
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 

4th June 2021 

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

Community Resources Advisory Board  

Date: Thursday 10th June 2021 

Time: 6.30pm 

Committee: 

Councillor Blanchard-Cooper (Chair) 
Councillor Molloy 
Councillor Tandy 
Councillor Tilbrook 
Councillor Turner 
Councillor Dr Walsh KStJ 
Councillor Woodman 

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 Blanchard-Cooper is a Member of Arun District Council

• Councillor Tilbrook is a Member of Arun District Council

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

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

4. Minutes

To confirm the Minutes of the meeting held on 18th March 2021, circulated 
herewith (pages 4 - 13). 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
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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. 

7. Officers Reports

7.1. Standing Orders / Urgent Action – to note the attached Urgent Action
(Pages 14 – 15) 

7.2. Collection Documentation Project Review – To receive a presentation  
and report attached (pages 16   – 74) from the Curator. 

7.3. Museum Periodic Report – Attached (Pages 75 – 84) 

7.4. Events Periodic Report - Attached (Pages 85 – 89) 

7.5. Grant Aid Applications 2021- To receive a presentation and report 

attached (pages 90  – 117) from the Community Resources Officer. 

7.6. Community Resources Report - Attached (Pages 118 – 125) 

7.7. 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”. If supported, it will be 
recommended to the Policy and Finance Advisory Group for adoption by 
Full Council. 

8. Finance

8.1. Committee Budget Monitor – Report attached (Pages 126 – 132)

9. Exempt Business

It is Recommended that:

The public and accredited representatives of the 
press be excluded from the Meeting under 
Section 100 Local Government Act 1972 due to 
the confidential nature of the business to be 
conducted.  
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Minutes of the Community Resources Committee held on Thursday 18th March 

2021 at 6.30pm 

Present:  

Councillor Blanchard-Cooper (Chair) 
Councillor Molloy 
Councillor Tandy 
Councillor Turner  
Councillor Dr Walsh KStJ 
The Mayor, Councillor Chace attended Ex Officio 
 

2020/2021 

This meeting is available to view using the following link:  

https://www.youtube.com/watch?v=n3bBb2DLbDQ 

    56. 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. 

 

     57. Apologies 

There were no apologies.  

  

     58. 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 

Councillor Dr Walsh KStJ declared a personal interest as a Member of the 

Littlehampton Harbour Board.   

    59. Minutes 
The Minutes of the meeting held on 18th February 2021 (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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   60. Chair’s Report and Urgent Items 

There were none.  

 

 

    61. 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. 
 

62. Officers Reports 

62.1. Council Priorities 

62.1.1. 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 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.   

 

62.1.2. Improving Environmental Controls on Allotments  

The Council’s network of allotments would be expanding in the coming years 

through gains negotiated as part of the Section 106 Developer Agreement 

relating to North Littlehampton.  It was also a key objective for this Council to 

introduce environmentally friendly initiatives across its services. This ambition 

was set out in the Environment Policy and it was therefore considered prudent 

to amalgamate the Council’s priorities in respect of its allotments under one 

heading. 

It was therefore Resolved that Council be recommended to combine the 

three priorities relating its allotments and form a new Priority of 
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Improving Environmental Controls on Allotments for the duration of this 

Council. 

62.1.3. North Littlehampton Community Centre & Youth Facility (Joint 

Priority with Property & Personnel Committee) 

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 will 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.  
 

62.1.4. Museum Collection Documentation Project 

This project was due to come to an end on 31st March 2021 and the Museum 

Service would move to business as usual using the principles established 

during the Project. Acknowledging the breadth of the Project and the 

Committee commended the Museum team for their diligence and hard work 

and looked forward to seeing the final report.  

It was therefore Resolved that, subject to the outcome of the end of 

project review, Council be recommended to mark this priority as 

completed in June 2021.  

62.1.5. Tree Planting and Wildflower Meadow (Joint Priority with 

Property & Personnel Committee where it impacts on Town Council 

owned land) 

62.1.5.1.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. 

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

6



approved would see a trial wildflower planting scheme utilising the 

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

Members were supportive of this proposal which was in-keeping with 

the Council’s Environmental Policy. It was also viewed as 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. In taking this forward, Members noted that the Town 

Clerk had been invited to a meeting with the County Council to discuss 

roundabouts and that he did not know which direction this might take. 

