases that to 0.75FTE to 
be re-deployed to undertake a WBF activity during the extra 0.25 FTE, could claim the 
additional 0.25 FTE cost. However, a staff member not currently employed to undertake a 
RHSS activity and who is not increasing the hours they work at the local authority, is likely to 
be a sunk cost to the local authority – the local authority has to pay that employee’s costs 
anyway, so if they are re-deployed to WBF work there is no marginal cost to the local 
authority and so the cost could not be claimed. 
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Littlehampton Town Council 

Non- Confidential 

Committee: Policy & Finance Advisory Group 

Date: 14 June 2021 

Report by: Town Clerk 

Subject: Community Wardens 

 

1. Background & Summary 

 

1.1 Members are aware of the creation of the Community Warden posts, which 
are now operating fully. Attached as Appendix 1 is a paper summarising their 
early work, which they will be expanding in forthcoming weeks. The Senior 
Community Warden will be attending Policy & Finance Committee meetings 
on a regular basis starting in September.   

 

1.2 The opportunity to meet the wardens has been offered to Councillors, with 
one meeting having taken place and at least one further session being 
arranged. Members’ knowledge of their Wards can be a great asset to the 
Wardens. Any issue/problem that Members wish to focus on should be 
directed to the Town Clerk so that an organised and prioritised workload can 
be delivered.  

 

2. Recommendations 

 

2.1 The Advisory Group is Recommended to note the report.  

 

3. Financial Implications  

 

3.1 The total contribution is £90,000 over two years. £45,000 was paid to Arun 

District Council in 2020 to 2021 and a further £45,000 will be paid in 2021 to 

2022. Half of this (£45,000) will be met from the Converted Capital Receipt. 

 

 

Peter Herbert 

Town Clerk 
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Brief Summary of Littlehampton Community Wardens 

Activities to date 

• The Warden scheme commenced on Tuesday the 8th of April 2021. 

 

• The first week was spent ‘bedding in’, team familiarisation, uniform issue and 

IT related tasks as well as getting to know each other as a team. 

 

• The second week, and subsequently onwards to date, the wardens have been 

actively patrolling on foot, all of the Wards within the Littlehampton Town area. 

 

• A total of 278-staff hours (the sum of both wardens individual patrolling times) 

has been spent engaged in patrolling activity within the town centre area and 

the surrounding Littlehampton Wards. 

 

• The team have already made significant inroads into the community by 

attending the local schools’ establishments engaging with staff, pupils, and 

parents, explaining their role and function, and establishing a rapport within 

this particular group.  After only a few weeks of regular weekly contact, 

information was being offered freely to the wardens regarding alleged drug 

dealing. This information has allowed the wardens to vary their patrol and 

engagement times in order to disrupt and interfere with the alleged activities, 

but to date, although nothing of evidential value has been identified, the 

wardens will continue to monitor and collate intelligence. 

 

• The wardens have independently found and reported numerous cases of 

graffiti, damage, and fly tipping around the town centre and neighbouring 

housing areas within the wards. These reports being progressed to the District 

Council Cleansing and Parks Teams for remedial action to be taken.  

 

• Wardens have made contact and engaged with local charity and council 

services such as the Foreshore Officers, Turning Tides, Arun Youth Projects, 

and the Town Centre retail outlets thereby establishing a point of contact.   

 

• The team were first on the scene and dealt with the case of a parent who had 

come into contact with a discarded uncapped needle by accidentally pricking 

her finger on it. The needle had been discarded near (?) a child’s waste bin, 

together with other drug related paraphernalia in the baby changing room of 

the St Martin’s car park toilets. Although extremely distressed, the wardens 

dealt with the individual professionally and effectively, arranging the closure of 

the affected cubicle, arranging medical assistance, and getting them back 

home safely, together with their young child.  

Council cleansing teams were alerted and attended subsequently recovering 

a total of 21 discarded needles and other drug related paraphernalia from 

both the cubicle in question and the other cubicles within the same block. 
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This incident has been reported to Sussex Police and other council agencies 

and is subject to further planned action by both the District Council’s 

Community Safety Team, the Anti-Social Behaviour (ASB) Team, and the 

wardens working in partnership with Sussex Police. 

 

• One of the wardens has been actively engaged in the locating, identifying, 

and disrupting the activities of local low-level street drug suppliers. He follows 

them and observes them, making his presence known and obvious to them 

and engaging with them where possible. His activities have had the result that 

his mere presence disrupts their illegal activities and forces them to move 

away from the areas where they are spotted. It appears that the sight of the 

warden’s distinctive purple shirts causes them to cease their activities and 

move away, therefore interrupting their illegal trade and activities. 

 

• Working closely with the ASB Team, Police and other stakeholders, the 

wardens have been able to pay attention to identified areas or locations of 

particular interest. They have been able to feedback observations and 

findings and to engage with individuals of interest and forward any information 

back to the relevant agencies. One advantage is that this frees up the limited 

resources from an already stretched Police response and provides a 

mechanism to get information speedily to the relevant agencies. This fulfils 

one of the vital roles of the wardens, that is intelligence gathering. 

