
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 

1st June 2021 

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

Property and Personnel Advisory Group* 

Date: Monday 7th June 2021 

Time: 6.30pm 

Committee: 

Councillor Chace (Chair) 
Councillor Baker 
Councillor Price 
Councillor Rhodes 
Councillor Tandy 
Councillor Tilbrook 

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 Baker is a Member of Arun District Council

• Councillor Chace is a Member of Arun District Council

• Councillor Rhodes is a Member of Arun District Council

• Councillor Tilbrook 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 22nd March 2021, circulated 
herewith (pages 4 - 10). In accordance with the Town Councils’ Standing 
Orders, Section 9 (a), Members are reminded that no discussion of the draft 
minutes of a preceding meeting shall take place except in relation to their 
accuracy.

5. Public Forum

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

6. Chair’s Report and Urgent Items

7. Officers Reports

7.1. Absence Monitoring Report – Attached (Pages 11 – 12) 

7.2. Staffing Update - Report Attached (Pages 13 – 14)

7.3. Properties Update - Report Attached (Pages 15 – 17)

8. Finance

8.1. Committee Budget Monitor- Report Attached (Pages 18 –  23)

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 a meeting of the Property and Personnel Committee held on Monday 

22nd March 2021 at 6.30pm 

Present:  

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

2020/2021 

This meeting is available to view using the following link:  

https://www.youtube.com/watch?v=mb9UZQn4MPk 

    28. 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. 

 

     29. Apologies 

There were no apologies.   

  

    30. 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.   

    31. Minutes 

The Minutes of the meeting held on 14 December 2020 (previously circulated) 

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

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

 There were none.   

    33. 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. 

  

      34. Officer’s Reports 

34.1. Council Priorities 

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

with a number of previously agreed priorities 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 

prioritised and where appropriate how the remaining work should be 

progressed. These proposals would be recommended for adoption by Full 

Council on the 25th 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.   

 

34.1.2. Keystone Youth Centre (New Youth Centre in Wick) 

This major capital project was underway and aimed to replace the existing 

Keystone Centre at Eldon Way in Wick with a brand-new youth centre, that 

could also be used by the community. Progress with the project was being 

overseen by the Town Council’s Community Centres Sub-Committee and a 

revised design concept would be considered by Full Council on 25th March 

2021. 

It was Resolved that Council be recommended to retain this priority, 
note the maximum budget agreed for the project was £1,554,657 and that 
revenue budget provision has been approved at £30,000 pa for three 
years from 2020 to 2021 to 2022 to 2023 to provide initial support until 
the centre is established.  
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34.1.3. North Littlehampton Community Centre & Youth Facility (Joint Priority  

with the Community Resources Committee where it impacts community 

facilities) 

The new Community Centre (including youth facility) at North Littlehampton 

will be delivered through the Section 106 Developer Agreement by the 

developer and in consultation with the Town Council. Progress would be 

overseen by the Council’s Community Centres Sub Committee and proposals 

brought to Members in due course. 

It was Resolved that Council be recommended to retain this priority and 
to note that revenue budget provision at £20,000 for 2021 to 2022, 
£40,000 for 2022 to 2023 and £60,000 for 2023 to 2024 has been made to 
provide initial support until the centre is established.  

 

34.1.4. Tree Planting and Wildflower Meadow (Joint Priority with the  

Community Resources Committee where it impacts community 

facilities) 

34.1.4.1.The two priorities under this heading were ongoing and would see a  

scheme to replace the trees on the western boundary of Rosemead 

Park and if possible managed wildflower planting along the new 

Fitzalan Link Road. The latter would be subject to the support of West 

Sussex Highways who would be adopting the new road.  

 

It was Resolved that Council be recommended to retain this 

priority and to note that £30,000 has been allocated in the 

Council’s Capital Programme to complete the replanting of the 

trees at Rosemead Park and budget provision of £1,000 for 2021 

to 2022 and 2022 to 2023 supplemented by £4,000 earmarked from 

2020 to 2021 for a Tree Planting Scheme on the new road. 