The roundabouts were managed under license from the County 

Council. In taking this aspect of the trial forward, it was noted that if it 

were not possible to use the roundabout, a further scheme at 

Rosemead Pak could be explored.  

 

It was Resolved that Officers investigate options for a trial 

wildflower meadow planning scheme as set out in Minute 62.1.5.2 

and report back to the next meeting of the Committee. 

62.1.6. Town Council Events 

The Committee supported the retention of this priority to introduce a wider 

range of events through the use of external providers.  

It was Resolved that Council be recommended to retain this priority and 
to note that funding of £7,000 had been earmarked in the Council’s 
reserves for this work.  
 

62.1.7. Pier Road Entertainment Scheme 

This Priority was closely linked to the 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.  Recent discussion at the Policy and 

Finance Committee had also highlighted the potential to utilise activities 

planned as part of the Love Local Arts initiative to provide the basis of an 

entertainment scheme in this area. The Committee was very supportive of this 

initiative and acknowledging the tight timescale, agreed that authority be 

delegated to the Town Clerk in consultation with the Chair and Vice-Chair of 

the Committee to take this forward.  

It was therefore Resolved that: 

1. Council be recommended to adopt the Pier Road Entertainment 

Scheme as a priority and that a budget of £5,000 from the Event 
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Support budget be allocated to the programme to cover 

expenditure for acts, equipment, and marketing.  

2. Authority be delegated to the Town Clerk in consultation with the 

Chair and Vice-Chair of this Committee to progress the proposal. 

 

62.1.8. Secure Future of Wick Information Centre (WIC) 

The Committee endorsed the retention of this priority which was a long-

standing commitment of the Town Council to support Wick. 

It was therefore Resolved that Council be recommended to retain this 
priority and to note that in addition to the three-year Service Funding 
Agreement for 2020 to 2023 at £2,500 pa, £4,000 was also available in the 
Wick Initiatives budget to facilitate other projects to support Wick. 

 

62.1.9. Boules/Petanque at Mewsbrook Park; Splash Pads; Outdoor 

Leisure Equipment  

Council had previously identified an ambition to see improvements to facilities 

on the seafront and local parks. This could also include Rickshaws which 

were becoming popular in tourist areas. The ability to deliver most of these 

initiatives was heavily reliant on the support of Arun District Council as both 

the landowner and licensing authority and would require significant research if 

they were to progress. The availability of resources to take this forward was 

limited and likely to become even more constrained as the District Council 

was about to embark on work to support the area as it began to recover from 

the impact of the pandemic. The Committee did not want to lose sight of this 

ambition and it was therefore considered prudent that it be adopted as a 

policy and that further research be undertaken when circumstances allow. 

It was therefore Resolved that Council be recommended to adopt a 

Policy supporting improvements to the outdoor leisure facilities on the 

seafront and in local parks in Littlehampton. This could include but was 

not limited to the following: Boules/Petanque at Mewsbrook Park; 

Splash Pads in the seafront and Outdoor Leisure Equipment. A report 

on the possible options for rickshaws would be brought to a future 

meeting of the Committee and until then would remain on the list of 

priorities. 

62.1.10. Youth Market  

The Committee reviewed a proposal to support local young people looking for 

employment or who want to develop a new business via a” youth market”. The 

Committee acknowledged that the events of the last year had had a 
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significant impact on young people and wished to support initiatives aimed at 

developing their skills. Whilst the Council had access to the Community Stall 

in the weekly market, it was unclear when this might be available again. There 

was also caution regarding this particular aspect of the concept and whether it 

was the right format. Acknowledging that the Council lacked the expertise in 

this area, Members discussed how the Council’s contacts at the Littlehampton 

Academy and Arun Youth Projects might be engaged to help develop a local 

initiative.  Again, the Committee did not wish to lose sight of this ambition and 

judged that further research was required. It was therefore considered prudent 

that it be adopted as an overarching policy and progressed through 

engagement with the Council’s contacts.  

It was therefore Resolved that Council be recommended to adopt a 

Policy supporting local young people looking for employment or who 

want to develop entrepreneurial skills through engaging with local 

authorities, schools, and youth service providers in Littlehampton. 