 

• The wardens have been pivotal in engaging with and having arranged 

accommodation for three rough sleepers who were also part of the local street 

drinkers’ group Contact was made with Turning Tides and the District 

Councils own Rough Sleepers Team Leader and accommodation successfully 

secured for them. 

 

• The Town street drinker’s community all know the wardens by sight, and they 

offer little or no resistance when required to move on or to cease drinking 

when they are found and engaged by the wardens.  

 

• Moving forward, in the very near future, the wardens will be trained and 

accredited with Community Safety Accreditation Scheme powers, giving them 

minor Police powers, and allowing them to operate in a limited enforcement 

role. The powers to issue fixed penalty notices (FPN’s) will however be the 

actions of last resort. This will afford the wardens greater scope in carrying out 

and fulfilling their role within the Community. 

 

• The wardens have been highly active, effective, and professional to date, and 

the project will continue to expand as the scheme rolls out further into the 

community. 
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Littlehampton Town Council 

Non- Confidential 

Committee: Policy & Finance Advisory Group 

Date: 14 June 2021 

Report by: Town Clerk 

Subject: Town Centre Manager/Regeneration Officer  

 

1. Summary 

1.1 The report seeks direction from Members as to how to progress their wish for 
the Town Council to employ a Town Centre Manager.  

 

2. Recommendations 

2.1 The Committee is Recommended to: 

1. Agree a preferred way forward, including the scope (job description) of the 
post, the level of remuneration (which should cross refer to the 
responsibilities of the post) and the hours of work.  

2. Recommend this to Full Council. 

3. And that Full Council, having considered how to move forward, be 
recommended to delegate authority to progress this to conclusion to the 
Policy & Finance Committee who will meet next in July.  

 

3. Background 

3.1 Members of the Council have previously been circulated a questionnaire 

seeking direction as to how to progress the creation of a new post of Town 

Centre Manager. This elicited a very limited response which is summarised in 

Appendix 1. Also attached as further appendices are the attachments that 

were circulated with that questionnaire. These are: 

 

 Appendix 2 – relevant reports and minutes of the meeting of Council in 2020. 

 Appendix 3 – suggestions from former Councillor, Emily Seex. 

 Appendix 4 – suggestions from the Town Traders Partnership.  

3.2 Although it was decided that Members did not want to continue with the joint 

arrangement with Arun District Council (ADC) with the Town Centre 

Regeneration Officer post, it is unclear how Members do wish to proceed. To 

ensure there is sufficient time to implement the new arrangement  a decision 

on a way forward needs to be in place by the end of July.  
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3.3 Therefore, Members are asked to agree a recommendation to Council setting 

out the proposed role of the Town Centre Manager, the responsibilities that 

are expected of that post and an indication of the budget they wish to allocate 

(see financial implications below). If Council agree this way forward it could 

delegatethe delivery back to this Committee and a detailed proposal could be 

considered at the July Committee meeting.  

4. Financial Implications 
4.1 The original proposal to extend the Town Centre Regeneration Officer post for 

a further 12 months would have involved the Town Council making a £20,000 

contribution. It was intended that this would be met from two earmarked 

reserves that were no longer needed.  

4.2 ADC agreed to the Town Council proposal to extend the current post by 6 

months and therefore £10,000 of those earmarked reserves (Public 

Conveniences Refurbishment) have been allocated for this. The other 

£10,000 was to be met from the Bus EMR and was returned to General 

Reserves at year end as agreed during the budget setting process. This could 

be used to contribute to the potential costs between October 2021 and March 

2022 (see point 4.4 to 4.5). Any future costs will need to be incorporated in the 

budgets for future years and will clearly be a significant growth item.  

4.3 It is not known whether ADC will contribute to this post. Without knowing what 

the role entails it is difficult for them to make a commitment.  

4.4 To assist on the potential costs, a comparison with similar roles in the Town 

Council has been made. A “Scale 6” post would have a salary of circa 

£25,000 per annum at the bottom of the scale. With oncosts the total cost 

could be £33,500 per annum (including National Insurance and Employers 

Pension contribution). There could potentially be £1,000 of set up costs 

(laptop, Microsoft Office licence and mobile phone).  

4.5 This would mean that for the 1st October 2021 – 31st March 2022 the cost 

would be £16,750 + £1,000 set up costs, making £17,750. For this period this 

could be met by the previously identified £10,000 (which is now in General 

Reserves) with the remainder coming from Town Centre Initiatives earmarked 

reserves which currently stands at £22,383 (including commitments). 

4.6 Any funding after that will need to be met from the Precept, less any possible 

contribution from ADC. Should a fixed term post be required that extends over 

2 years, redundancy costs will also need to be factored in.   

4.7 Members will need to consider the level of experience that they seek as this 

could significantly alter the level of remuneration sought.  

4.8 These figures are based on hosting the post at the Manor House. Alternatives 

have not been considered.  