34.1.4.2. The Committee proceeded to consider a further proposal which if  

approved would see a trial wildflower planting scheme utilising the 

garden at the back of the Manor House and the Maltravers roundabout.  

It was noted that the proposals had also been considered by the 

Council’s Community Resources Committee where it was thought that 

this was an opportunity to test the viability of the wildflower meadow 

concept as a planting scheme that the Council might wish to adopt in 

the future across the estate. 

 

It was Resolved that the Recommendation of the Community 

Resources Committee be endorsed and noted that officers would 

be investigating options for a trial wildflower meadow planning 

scheme. 
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34.1.5. Sale of 82 Wick Street 

The property at 82 Wick Street had been declared surplus to requirements 

and valuations are being sought. A valuer had been appointed and the 

valuation would be the subject of a separate report to this Committee when 

received.  

It was Resolved that Council be recommended to retain this priority until 

such time as the disposal was completed. 

34.1.6. Reception Reconfiguration  

It was noted that this project was progressing, and proposals were the subject 

of a separate report on this Agenda.  

It was Resolved that subject to approval of the proposals to be 

considered later in this meeting, Council be recommended to mark this 

priority as completed when the work was finished. 

34.1.7. Estate Management - New 

This was a strategic objective for Council already highlighted within the Town 

Council’s Strategic Policies. It was considered essential to make responsible 

provision to secure and maintain the Council’s capital assets and in respect of 

the Manor House, to ensure the building was maintained in line with its civic 

importance within the town. 

It was therefore Resolved that Council be recommended to add this 

priority to the list. 

 

34.2. Absence Monitoring Report- Quarter 3 2020 to 2021 

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

absence records for the full year’s 2011 to 2012 to 2019 to 2020 and Quarters 

1 to 3 of 2020 to 2021.  It was Resolved that: 

 

The report be noted.  

 

34.3. Anti-Bribery, Fraud and Corruption Policy 

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

revised Anti-Bribery, Fraud and Corruption Policy for consideration and 

endorsement. These three policies had been combined to avoid duplication 

and it was also proposed that responsibility for them rest with both 

Governance and Audit and Property and Personnel because they were 

relevant to both staff and Councillors. This review had also highlighted that 

responsibility for the Whistleblowing Policy and the Gifts and Hospitality Policy 
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required a similar change. The revised combined policy was supported, and it 

was therefore Resolved that:  

1. The Anti-Bribery, Fraud and Corruption 

Policy and Procedure be endorsed and 

RECOMMENDED to Full Council for 

approval. 

 

2. The changes to responsibility relating to 

the Anti-Bribery, Fraud and Corruption 

Policy, the Whistleblowing Policy and the 

Gifts and Hospitality be noted. 

 

34.4. Staffing Update 

34.4.1 The Committee received a report (previously circulated) which  

contained a general staffing update and also set out proposals to extend 

temporary arrangements to the Caretaking and Amenity Team structure. 

These had been put in place for year from March 2020 whilst the sale of the 

premises at 82 Wick Street (the P82 building) was being progressed. This had 

also supported provided continuity whilst the Council progressed the 

development of the new youth centre in Wick and the new community centre 

in North Littlehampton. In view of the progress now being made in respect of 

the disposal of 83 Wick Street and the new youth centre, the Committee 

considered it prudent to extend these arrangements for a further year. 

34.4.2 Changes to the Councils Central Administration and Support Services  

would be implemented from April and would see the Administration Team 

restored to its full complement of staff. Mrs Millard who had covered the 

maternity leave of the PA to the Town Clerk would also be leaving the Council 

on 31st March. The Town Clerk thanked Mrs Millard for her support during 

what had been a very challenging year and wished her well.  It was Resolved 

that: 

 

1. Full Council be RECOMMENDED to 

approve the extension of the temporary 

caretakers staff structure for up to 12 

months until 31st March 2022, whereby the 

Project 82 Caretaker is transferred to 

Southfields Community Centre and the 

current Southfields Caretaker works 

reduced hours at Southfields and 

increased hours for the Amenity Team 

Operative.  
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2. The contents of the report be otherwise 

noted. 