62.1.11. Branding/ Marketing 

A discussion of this priority at the recent Policy and Finance Committee 

meeting had highlighted the changes that were occurring in the area generally 

as a result of the housing development at North Littlehampton. It had been 

acknowledged that these could provide opportunities to introduce new and 

more impactful signage. It was observed that the Committee had also 

previously discussed a possible town map initiative which had been paused 

as it was not an immediate priority and was heavily reliant on the support of 

the District Council to deliver. This remained the case and was not viewed as 

a priority for delivery at this time. The Committee supported the 

recommendation of the Policy and Finance Committee.  

It was therefore Resolved that Council be recommended to adopt a new 

priority to support initiatives to introduce new and more impactful 

gateway signage, particularly pertaining to the new development to the 

North of the Town.  

62.2. Events Periodic Report  

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

progress with the plans for the revised 2021 Events Programme. These had 

been progressed following the decisions made at the last meeting and in line 

with the guidelines issued following the announcement by the Government of 

the Road Map for lifting restrictions.  The plans for the Easter Our]t and About 

and Sandcastle competition were noted. Regarding Armed Forces Day, noting 

that the event would not now be proceeding members were invited to email 

their suggestions before 30th April to enable sufficient time to put plans for the 

virtual display in place.  Members views were sought on plans to hold a 
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nationwide beacon lighting to celebrate the centenary of the Royal British 

Legion and proposals for the Screen on the Green.  

 

62.2.2 The Committee supported the recommendation in respect of the  

cinema screen for this year’s Screen on the Green. It was suggested that 

there might be economies of scale if the contractor was also able to supply 

the toilet facilities. It was agreed that this be explored, and that authority be 

delegated to the Clerk, in consultation with the Chair of the Committee to take 

this forward. Members were also supportive of the Town Council talking part 

in the proposed beacon lighting to celebrate the centenary of the Royal British 

Legion and asked that progress with the plans be reported to the next meeting 

of the Committee.  

 

62.2.3 The Committee went on to consider how best to recognise the  

hard work and dedication of key workers throughout the pandemic. Members 

wished to engage with the organisations who had coordinated this work to 

develop a photo collage of local heroes that could be developed into a video 

presentation. It was envisaged that this would be retained for the archives and 

displayed using the Council’s social media with a thank you message aimed 

at the NHS and all key workers. If possible, Members wished to see the video 

display at the beginning of the Screen on the Green Event. It was therefore 

Resolved that: 

 

1. Members forward suggestions for the Virtual 

Armed Forces Day event and send it ideas by 

Friday 30th April 2021. To the Events Team by 

30th April 2021.  

 

2. The date of Thursday 12th August 2021 be 

approved for the Sandcastle Competition.  

 

3. Quote 1 for screen hire at the Screen on the 

Green event at a cost of £3,550 be approved, 

Officers investigate options for the provision 

of toilet facilities for the event as set out in 

Minute 62.2.2 and that authority be delegated 

to the Clerk, in consultation with the Chair of 

the Committee take this forward.  

 

4. The Town Council prepare to participate in 

the Royal British Legion Centenary Beacon 

Lighting event and the estimated unbudgeted 

costs of £1,800 be noted.  
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5. A photo collage of local heroes as set out in 

Minute 62.2.3 be explored to celebrate the 

hard work and dedication of key workers 

throughout the pandemic and that it be ready 

for showing at the Screen on the Green. 

 

6. The contents of the report be otherwise noted.  

 

Councillor Dr Walsh KStJ left the meeting at 7:45pm.  

62.3. Visit Littlehampton  

The Committee received a report (previously circulated) which updated 

Members on the publicity and branding of the Town Council and outlined 

proposals for the 2021 marketing campaign. The dominance and increased 

value of the use of social media was noted and it was Resolved that: 

1. The web analytics from the previous 12 

months be noted. 

 

2. The 2021 Marketing Campaign in principle be 

approved at an estimated total cost of £1,500. 

 

3. The report be otherwise noted.  

 

62.4. Community Resources Officer Report  

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

on the allotments, key contracts, Grant initiatives and community facilities. 

Regarding the Allotments it was noted that the work to install water troughs at 

the Mill Lane site had been delayed due to manufacturing supply issues.  

62.4.2 Regarding the Council’s Floral Contract, in view of the lack of response to the 

call for tenders, Officers were exploring other options to deliver the service. 

This included bringing the contract back in house. It was also noted that the 

current contractor had confirmed that they were able to continue to supply 

plants. Members would be kept informed of progress with this work. Noting 

the summary of the outcome of the recent meeting of the Christmas Lights 

Working Group, the Committee supported the recommendation to extend the 

current Christmas lights contract for a further year.  