Peter Herbert 
Town Clerk 
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Littlehampton 
Town Council  

 

 

Manor House • Church Street • Littlehampton • West Sussex BN17 5EW  
Telephone: 01903 732063 • Facsimile: 01903 731690  

Itc@littlehampton-tc.gov.uk • www.littlehampton-tc.gov.uk  

Town Clerk – Peter Herbert 

_________________________________________________________________________________ 

 

Littlehampton Town Centre Manager/Regeneration Officer 
 

Questionnaire 
 

1. Looking at the job description that the Council did not approve (see Appendix 
1Bii) what changes would you make? 
 

• Very specific job description with achievable goals- help monitor 
performance. 

• Want to see KPI’s Set. 

• Complete new job description as Town Centre Manager not a LTCRO 

• Whole document should be SMART approach. 

• Current job description needs to reflect a leading role, developing a clear 
focused approach. 

• More specific with dates rather than saying ‘done quickly’, too vague.  

• Should steer as to manage the town how best, give advice. 

• Communicate well, oversee projects, create and manage budgets, 
represent the Town and be known in the Community. 

• Inclusion of weekly/daily basic tasks e.g. walking around Town, cleaning 
up mess from graffiti, litter etc.  

 

2. Given that there is no allocated funding for this post, what level of funding do you 
think the Town Council should provide to deliver this post? (Please remember 
that the Town Council will now have to carry all of the on-costs of employment. 
There were previously met by the District Council). 
 

• £35,000 based on around 25 hours per week, based on BID Manager 
hours and pay. 

• First year from general reserves and then budget reviewed and allocated. 

• Confusion on what is meant by ‘costs’ redundancy, pension etc? Looking 
online can be varied from £19k to £60k. 

• £25,000 inc. on costs and assuming performance targets are met. 
 

3. If the District Council does not provide financial support, should other options be 
considered? (This might include sharing the post with somewhere else, or within 
the Council or working part time). 
 

• Happy to share the post with a neighbouring Town providing clear 
guidelines are set on days spent where. Personal forward plan for each 
Town so don’t have same events etc.  

• Part time post at 20-25 hours per week (full time equivalent at 35-40k). 

• Think it should be fully focused on Littlehampton and paid by LTC, with 
potential sponsorship etc. considered. 

• Should focus on creating income for the Town equal to 25% of Salary. 
 
 

4. Suggestions were made about devolving certain budgets to the post. Whilst 55
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there are significant issues with regard to accountability etc, have you any views 
on this and which budgets? 
 

• High Street Initiative Budget (events) 

• A portion of the Town Councils Advertising Budget 

• Farmark Funds (Small amount) Transportation Budget 

• Budget for Town Centre Initiatives to be allocated for events etc. with 
updates/ reports. 

• Not enough information for view.  
 

5. It has been suggested that the post be located in the High Street this could be 
costly but have you any thoughts on this. 
 

• No- it will be costly and at little use. If the role became LTC then it would 
be better for the post-holder to have a place at Manor House. 

• The Post-holder does not need to be located at the High Street but the 
employee needs to be regularly there. 

• Accessibility for Traders and Public is key, a small area/ desk in an 
existing shop doesn’t need to be costly.  

• Built into role to seek assistance from local shops such as Sainsburys. All 
needed is a mobile phone, iPad and desk at a venue once a week as a 
drop in centre. Otherwise kept at the Town Council. 

 

6. Do you think this post should be fixed term or permanent? If fixed term, for how 
long? 
 

• High Street and Traders need a permanent person in place to guide them 
through the transitions and changes of online sopping etc. 

• Permanent role as the High Street is always evolving. 

• Permanent position will add more value but dependant on what is needed. 

• Fixed Term- 3 years? Then look at results, impact, costs and whether to 
continue. 

 

7. The level of responsibility of this post needs to be agreed. This will impact on 
salary. Please could you outline what you think will be the key responsibilities 
and whether this is largely an admin role or much more. 
 

• Appendix 2B summarises well. 

• Not an admin role, hands on roll and development. 

• Like to see the post holder being proactive in engaging with all Traders 
and in the future plan for the High Street. Organising High Street Events, 
marketing, liaising and guidance for Community Wardens. 

• Key responsibilities: Involvement with Christmas Lights, Business 
Wardens, Events, Budgets, involvement in the Community, producing a 
realistic plan (Short & Long Term), regular meetings / updates inclusive of 
Town Traders, report to CRC and produce a promotional plan for the 
Town. 

 

8. Have you any other thoughts that I should be considering in preparing the 

56



report? 
 

• Clear feedback every quarter. 

• Clear strategic plan written by the post holder, with a timeline for goals. 

• Report to a board of Town Traders and Full Council quarterly.  

• The whole role needs a more targeted and clear approach, needing to 
encompass all things ‘Town’ (crime, cleanliness, help, support, training 
and promotion). 
 