 

34.5. Reception Reconfiguration  

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

proposals to complete the reconfiguration of the Reception area in the Manor 

House entrance. This included recarpeting the area and the installation of a 

new reception desk. It was noted that to complete project, branding would 

need to be sourced from an independent company and blinds required for the 

windows. It was suggested that the proposed new blinds could be purchased 

at a more reasonable price than was indicated in the report. It was agreed that 

this aspect of the scheme be revisited, and Members be kept informed of the 

progress with the work. It was therefore Resolved that: 

1. Company A be appointed to supply and 
install the Reception Desk and Company C to 
supply and install the carpet. 
 

2. Expenditure of circa £5,500 for the project be 
approved. 

 

34.6. A Team New Plant and Equipment  

The Committee received a report (previously circulated) which updated 

Members on the equipment requirements for the Amenity Team. This included 

recommendations regarding the purchase of a new tipper van, ride on mower, 

trailer, and pressure washer.  These recommendations were supported, and it 

was therefore Resolved that: 

1. The purchase of a new Tipper Van with the 

preferred supplier and expenditure of 

£27,252.50 be approved. 

 

2. The purchase a new Ride on Mower with the 

preferred supplier and expenditure of £5,850 

be approved. 

 

3. The purchase of a new trailer and expenditure 

of £2,720 be approved. 

 

4. The purchase of a new pressure washer and 

expenditure of £1,300 be approved. 
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   35. Finance  

35.1. Committee Budget Monitor 

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

significant variances from budget in Income and Expenditure relating to the 

Property and Personnel Committee budget for 2020 to 2021. In addition, 

approval was sought to upgrade the smoke detectors at the Lineside Unit to a 

full fire alarm system. This was supported and it was Resolved that: 

 

1. The smoke detectors at the Lineside Unit 

be upgraded to a full fire alarm system 

using the underspends in the Amenity 

Team cost centre at a cost of circa. £2,700 

plus ongoing maintenance costs of £120 

per year. 

 

2. The contents of the report be otherwise 

noted.   

 

36. Exempt Business 

 There was none.  

 

The meeting closed at 6.50pm.     

_________________

                                                                          

CHAIR 
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Littlehampton Town Council 
 
Non-Confidential 
 
Property and Personnel Advisory Group  
 
Date: 7th June 2021 
 
Report by: The Town Clerk 
 
Subject: Absence Monitoring Report - Quarter 4 2020 to 2021 
 

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

to 2012 to 2019 to 2020 and Quarters 1 to 4 of 2020 to 2021. 
 

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

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

Year 1st Apr- 
30th Jun 

1st Jul- 
30th Sep 

1st Oct- 
31st Dec 

1st Jan- 
31st Mar 

Average 

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

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

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

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

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

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

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

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

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

2020/21 0.30% 0.54% 1.12% 0.38% 0.59% 

 
3.2 The figure for Quarter 4 in 2020 to 2021 decreased compared to the previous 

quarter (2020 to 2021 Quarter 3). It is much lower than the same period in the 
previous year (2019 to 2020 Quarter 4). 3 members of staff took self-
certificated sickness leave (8 last quarter), this equated to 12 days/34.36 
hours. The average for the year is the lowest over the last 10 years. 

 
3.3 No absences were related to COVID-19. 
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3.4 The figures for certificated sickness leave are set out below.  
 

Year 1st Apr- 
30th Jun 

1st Jul- 
30th Sep 

1st  Oct- 
31st  Dec 

 1st Jan- 
31st Mar 

Average 

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

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

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

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

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

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

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

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

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

2020/21 0% 0% 0% 0.35% 0.09% 

 
3.5 One member of staff has been absent due to certificated sickness leave (0 

previous quarter). This equated to 13 days/32 hours. The absence was due to 
an operation and the member of staff has returned to work. 

 
3.6 The average certified sickness for 2020 to 2021 is the lowest it has been for 

the last 10 years. 
 