62.4.3 Turning to the Grants, the Committee noted the updates regarding the 

delivery of the 2020 main grant scheme and considered two Holiday Activities 

Support grant applications. These were approved and it was considered 

sensible to retain the balance of the fund to support applications later in the 
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year should they come forward. The Committee went on to consider requests 

for six community groups who sought extensions to deliver the activities 

planned for 2020. In view of the exceptional circumstances over the past year, 

Members supported these requests. Finally, it was noted that Southfields 

Jubilee Centre planned to re-open on 12th April 2021, subject to the 

restrictions being lifted and risk assessments being in place. It was Resolved 

that: 

1. The proposed Holiday Activity Support grant 

awards for 2021 totalling £415 be approved 

and that the remaining budget of £585 be held 

for applications later in the year should they 

come forward.  

 

2. The extensions to the grants awarded under 

the 2020 main scheme as set out Table 2 of 

the report be approved on the condition that 

these groups would be unable to apply for 

this year’s grant scheme.  

 

3. The existing Christmas lighting contract be 

extended for a further year, annual budget 

£25,000, and that the plans for taking the 

review of this contract forward be noted. 

  

4. The contents of the report be otherwise noted.  

 

62.5. Museum Periodic Report 

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

update on the Museum, visitor engagement figures, the Collections 

Documentation Project, volunteering, and disposals. The Committee also 

considered and supported a recommendation regarding the disposal of a 

historic pump. The Assistant Town Clerk explained the Museum Disposal 

procedure and it was noted that local Museums were being contacted with a 

view to ensuring that the pump could be displayed in a more appropriate local 

setting. It was therefore Resolved that: 

1. The Museum update, progress with the 

Collections Documentation project and 

updated Action Plan be noted.  

 

2. The disposal of the Historic Pump to a 

recognised Museum be approved. 
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3. The report be otherwise noted.  

 

   63. Finance 

63.1. Committee Budget Monitor 2020 to 2021 

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

significant variances from budget in income and expenditure relating to the 

Committee budget for 2020 to 2021. It was Resolved that: 

The report be noted.  

 

 

64. Exempt Business 

       There was none.  

 

The meeting closed at 8:15pm.  

 

_________________

                                                                          

CHAIR 
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G/Forms Urgent Action Checklist  

STANDING ORDER 36 – URGENT ACTION 
 
Standing Order 36 states that “Where an urgent decision is required and it is not 
possible to call a meeting under either Standing Order 1 or 17” (which provide for 
calling extraordinary meetings of Council or Committees), or the matter is of minor 
importance, but not previously delegated, the Town Clerk is authorised to make 
that decision having consulted the respective Chair of the Council or appropriate 
Committee.   Any Urgent Actions shall be reported to the next meeting of Council 
or the appropriate Committee.” 
 

WHEN COMPLETING THE CHECKLIST BELOW, THE FOLLOWING ISSUES MUST BE 
BORNE IN MIND: 

➢ STANDING ORDERS AND FINANCIAL REGULATIONS REMAIN IN FORCE AND MUST 
BE COMPLIED WITH. 

➢ IN THE ABSENCE OF THE TOWN CLERK, THE FINANCE & RESOURCES MANAGER 
OR THE SERVICES MANAGER SHALL PROGRESS URGENT ACTIONS.  NO OTHER 
OFFICERS MAY COMMENCE OR UNDERTAKE AN URGENT DECISION 
PROCEDURE. 

 

1 WHAT DECISION IS REQUIRED? 
 

Booking of Sports Awards speaker. 

2 WHY IS THIS DECISION URGENT? 
➢ WHY SHOULD IT NOT WAIT 

UNTIL THE NEXT 
PROGRAMMED MEETING OF 
COUNCIL OR COMMITTEE? 
 

➢ WHY SHOULD IT NOT WAIT 
UNTIL AN EXTRAORDINARY 
MEETING OF COUNCIL OR 
COMMITTEE IS CALLED? 

The decision to book Gail Emms as the 
Sports Awards speaker from Champions 
Speaker was agreed by the Town Clerk and 
the Chair of the Community Resources 
Committee on Wednesday 12th May 2021. 
The Sports Awards will take place on 
Monday 4th October 2021. 

3a WHAT ARE THE FINANCIAL 
IMPLICATIONS?  