          

57



Appendix 2A 

Littlehampton Town Centre Regeneration - Action Plan 2021 
 
Key:    LTCRO   Littlehampton Town Centre Regeneration Officer 
 ADC   Arun District Council 
 LTC   Littlehampton Town Council 
 LTP   Littlehampton Traders Partnership 
 WSCC   West Sussex County Council 
 F&G   Faithful & Gould (Professional Lead – Littlehampton Public Realm) 
 LDA   LDA Design (Landscape designers – Littlehampton Public Realm) 
 LOCA   Littlehampton Organisation for Community Arts 
 
 

Strategic Objective 1. 
Improvement of Littlehampton Public Realm 
 Task Lead  Support Key 

Performance 
Indicators 

Outcomes Actions 

1. Delivery of the 
Littlehampton Public 
Realm Project 
programme 

F&G 
Contractor 
LTCRO 
 

LDA 
ADC 
LTC 
WSCC  

Completion of 
Phase 2 of Public 
Realm 
Improvements 
Programme 
 
Completion of 
Phase 3 Public 
Realm 
Improvements 
Programme. 

An improved public 
realm and vibrant 
town centre 
attracting more 
footfall, events and 
retail. 
 
Further public sector 
and private sector 
investment in 
Littlehampton Town 
centre. 

Liaise with ADC Legal to enter into contract 
with the construction contractor. 
 
Produce regular progress reports for 
Councils. 
 
Coordinate all statutory concerns and 
permissions, e.g. submit application to 
Highways Authority for Traffic Regulation 
Orders 
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2. Coordinate Public 
Realm Board Meetings 

LTCRO F&G 
ADC 
LTC 

Monthly 
meetings 

Clear and 
accountable 
management of the 
public realm 
contract. 

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

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

LTCRO 
F&G 
Contractor 

LTC 
ADC 

 Access to all 
business premises 
maintained 
throughout the 
project construction. 
 
 
  

Agree a timetable for delivery with 
contractors and professional lead team. 
 
Regular liaison with contractors and 
professional lead team to ensure delivery 
of employer requirements. 

4. Coordinate Public 
Realm Stakeholder 
communications. 

LTCRO 
Contractor 

ADC 
LTP 

Regular 
Newsletters 
 
New site 
noticeboards 
erected with 
project 
information and 
contractor 
details.  
 

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

Regular meetings with contractor to 
ensure delivery of communications with 
stakeholders, e.g. traders, landlords, 
commercial agents and residents. 
 
Prepare regular press statements  
 
Prepare regular members (ADC & LTC) 
update briefings 
 
Include project information in trader 
bulletins 

 
*Employers Requirements 
 This is the scope of services ADC has put into the tender requirements for the public realm project.  The Employers Requirements identifies 
specific elements requiring contractor to consider, such as access to business premises throughout the construction period; communicating 
schedule of works; acknowledging and as far as possible work around the schedule of events in the town centre.  
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Strategic Objective 2.   
Maintain and support Littlehampton Traders Partnership as key town centre stakeholder organisation. 
 

 
 

Task Lead Support Key Performance 
Indicators 

Outcomes  Actions  

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

LTCRO ADC 
LTP 
LTC 
 

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

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

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

2. Administer the work 
of the Traders 
Partnership. 

LTCRO LTP Trader Bulletins 
issued monthly 

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

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

 
 

Task Lead Support Key Performance 
Indicators 

Outcomes  Actions  

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

 

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

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

LTCRO 
LTC 
ADC 

LTP 
 
 
 

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

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

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

LTCRO 
LTP 

ADC 
LTC 

Database of 
landlords with 
town centre 
properties. 
 
 

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

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

 

 

 

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

through social media 
platforms  

LTCRO 
ADC 

LTP 
LTC 

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

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

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

 

2. Promote wayfinding 
through signage and 
public information 
media. 

LTCRO ADC 
LTP 
LTC 

Two issues per 
annum of the 
Town Centre 
Shopping Map. 
 

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

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

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

LTC 
LOCA 

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

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

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

LTC 
LTCRO 
ADC 

LOCA 
Arun 
Inspires 

Events 
programme to 
be confirmed. 

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

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

LTCRO ADC 
LTP 

 Reviewed viability 
and cost 
effectiveness of radio 
campaigns.   

Contact radio stations to discuss promotion 
packages for Littlehampton. 
 
 

7. Markets LTCRO 
Southern 
Counties 
Markets 
LOCA 

ADC 
LTP 
LTC 

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

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

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

 

 

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

building frontages in the 
town centre. 

LTCRO 
ADC 

LTP 
LTC 

At least one 
Shopfront 
Improvement 
Grants per 
annum. 
 
 

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

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

2. Provision of free parking 
in the town centre. 

LTCRO 
LTP 

LTC 
ADC 

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

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

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

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

3. Regular cleansing and 
maintenance of the 
town centre 

ADC 
 

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

Liaison with Council departments to field 
enquiries relating to cleansing. 
 
 

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

LTCRO ADC 
LTP 

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

Lowered vacancy rate 
by end of year. 