 
 
 
Peter Herbert 
Town Clerk 
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Littlehampton Town Council  
 
Non-Confidential 
 
Property and Personnel Advisory Group 
 
Date: 7th June 2021 
 
Report by: Town Clerk 
 
Subject: Staffing Update 
 

 1. Summary 
1.1 The report provides updates on staffing. 
 

 2. Recommendations 
2.1 The Committee is Recommended to: 

1) note the report 
 

 3. Updates 
3.1   Corporate Services  
3.1.1 The process of recruiting a new Events and Business Admin Support 

Apprentice has been completed and the successful candidate, Sophie Budd, 
starts on Tuesday 1st June 2021. 

3.1.2 Following an internal recruitment process, Jay Thomson has successfully 
taken up the post of Corporate Administration Assistant and starts on 1st 
June 2021.  

 
3.2   Democratic Services  
3.2.1 Emily Jordan leaves her post of Committee Clerical Assistant on 11th June 

2021 having successfully secured a job elsewhere. Emily joined the Town 
Council as the Committee and Business Admin Support Apprentice in June 
2019 and has worked hard to support the work of the Council, particularly so 
in this last year with remote Committee meetings. She will be missed by 
everyone and we wish her luck with her future endeavours. 

3.2.2 The recruitment process is underway for a Committee and Business Admin 
Apprentice.  

 
3.3   Museum Team  
3.3.1 Lauren Devereux resigned from her Museum Saturday Assistant post and 

has taken up the Museum Officer post on a permanent basis. 
3.3.2 Recruitment for a Saturday Assistant is underway, with interviews taking 

place as this report is being produced. 
 
3.4   Caretaking Team 
3.4.1 As detailed in the previous report on staffing to this Committee, temporary 

changes to the Caretaking and Amenity Teams were implemented following 
the Project 82 building becoming empty. Tracey West had taken up a fixed 
term Caretaking post at Southfields Community Centre because of this but 
has now resigned from this post. Tracey remains in her Caretaking post at 
Manor House. The Caretaking and Amenity Teams will return to their 
substantive structure, so the Southfields Caretaker will reduce her hours with 
the A Team and return to her full hours as Southfields Caretaker. 
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3.5   Deputy Town Clerk and Responsible Financial Officer (RFO) 
3.5.1 Laura Chrysostomou has resigned from her post as Deputy Town Clerk and 

RFO having successfully been appointed as Town Clerk for Lewes Town 
Council. She will leave the Town Council on 31st August 2021. Laura joined 
Littlehampton Town Council in June 2016. She will be missed by everyone 
and we wish her luck in her new role.   

3.5.2 Recruitment will begin immediately for this post. 
 

4. Financial Implications 
4.1 Recruitment advertising costs are not yet known but there is £3,000 in this 

year’s recruitment budget as well as £5,102.50 in earmarked reserves.    
4.2 There will be training requirements for many of these new post holders. The 

training budget this year is £4,250 and there is £9,456.05 in earmarked 
reserves. 

 
Peter Herbert      
Town Clerk 
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Littlehampton Town Council 

Non- Confidential 

Property and Personnel Advisory Group 

Date: 7th June 2021 

Report by: Town Clerk 

Subject: Properties Update 

 

1. Summary 

1.1. This report provides an update on property matters (existing and proposed) 
under the remit of this Advisory Group.  

 

2. Recommendations 

 

2.1. The Committee is Recommended: 

1) In accordance with the decision made by Full Council on 29th April 
2021, to delegate authority to the Town Clerk to inform the County 
Council of the Advisory Group’s decision regarding the proposed future 
maintenance of the roundabouts as set out in paragraph 3.3.2. of the 
report and if required revise the current budget allocated of £25,985 
accordingly. 

2) To otherwise note the contents of the Report. 

 

3. Property Update 
 

3.1. 82 Wick Street 

 

Following the decision of Full Council on 21st January 2021, a valuation of the 

premises at 82 Wick Street has been obtained and a commercial agent 

appointed to progress the sale of the site. At the time of preparing this report, 

work has begun on preparing the necessary marketing information with a view 

to details being released week commencing 7th June. The premises will be 

marketed for an initial period of one month at which point the offers will be 

reviewed and dependent on the level of interest the next steps agreed. Should 

Members wish to discuss the valuation or agreement with the agent, the 

Advisory Group will need to move into Exempt Business. 