£1,112.50 

3b HAS A BUDGET BEEN APPROVED?  Yes 

3c WHICH BUDGET ARE YOU 
RECOMMENDING THE EXPENDITURE 
TO COME FROM? PLEASE CHECK 
THAT SUFFICIENT FUNDS ARE 
AVAILABLE. 

Sports Forum budget: 104 6412 
 

3d IS A SUPPLEMENTARY ESTIMATE 
REQUIRED? (NOTE: IF SO, THIS 
COULD NECCESSITATE A FURTHER 
URGENT DECISION) 

 

3e IF ANY OF THE FOLLOWING APPLY: 
1. A SUPPLEMENTARY 

ESTIMATE 
2. THE USE OF EMR 
3. EXPENDITURE OVER £500* 

APPROVAL OF THE RFO IS 
REQUIRED. IN THE ABSENCE OF THE 
RFO THE TOWN CLERK IS THE 
DEPUTY RFO.  

3 
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G/Forms Urgent Action Checklist  

*FOR THIS POINT ONLY, IN THE 
ABSENCE OF THE RFO AND TOWN 
CLERK, THE ATC CAN GIVE 
APPROVAL. 

4 IS THE DECISION CONSISTANT WITH 
COUNCIL POLICIES? 

Yes 

 
5a 
 
 
5b 
 
 
5c 
 
 

(COMMITTEE DECISIONS ONLY) 

IS THIS DECISION A MATTER 
DELEGATED SOLELY TO ONE 
COMMITTEE? 
IF NOT, WHICH OTHER COMMITTEES 
HAVE BEEN OR WILL BE 
CONSULTED?   
WAS THIS, OR WILL THIS BE 
THROUGH THE URGENT ACTION 
PROCEDURE (PLEASE DETAIL)? 

Yes 

6 HAS THE MATTER BEEN DISCUSSED 
WITH AGREED CONSULTEES (WARD 
COUNCILLORS, OTHER LOCAL 
AUTHORITIES ETC.)? 
IF NOT, IS THE MATTER SO URGENT 
THAT THIS IS IMPRACTICAL?  IF SO, 
WHY?  

Not applicable 

7 WHAT ALTERNATIVE OPTIONS HAVE 
BEEN CONSIDERED (BOTH 
PRACTICAL AND FINANCIAL? 

A range of alternatives considered at similar 
prices. 

8 
 

HAS THE PROCUREMENT STRATEGY 
BEEN FOLLOWED, WHERE 
EXPENDITURE IS INVOLVED? 

Yes 

9 BRIEFLY OUTLINE ANY IMPLICATIONS 
RELATING TO: 
➢ CRIME AND DISORDER  

➢ DISABILITY DISCRIMINATION 
➢ HUMAN RIGHTS ACT 
➢ FREEDOM OF INFORMATION 
➢ DATA PROTECTION 
➢ ENVIRONMENTAL IMPACT 

None 

10 HAVE APPROPRIATE RISK 
ASSESSMENTS BEEN UNDERTAKEN? 

These will be completed nearer the time. 

11 DATE OF CONSULTATION WITH CHAIR 12/05/2021 

12 SIGNATURE OF CHAIR Cllr Blanchard-Cooper 

13 DATE OF DECISION 12/05/2021 

14 SIGNATURE OF TOWN CLERK Peter Herbert 

15 SIGNATURE OF RFO  
(If required under 3e) 

Laura Chrysostomou 
 

16 DATE REPORTED TO COUNCIL/ 
COMMITTEE 

CRC Advisory Grp. 10/06/2021 
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Non - Confidential 

Committee: Community Resources 

Date: 10.6.2021 

Report by: Museum Curator 

Subject: Collections Documentation Project Final Report 

1. Report Summary

2. Recommendations

3. Background to the project

4. Project achievements

5. Lessons learned and way forward.

Appendices 

i. Working group recommendations with progress update

ii. Updated Collections Documentation Project Action Plan

iii. Modes Figures

iv. CDP Budget/finances

v. Draft Forward Plan 2021to 2026

1. Summary

This report contains an overview of the outcomes from the Collections

Documentation Project (CDP) and recommendations that will enable the Museum

to continue work on its documentation and collections management goals.

2. Recommendations

The Advisory Group is recommended to:

1) Acknowledge that the Collections Documentation Project has achieved its 
objective of cataloguing 30,000 objects.