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

65



Appendix 2A 

5. Scope out potential for 
further delegated 
authority from WSCC on 
town centre issues  

LTCRO 
ADC 
LTC 
WSCC 

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

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

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

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

WSCC 
ADC 
LTC 
LTCRO 

 A schedule for 
increased 
signage subject 
to budget. 

Increased visitation 
to Littlehampton 
waterfronts and town 
centre. 

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

 

 

 

 

 

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

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

JE 
ADC 

Sussex 
Police 
Business 
Wardens 
LTC 
Community 
Wardens 
LTP 

Four 
stakeholder 
meetings 
annually.  
 
 

Increased 
effectiveness for 
agency coordination. 

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

ADC 
LTCRO 

Business 
Wardens 
 
Community 
Information 
Wardens 

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

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

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

LTP 
LTCRO 

Sussex 
Police 
Business 
Wardens 
 

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

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

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

 
 

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

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

 
Principle Duties:          

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

 
d) Prepare annually, a report detailing the progress 

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

 
b) Improve the vitality and viability of the town centre 

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

 
e) Develop and promote town centre activities, 

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

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

business community in relation to town centre 
proposals. 

 
e) Support the work undertaken by the Economic 

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

 
h) Identify external funding and prepare, as 

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

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

 
 

Responsibilities  
 

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

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

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

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

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

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

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

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

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

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

11. To undertake any other duties that may be required by the......from time to time 
appropriate to the grade and designation of the post.  

69



Appendix 2B 

 

12. To view and make representations upon planning applications received by Arun 
District Council that might influence the vitality and viability of Littlehampton 
Town Centre. 
 

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

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

15. Work with community partners to consider medium term funding options in 
Littlehampton Town Centre for the Town Centre Regeneration Manager Role.  
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Extract Minutes of the Full Council Meeting held on 21st December 2020: 

68. Officer’s Reports 

68.1. Town Centre Regeneration Officer (TCRO) Post 

68.1.1. Council had before it the Job Description and draft Action Plan (previously 

circulated) setting out the key objectives for this post. This was in response to 

the questions raised by Members at the Council meeting in November 

regarding the proposal to extend this role for further year. Following further 

discussions with the District Council, the Action Plan had been drafted setting 

out in more detail the key areas of work, activities and outcomes relating to 

the post which had also been shared informally with Members. This included 

enhanced communications such as monthly updates and attendance of the 

TCRO at meetings of the Policy and Finance Committee. Council was asked 

to endorse the Action Plan and approve extending the post for a further year. 

68.1.2. Members proceeded to review the Job Description and draft Action Plan. 

Discussion focussed on the Action Plan and in particular the tasks supporting 

the delivery of the Public Realm Project Programme. There was a strong view 

that the Plan should be more be focussed on coordinating work to reinvigorate 

the Town Centre and support businesses as they adjust to the changes in 

consumer behaviour and the post pandemic trading environment. It was 

considered that in order to be effective, far more resource needed to be 

directed towards making the TCRO role more accessible and developing 

stronger relationships with traders and other key stakeholders such as the 

police and Town Councillors. Reflecting on the role further, whilst it was 

acknowledged that the effective implementation of the Public Realm Project 

required support, Members considered that it would be more beneficial if a 

dedicated Town Centre Manager function were put in place. Therefore, 

extending the existing TCRO role for a further year was not considered viable. 

68.1.2. Members proceed to discuss the support that the Town Centre would need in 

the future. It was considered that a new model for delivering support for the 

Town Centre was needed that had the flexibility to both respond to and take 

advantage of the changes in the retail sector and was sustainable in the long 

term. It was however acknowledged that this required careful planning and 

could happen at the same time that Public Realm improvement works were 

expected to start in the High Street. These were expected to deliver significant 

changes to the High Street and were also a priority. It was therefore proposed 

that a six-month extension would be more practical and allow time to 

formulate an action plan and develop a model more aligned to the aspirations 

of the Town Council. This proposal was put to the vote and supported.  

68.1.3. In supporting a six-month extension Members judged that a timeframe for 

discussions with the District Council needed to be set. It was also considered 
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that a future Action Plan should be more prescriptive in terms of reporting to 

the Town Council and engagement with Ward Members. It was also observed 

that there was no budget provision to support this move and that there was 

considerable uncertainty surrounding the availability of developer 

contributions in the future. Members believed that the post could be funded for 

circa £20, 000 per annum and that the post could access and manage the 

funds for Town Centre events.  It was therefore Resolved: 

1) That expenditure of £10,000 from Earmarked 
Reserves to fund the Town Council’s 
contribution to the six-month extension of the 
Littlehampton TCRO post for 2021 to 2022 be 
approved and 

2) To enter urgent discussions with the District 
Council, with a deadline of 31st July 2021,as to 
how future Town Centre work will be 
coordinated and delivered. 
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Town Centre Manager 
 

Hello Peter, 

Please see below a very rough draft of the proposed new role. 