3.2 New Community Facilities 
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 3.2.1. Keystone Youth Centre (New Youth Centre in Wick) 

Following approval of the single storey design concept, the remaining 

consultants’ reports required for the planning application have been 

commissioned and the design team are preparing the planning application 

documentation. Further community engagement is planned and will see the 

Town Council working with the District Council to promote a scheme for the 

whole site including external leisure provision in support of the planning 

application. Alongside this the design team will also be working with Arun 

Youth Projects on a project to design a mural for the entrance. The 

Community Centre’s Sub Committee will review the planning documentation 

and progress to date prior to the planning submission at the end of June.  

3.2.2. North Littlehampton Community Centre & Youth Facility  

The new Community Centre (including youth facility) at North Littlehampton 

will be delivered through the Section 106 Developer Agreement by the 

developer and in consultation with the Town Council. Officers are engaged 

with the developer outside of the North Littlehampton Steering Group and the 

developer is progressing design work on a scheme for this centre. This will be 

brought to the Community Centres Sub in due course. 

 

3.3 Tree Planting and Wildflower Meadow Schemes 

 

3.3.1. The contract for the work to deliver a new tree planting scheme at 

Rosemead Park has been prepared and will be put out to tender shortly. This 

will see the leylandii on the western boundary of the park adjacent to the 

highway replaced with a planting scheme consisting of native trees and 

hedging.   

 

3.3.2. The first tender exercise was unsuccessful and following a review of the 

priorities it was agreed that a trial for managed wildflower planting be 

introduced into the tender for the Town Council’s floral contract.  A 

communication from the County Council has been received advising that they 

will be taking back responsibility for the roundabouts which are included in the 

current contract and meet the maintenance costs associated with them for an 

annual payment of £1,750. The roundabouts involved are, Beach Road (the 

War Memorial), Fitzalan Road/Maltravers Road, The Sportsman and East 

Street/Floras Road. The Committee is therefore invited to consider this 

proposal and if approved the tender will be revised to take this into account 

and be re-released at the end of June.  

 

 

3.4 Manor House Reception Reconfiguration  

 

Work to complete the final phase of this project is expected to begin during 

the week commencing 31st May and will see the Reception Area and Manor 

House entrance recarpeted and the installation of the new reception desk. 
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Measures have been put in place to ensure that the Museum can remain 

open using different access points on the ground floor. The reception will be 

closed to visitors, but the Council can still contacted by telephone and email.  

 

4. Financial Implications 
 

4.1. 82 Wick Street - Budget 2021 to 2022 £11,639.  £1,450 has been spent from 

Project 82 earmarked reserves for the building survey. 

4.2. Keystone Youth Centre (New Youth Centre in Wick) - the maximum budget 

agreed for the project is £1,554,657.  

Total Costs paid to date: 

2020 to 2021 = £31,445 

2021 to 2022 = £2,970 (to date*)  

*A further £22,962 in total has been committed in consultant’s fees for 

Employers Agent, surveys and architects work on the final plans for the 

planning application.  

 

4.3. Floral Contract - A Budget of £25,985 has been allocated in the Council’s 

Budget to complete this project. 

4.4. Trees at Rosemead Park- A Budget of £30,000 has been allocated in the 

Council’s Capital Programme to complete this project. 

4.5. Manor House Reception Reconfiguration - The final costs for the total 

refurbishment of the reception area are £3,458.66 and will be met from 

General Reserves. 

 

 
Peter Herbert 

Town Clerk 
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Littlehampton Town Council 
 
Non-Confidential 
 
Property and Personnel Advisory Group 
 

Date: 7th 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 Property and Personnel (P&P) Committee budget 
for 2020 to 2021. Actual figures are shown in Appendix 1.  

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

1.3 Movements in P&P 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 
2.1 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 Administration and Support Services  
3.2.1 £2,551.33 was earmarked for training. A lot of the planned training did not go 

ahead due to COVID restrictions and it is hoped staff can attend this training 
soon. 