2) To approve the Post Project Actions as set out in Section 4 of this report 
and that they be adopted as the Action Plan for the Museum Service going 
forward.

3) To endorse the Draft Forward Plan 2021 to 2026 and RECOMMEND to 
Full Council that it be adopted.
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3. Background 

The Collections Documentation Project has been a significant undertaking for 

Littlehampton Museum since 2016 but became the focus of work at the start of 

2019. The main objective of the project was to catalogue the estimated 30,000 

items that formed the documentation backlog. In addition, the project aimed to 

improve access to the collection upgrade the storage and care of the collection 

and ensure that the museum was meeting current Museum accreditation 

standards. The agreed timescale was January 2019 to March 2021.  

The project has seen the Museum meet objectives to improve the documentation 

process with new procedures and better training for staff and volunteers. They 

have also improved collections care with better facilities, equipment, and training. 

Most importantly the project was also successful in meeting the target of 30,000 

items recorded on the collections management system. As a result of the project 

it has become apparent that the collection is larger than originally estimated and 

the remaining backlog is now being factored into a new documentation plan and 

forward plan to be completed under business as usual. 

4. Post Project Actions 

Reviewing the outcomes of the Project the Curator is recommending the following 

to ensure progress continues with the Museum’s documentation and collections 

management goals. The recommendations are also in line with the findings of the 

Museum Working Group (Appendix B) and updates will continue to be reported to 

the Community Resources Committee. 

 

4.1 Create a more realistic programme of exhibitions and events to ensure 
there is an appropriate balance between Collections Management and 
Audience Engagement, ensuring the continued care of the collection as well 
as making the collection accessible to the public. This will ensure a 
documentation backlog is not created again.  

4.2 Forward Plan, Collections Development Policy and Documentation Plan to 
be drawn up to address the remaining backlog. Documentation Plan to be 
updated annually. 

4.3 A programme of Disposals and Deaccessioning should now begin. Before 
this starts a full policy and procedure should be drawn up. Only one 
collection type should be processed at a time. This is a lengthy process, 
and the Museum team should be given time and resources to focus on this. 

4.5 A full review of the Storage of the Museum collection should be completed 
and submitted to CRC to help with long term considerations for the care of 
the collection. 

4.6 Explore external funding opportunities to help fund collection management 
projects, specifically projects that will help to improve elements of 
collections storage or work on disposals and deaccessioning.  

4.7 Make improving collections storage a priority over the next 5 – 10 years. 
Removing the collection from storerooms with inappropriate environments 
should be the main priority. 
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4.8 All new accessions to the Museum should continue to be presented to CRC, 
however this should be on a twice-yearly basis and full details on the 
relevance to the Collections Development Policy given to aid decision 
making. 

4.9 Designate an amount of the budget specifically for remedial conservation of 
objects. This will allow the Museum team to prioritise items that need 
specialist conservation work. The team can also then seek out external 
funding that may need an element of match funding. 

4.10 A new Archaeological Deposition Policy should be created to ensure that 
developers and archaeology units are processing deposits correctly before 
they arrive at the Museum, therefore better facilitating quick cataloguing and 
ensuring that items are correctly housed from day 1. This should include 
looking at the cost per box stored (which the archaeological unit/developer 
must currently meet) to ensure it meets industry standards. 

 

5. Overview of the project 

The Museum has a large collection of objects which are on display within the 

galleries or stored with storerooms in The Manor House. It has previously been 

approximated that there are around 30,000 objects, however the full figure is 

unknown. Previously, objects have been catalogued using paper accession 

registers and record cards. In the early 2000s MODES (a museum cataloguing 

system) was purchased and the museum began to transfer object details from 

record cards into this new database. However, many records were transferred 

without reconciling the record to the object location. In 2016, on the 

recommendation of the interim curator at the time, a project began to improve 

museum documentation and tackle the backlog. At this point there were 

approximately 4291 objects accessioned on MODES. As of May 2021 there are 

currently 30,350 objects catalogued on MODES. The project aimed to have 

30,000 objects documented by March 2021 which was successfully achieved. 

In order to meet sector standards, retain the Museum’s Accreditation status and 

facilitate better access to the collections, The Museum needed to improve the 

way it manages information about its collections. The methodology for the project 

was based upon an established procedure for dealing with a documentation 

backlog, the first step was to ensure that all procedures for documentation were 

in place and the second step is a full inventory of everything in the collection, 

recording the location, and then matching this to existing documentation.  