I know you were going to invite suggestions so a bit ahead of the game. 
I really would like us to have a discussion collectively on this as it's vital we get this right.  
We need to all be clear what we want, and it will hinge on getting the right person.  
 
If we took the approach suggested it would mean passing over control (and budget) of some 
elements the TC currently does. Which will need serious debate.  
I am basically suggesting a BID structure funded by us rather than business rate levy (I know 
we are too small for a BID).  
No connection to delivering Aruns Regeneration plans. 
 
If we get the right person it could make the world of difference but we'd need to listen to the 
expert we employ. 
 
Heather at Bognor BID has bucked national trends (pre-covid) with increasing footfall and 
decreasing vacant units. Sharon Clarke at Worthing Town Centre Initiative has an outstanding 
reputation also. They have the freedom to get on with it as long as they are bringing in the 
results required. 
 
Kind Regards  
Emily 

 

 
 

Structure 
The Town Centre Manager will be responsible for a budget of X, with that they will need to deliver 
Christmas lights and tree, events, promotion and signage. Along with ensuring cleaning and security 
is being implemented well by working with third parties.   
They will present a high level plan for the year to the board, who will sign off or request changes prior 
to sign off. They will then provide the board with quarterly updates. The board will be responsible for 
performance management and monitoring return on investment of the role. 
The Board should be made up of a range on stakeholders. 
The Town Centre Manager will have freedom to implement the plan as they see fit within their budget. 
This will allow them to act fast to maximise impact.  

Planning and implementing 

Littlehampton’s activity to maintain 

and support the local economy. 

Supporting High Streets in 

Littlehampton and Wick, the night-

time economy and tourist sector. 
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The Town Centre Manager should be encouraged to work with both Arun and Town Council when 
appropriate and challenge when necessary.  
When there is a cross over between the activity of the Town Council and the Town Centre Manager 
they should be supported with additional from the Town team. 
They should be encourage to approach the Town Council with additional ideas or requirements for 
consideration by the council. 
 
Role 
The Town Centre Manger should be looking to increase footfall to businesses, increase local spend, 
improve the perception of Littlehampton, and engage businesses and community.  
Core requirements of an appealing place is clean and safe. To achieve these you will need to work with 
stakeholders such as the police, council, contractors and landlords. 
You will need to plan and implement initiatives to maximise the benefit of seasonal events, such as 
Christmas and summer holidays. Along with events or promotions to bring in business at quitter times. 
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3rd March 2021 
 

The funding for this post is extremely important to the Littlehampton 
Traders Partnership and therefore we believe that funding should 
be (sic) sought  for the continuation of this post  and the following 
observations have been gleaned from the board meeting by Zoom 
held 18th  February 2021 of which you may find of some interest! 
 

Town Centre Regeneration Manager/Officer and what we would like 
to be considered for the role: 
 
 

 

 

 The TCRM should have the below listed skill sets as a must: 
 
1.Be approachable for business and be or strive to become a 
familiar face in the public & our community. Meet and know each 
shop keeper. 
 
2.Have experience with marketing campaigns and advertising. 
 
3.Have good knowledge of the area, the businesses within  it and 
the events that  take place here. 
 
4.Strong advertising and media skills with proven experience in this 
field. 
 
 
5.Find funding or have funding experience to raise funds for the 
LTP to use within the community. 
 
6.Have knowledge and familiarity of how to successfully apply for 
funding and grants 
 
7.A healthy working relationship with all three councils, in which to 
negotiate OUR High Streets needs better. 

  L i t t l e h a m p t o n  T r a d e r s  

Appendix 4 
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8.Have great communication skills and be able to converse clearly. 
 
9.Return enquiries within 1 day from LTP Board Members and no 
longer than 5 days for Joe Public. 
 
10.Know contacts or already have relationships and an 
understanding of the councils and local authorities procedures. 
 
 
11.Commit to 2-3 days of 3 hours each in a neutral zone (like a 
Tourism and Regeneration Office located on the High Street) Must 
take full responsibility for the town/seafront and train station 
information boards. 
 
12. Up-dates and ‘Missions' accomplished, reported to Councillors 
in a report ‘form’ at Full Council with LTP represented within. 
 
13.      We need to hire an independent funding officer that can work 
remotely from their own offices that can meet with us to discuss 
what funding we would like. These independent funding officers will 
work their rate of pay into the funding bid, that means that we do 
not pay unless they succeed!!!! The VAAC will have details of those 
types of people. See Notes 5 and 6 above… 
 
14.  NO REGENERATION (ie visual change) to our High Street 
should be undertaken without full consultation as LTP represent all 
the views of traders in the town. 
 
15.TCRM to oversee “ Shop Littlehampton  Facebook page” and all 
social media postings. 
 
Kind regards 
 
Celia Thomson-Hitchcock 
Chair of LTP and the Traders Board members. 
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Littlehampton Town Council 
 
Non-Confidential 
 
Policy and Finance Advisory Group 
 
Date: 14th June 2021 
 
Report by: Town Clerk 
 
Subject: Finance Report  
 

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

Expenditure relating to the Policy and Finance (P & F) Committee’s budget for 
2020 to 2021. Actual figures are shown in Appendix 1. 