3.2.2 The unspent £3,000 Recruitment budget was earmarked for future liabilities. 
3.2.3 The IT budget shows as overspent by £3,833, however this was met from 

General Reserves for the Council’s website support and hosting costs as 
previously agreed by the Policy and Finance Committee. £6,474 was 
earmarked for IT. 

 
3.3   Amenity Team  
3.3.1 £5,849.45 was earmarked for Vehicles and Equipment.  
3.3.2 There was an underspend of £968.92 in Tools and Equipment, which has 

been earmarked. 
3.3.3 It was previously agreed by this Committee that underspends in this Cost 

Centre would be earmarked and used to install a fire alarm at Lineside Unit. 
A total of £3,200 was earmarked to cover the cost of a new fire alarm and 
electrical work needed to install this. 

3.3.4 The Building Maintenance budget was overspent by £508 due to the need to 
complete electrical rectification works following the electrical installation 
condition report (EICR). 

3.3.5 £155.64 was received as part of an insurance settlement to cover the Town 
Council’s costs in repairing the Capstan in the High Street after a vehicle hit 
it. 
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3.4   Manor House 
3.4.1 £4,037.83 from Maintenance has been earmarked for future liabilities. 
3.4.2 Equipment Maintenance shows as £459 overspent. This is due to the 

replacement of the PA system in the Chamber which cost £2,209. This 
expenditure was going to be met from General Reserves, however as there 
was no other expenditure from Equipment Maintenance most of the cost has 
been met from there. 

3.4.3 £800 for Manor House Advertising has been earmarked. 
3.4.4 £1,034 for Manor House Licences has been earmarked for future liabilities 

including the wedding licence which is renewed every three years. 
3.4.5 Income was significantly under due to COVID-19. 
 

 
 
3.5   Street Lighting 
3.5.1  The street lighting maintenance agreement is paid in one lump sum at year 

end. Expenditure was in line with expectations. The Council has 28 street 
lights and the electricity used by 7 of them is recharged to the estates that 
use them. 

 
3.6   Southfields Jubilee Centre 
3.6.1 Expenditure was in line with expectations. There was a £50 underspend in 

Building Maintenance which was earmarked. 
 
3.7   Project 82 (Building Maintenance) 
3.7.1 Expenditure was in line with expectations. There was an underspend of 

£504.75 which was earmarked at year-end. 
  
3.8   Museum (Building Maintenance) 
3.8.1 Expenditure was in line with expectations. There was an underspend of 

£247.35 which was earmarked at year-end. 
 
 
3.9   War Memorial Maintenance 
3.9.1 £1,800 is earmarked annually for the contract renewal. The three-year 

maintenance contract was renewed in March 2019.  
 

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 and 
Expenditure is expected to be in line with the budget by the end of the 
financial year.  

Budget Income Expected

2020/21 2020/21 Income Variance

£ £ £ £

Car Parking 4,500 2,738 4,500 (1,762)

Room Hire 12,610 63 12,610 (12,547)

Catering Income 1,000 - 1,700 (1,700)

Equipment hire 250 - 1,000 (1,000)

Total 18,360 2,801 19,810 (17,009)

Income
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4.2 Expenditure to 28th May 2021 from the 2021 to 2022 budget has been 

included at Appendix 3. Expenditure is in line with expectations. As is it early 
in the financial year the following paragraphs add clarity. 

 
4.3 The rates for Manor House and Lineside Unit show as having paid for the 

year. 
 
4.4 Due to a change in suppliers and problems with the gas meter reader at 

Manor House there was an underspend in 2020 to 2021 so the budget of 
£4,780 was accrued pending a revised invoice. The invoice has been 
received and is £7,323.16. A higher bill was expected due to the need to 
keep windows open as part of COVID secure measures however this invoice 
is currently being queried with the supplier.  

 
4.5 £15,000 of the £30,000 loan repayment has already been paid for 

Southfields for the year. 
 
4.6 £1,450 has been spent from Project 82 Building Maintenance Earmarked 

Reserves for the valuation report. 
 
4.7 As previously agreed by this Committee £5,850 was spent from earmarked 

reserves for the new Ride on Mower and £1,300 from earmarked reserves 
for a new pressure washer on a barrow bowser.  