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

1.3 Movements in P&F Earmarked Reserves (EMR) during the year are attached 
as Appendix 2. 

1.4 The budget report figures for 2021 to 2022 are attached as Appendix 3. 
 

2. Recommendations 
 
 The Committee is Recommended to note the report. 

 
3. Budget monitor 2020 to 2021 

 
3.1 The figures included in Appendix 1 are year-end figures. 
 
3.2 Central Admin & Support Services 
3.2.1 Expenditure was underspent across several budgets such as postage, printing 

and stationery. 
3.2.2 There was £1,349.17 unspent in the Furniture and Equipment budget which 

was transferred to earmarked reserves for future liabilities. 
3.2.3 £807.81 was spent from the Welcome Pack Grant in Earmarked Reserves for 

production of the Welcome to Littlehampton booklet and staff costs.  
 
 
3.3 Democratic Representation & Management 
3.3.1 The Mayors Allowance Contingency in EMR should be capped at £2,000 and 

so £189.18 was transferred from the Mayors Allowance budget to the Mayors 
Allowance Contingency as previously agreed by this Committee. The Mayor’s 
Allowance was £884 underspent.  

3.3.2 £500 was transferred to EMR for the Mayoral Chain. 
3.3.3 Underspends for Members Conferences and Training (£461), Members Travel 

(£200), Members Expenses (£200) and Members Allowances (£938.98) were 
transferred to EMR for the purchase of two further laptops for the vacant 
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Councillor positions. These have now been purchased and issued to the 
Councillors. 

3.3.4 £15,000 was transferred to EMR for election expenses. 
3.3.5 There was a £950 underspend in Conference Expenses which was 

transferred to the EMR for Staff Training. 
3.3.6 £593.45 was spent from the GDPR EMR for Microsoft Office Licences for 

Councillor Emails as agreed during budget setting. 
 
3.4 Town Centre Management 
3.4.1 £68.38 was earmarked for Noticeboards. 
3.4.2 £590 was earmarked for General Town Maintenance. 
3.4.3 £6,700 was earmarked for Town Centre Initiatives.  
3.4.4 £15,809 was spent from the Town Centre Event Match Funding budget. 

£10,809 of this was met from the Converted Capital Receipt. The £25,000 
match funding received from Arun District Council was transferred to EMR. 

 
3.5 Community 
3.5.1 The Ferry budget was £5,664 underspent as the service did not operate. 

 
3.6 Corporate Management 
3.6.1 The Newsletter budget was £4,523 underspent due to the summer edition not 

being published. 
3.6.2 £2,000 was earmarked for Legal Expenses. 
3.6.3 At 31st March 2021 the Council had £1,456,416 in medium term investments 

and £500,000 in long term investments. See table below for the breakdown of 
current deposits. 

  

 

Bank 

Date 

placed

 Period of 

Investment 

 Amount 

Invested 

Interest 

rate

 

Maturity 

Date 

 Total 

Investment 

£ % £

Lloyds 

22/04/2020 1 year £1,000,000 0.30% 22/04/2021

Fixed Interest 07/12/2020 6 months £250,000 0.03% 07/06/2021

£1,250,000

CCLA 11/07/2013 N/A £100,000 variable

Public Sector 19/08/2013 N/A £100,000 variable

Deposit Fund total interest rec'd £6,437 £206,416

CCLA

Local Authority 30/04/2015 N/A £500,000 £500,000

Property fund

TOTAL INVESTMENTS £1,956,416

Medium Term Investments as at 31/03/2021

instant 

access

Variable
instant 

access
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3.6.4 The Council’s bank reconciliations have been checked and signed by the 

Chair, up to 31st March 2021 and the total balance of both accounts was 
£1,222,261.  

3.6.5 The interest received of £29,135 was below the budget of £40,000 which was 
set for the year. As previously reported, due to COVID-19 interest rates were 
incredibly low throughout the year. 

3.6.6 As at 31st March 2021 there is a balance of £408,983 in EMRs from Capital 
Receipts that have been converted into EMRs that can be spent on either 
revenue or capital following capital expenditure (from Stage-by-the-Sea and 
interest payments on Capital Loans). The Capital Receipts Reserve balance 
in EMRs is £1,276,195 as at 31st March 2021, which is the money received 
from the sale of land North Littlehampton and can only be spent on capital 
expenditure.  

3.6.7 The Town Council’s Annual Investment Strategy states the Council’s 
investment priorities are the security of reserves and liquidity of its 
investments. Surplus funds will be managed mainly through the Lloyds 
Business Instant Access Savings Account and Lloyds Treasury Accounts. 
Deposits in the PSDF and other UK banks with a minimum long-term Moody’s 
(or equivalent) credit rating of ‘A, may be used if offering a higher rate of 
interest. 