 
  
 

 

Peter Herbert      
Town Clerk 
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Appendix 1 

 

   SERVICE

Actual 

I & E

as at

31/03/2021

  

  Budget

  2020/21

£ £

Expenditure 39,312 36,183 

Income - - 

AMENITY TEAM Expenditure 67,325 66,490 

(incl. Street Scene) Income 9,701 2,000 

MANOR HOUSE Expenditure 67,636 109,927 

Income 2,801 19,810 

STREET LIGHTING Expenditure 1,570 1,815 

Income 429 620 

SOUTHFIELDS Expenditure 34,139 34,140 

JUBILEE CENTRE

PROJECT 82 BUILDING MAINT Expenditure 1,000 1,000 

MUSEUM BUILDING MAINT Expenditure 700 700 

MEMORIAL MAINTENANCE Expenditure 1,800 1,800 

Total Expenditure 211,682 250,255 

Total Income 12,931 22,430 

Net Expenditure
198,751 227,825 

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

Earmarked Reserves

Electric Van Rental 266.66

Lineside Building Maintenance and Rent 2320.66

2587.32

CENTRAL ADMIN & SUPPORT SERVICES

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

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

MANOR HOUSE

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2020/21

PROPERTY & PERSONNEL COMMITTEE MEETING 7th June 2021
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Appendix 2 

 
  

Reserve

Opening 

Balance 

01/04/20

£

Expenditure 

to 31/3/21

£

Additions 

31/3/21

£

Closing 

Balance 

31/3/21

£

A Team Ticket System 1,397.06 169.87 1,227.19 

Lineside Rent 6,499.52 3,499.52 3,000.00 

Manor House Advertising 1,204.00 800.00 2,004.00 

PC Refurb 10,000.00 10,000.00 

Recruitment 2,102.50 3,000.00 5,102.50 

Staffing Cover 15,000.00 15,000.00 0.00 

Street Scene 4,719.04 4,719.04 

Training 6,235.27 3,501.33 9,736.60 

Vehicles & Equipment 44,689.18 3,199.92 18,476.37 59,965.63 

Wedding Licence MH 2,068.00 2,068.00 

IT 7,879.72 1,410.95 9,223.98 15,692.75 

Building maintenance MH 19,453.54 4,285.18 23,738.72 

Building maintenance SJC 45,918.06 558.29 50.00 45,409.77 

Building maintenance LIU 2,320.66 2,320.66 0.00 

Building maintenance P82 5,158.00 504.75 5,662.75 

Clock maintenance 335.10 335.10 

Memorial maintenance 1,800.00 1,800.00 3,600.00 

Totals 174,711.65 26,159.21 43,709.61 192,262.05 

P & P Earmarked Reserves 2020/21
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Appendix 3 

 
 

   SERVICE

Actual 

I & E

as at

28/05/2021

  

  Budget

  2021/22

£ £

Expenditure 3,366 43,030 

Income - - 

AMENITY TEAM Expenditure 17,715 74,806 

(incl. Street Scene) Income - 1,000 

MANOR HOUSE Expenditure 23,179 111,070 

Income 2,463 19,810 

STREET LIGHTING Expenditure 1,570 1,815 

Income 429 620 

SOUTHFIELDS Expenditure 34,139 34,140 

JUBILEE CENTRE

PROJECT 82 BUILDING MAINT Expenditure 1,000 1,000 

MUSEUM BUILDING MAINT Expenditure 700 700 

MEMORIAL MAINTENANCE Expenditure 1,800 1,800 

Total Expenditure 81,669 266,561 

Total Income 2,892 21,430 

Net Expenditure 78,777 245,131 

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

Earmarked Reserves

Electric Van Rental 533.32

Ride On Mower and Barrow Bowser Pressure Washer 7150

Lineside Electrics for Fire Alarm 395

Valuation Report for Project 82 1450

8078.32

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

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

MANOR HOUSE

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2021/22

PROPERTY & PERSONNEL COMMITTEE MEETING 7th June 2021

CENTRAL ADMIN & SUPPORT SERVICES
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