3.6.8 In 2020 to 2021 the Town Council’s investment activity can be summarised as 
follows: 

• £7,092.20 interest was received from Fixed Term Deposits with Lloyds 
Bank during the financial year (£23,601.90 the previous year). Lloyds 
offered the higher rate of interest compared to other UK banks that 
complied with our Investment Strategy. As previously agreed by this 
committee the income from the sale of land North Littlehampton was 
invested in a one year deposit rather than with the Local Authority 
Property Fund following advice from the fund managers relating to the 
drop in performance of the LAPF following Brexit. 

• £21,395.09 interest was received from the Local Authority Property 
Fund Investment (£22,121 the previous year). As at 31st March 2021 
the Bid Market Value of the Town Council’s investment was £489,733. 
This is a decrease compared to 31st March 2020 when the bid market 
value was £493,240. 

• £408.11 interest was received from the Public Sector deposit fund 
which is reinvested into the fund (£1,511.03 the previous year).  

• £239.27 interest was earnt from the Town Council’s bank account 
(£783.11 the previous year). 

  
4. Budget Monitor 2021 to 2022 

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

4.2 Expenditure to 28/05/2021 from the 2021 to 2022 budget has been included 
at Appendix 3. Expenditure is in line with expectations. As it is early in the 
financial year the following paragraphs add clarity. 
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4.3 The franking contract (included in Central Admin), £515 is paid in advance 
for the year. 

4.4 Several subscriptions (included in Democratic Services and Management) 
are paid in advance for the year. 

 
 
Peter Herbert   
Town Clerk 
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Appendix 1 

 
 

  

   SERVICE

Actual 

I & E

as at

31/03/21

  

  Budget

  2020/21

£ £

CENTRAL ADMINISTRATION & Expenditure 15,038 23,053 

SUPPORT SERVICES* Income - 75 

DEMOCRATIC REPRESENTATION Expenditure 37,983 45,866 

& MANAGEMENT Income

TOWN CENTRE MANAGEMENT* Expenditure 123,183 135,325 

Income 27,125 - 

CORPORATE MANAGEMENT Expenditure 18,195 23,591 

Income 29,135 40,000 

Total Expenditure 194,399 227,835 

Total Income 56,260 40,075 

Net Expenditure 138,139 187,760 

In addition to the above budgeted expenditure the following has been

spent from Earmarked Reserves

              £

Welcome Packs 807.81

Microsoft Licences 593.45

1,401 

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2020/21

POLICY & FINANCE COMMITTEE MEETING 14th June 2021

*Only the part of the budget that P&F is responsible for is shown

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

Team or Manor House.
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P & F Earmarked Reserves 2020/21

Reserve

Opening 

Balance 

01/04/20

£

Transfer 

out of EMR

£

Expenditure 

to 31/3/21

£

Additions 

31/3/21

£

Closing 

Balance 

31/3/21

£

Arcade enhancements 385.00 385.00 

Election Expenses 4,519.31 15,000.00 19,519.31 

GDPR 6,753.00 5,294.45 1,458.55 

General Town Maintenance 590.00 590.00 

Legal Expenses 7,796.50 2,000.00 9,796.50 

Manor House Furniture & 

Equipment 1,349.17 1,349.17 

Marketing 4,813.27 4,813.27 

Mayors Allowance Contingency 1,875.82 65.00 189.18 2,000.00 

Mayoral Chain 1,500.00 500.00 2,000.00 

Members Training 3,922.95 136.00 3,786.95 

Minute Binding 1,514.00 1,514.00 

Notice Boards 611.72 68.38 680.10 

Town Centre Event 

Match Funding 25,000.00 25,000.00 

Town Centre Initiatives 25,682.92 6,700.00 32,382.92 

Welcome pack 34,559.27 807.81 33,751.46 

RALP Assets 2,000.00 2,000.00 

Totals 95,933.76 0.00 6,303.26 51,396.73 141,027.23 

From SBTS 143,396.00 143,396.00 

From Church Street 7,900.00 7,900.00 

From Loan Capital 258,000.00 33,309.16 32,996.03 257,686.87 

Totals 409,296.00 0.00 33,309.16 32,996.03 408,982.87 

Capital Receipts Reserve 1,388,034.48 111,839.56 1,276,194.92 
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   SERVICE

Actual 

I & E

as at

28/05/2021

  

  Budget

  2021/22

£ £

CENTRAL ADMINISTRATION & Expenditure 1,448 22,318 

SUPPORT SERVICES* Income - 25 

DEMOCRATIC REPRESENTATION Expenditure 3,642 46,376 

& MANAGEMENT Income

TOWN CENTRE MANAGEMENT* Expenditure 293 120,030 

Income - - 

CORPORATE MANAGEMENT Expenditure - 23,795 

Income 176 20,000 

Total Expenditure 5,383 212,519 

Total Income 176 20,025 

Net Expenditure 5,207 192,494 

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2021/22

POLICY & FINANCE COMMITTEE MEETING 14th June 2021

*Only the part of the budget that P&F is responsible for is shown

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

Team or Manor House.
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