The previous Accreditation return committed to completing backlog 

documentation work by the end of Dec 2018. It was identified as an area for 

improvement in Accreditation letter with a need to demonstrate progress by the 

accreditation return in Autumn 2019. Due to significant staff changes the time 

scale was extended and the end of the project was planned for 2019 – 2021. 

During 2018 the Council formed a Member Working Group to evaluate this work 

and the Museum policies and practices. In order to move the project forwards a 

number of recommendations (See Appendix B) were agreed and an action plan 

to deliver them (Appendix A) created. The project aims to improve museum 
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documentation and collections care ensuring we meet professional standards 

(Spectrum 5.0 and Benchmarks in Collections Care, 2.1). The project will also 

make the museum collections more accessible and easier to manage. This will 

facilitate new ways of using and sharing the collections with our visitors. It will 

inform future exhibitions, budget decisions and all aspects of collections 

management.  

The primary project objectives were: 

1. To complete an inventory of the entire museum collection, recording proper 

locations for each object. 

2. To identify unmarked or un-accessioned objects and mark them with a 

temporary T number.  

3. To reconcile inventory with existing manual records and create a MODES 

record for every object in the collection. 

4. To engage the public with the work we are doing by highlighting selected 

objects from the collections and displaying them, both online and in the 

galleries.  

These objectives alongside the recommendations of the Museum Working Group 

were used to create the Collections Documentation Project Action Plan 

(Appendix 1). The Action Plan was drafted implementing documentation 

procedures as set out by the Collections Trust and will be used as part of 

business as usual, featuring as aims within the Museum’s Forward Plan. 

 

6. Project Achievements 

 

6.1 Collections Documentation 

 

The project has led to great improvements in the Museum’s 

documentation process. As part of the project a new Documentation Plan 

and new Documentation Manual were created. Both these documents 

have been used to help train staff and volunteers in the correct 

procedures, ensuring that the Museum meets Spectrum Standards. Since 

the start of the project in 2019 over 17,000 items have been added to 

Modes and thousands of records checked and improved. There are now 

over 30,000 items documented on modes and that number continues to 

grow.  

 

The Museum team have started a project to transcribe the accession 

registers which has now only been a vital step towards progressing the 

project but has also been instrumental in keeping the team working during 

the COVID-19 pandemic. The Museum now has a large amount of the 

collection accessible on the database. This is already improving access to 

the collection for the public as it enables the team to quickly deal with 

enquiries and to more effectively build new displays and exhibitions.  
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6.2 Collections Management 

 

Within the allocated budget the team took steps to investigate how best to 

improve collections care. After undertaking a collections benchmarking 

exercise, it was established that the museum needed to ensure that it was 

undertaking regular housekeeping, starting a programme of rehousing 

objects and improving its environmental monitoring.  

 

A new housekeeping plan was drawn up and new equipment, such as a 

museum vac, was purchased to help with the regular cleaning needed. 

The record card store has now become not only a documentation store but 

also a collections management store where the team can easily find any 

equipment or items they might need to correctly care for the collection. 

This also keeps the equipment safe and free from damage.  

 

A large supply of new, museum safe boxes have also been purchased. It 

was important to buy different types of storage for different types of 

collection and the process of rehousing items has now started, although 

this has been significantly delayed by the pandemic. One of the most 

significant projects has been rehousing the negative collection which are 

now stored within their own metal cabinet in the document store. 

 

Alongside this the team have also been investigating how to turn the 

Stanford room into an overflow storeroom and workspace. It was not 

possible to add racking into the room here due to the floor load capacity, 

but we have been able to add some further storage around the edge of the 

room, invest in new blinds to protect the collection from light, and add 

some vertical storage to the walls. This leaves space in the middle of the 

room for the team to work on rehousing projects, cleaning or for volunteers 

to work as a group.  

 

New environmental monitoring equipment has been purchased which 

includes a mobile monitor that also measures UV light and has allowed the 

team to start measuring the effect of light on the collection for the first time. 

These monitors are now contributing to a full study of the environment in 

the stores and gallery spaces to help understand where improvements 

could be made. 

 

6.3 Audience Engagement  

 

Throughout the project the Museum team has involved the public in what 

is has been doing. The Butterworth Gallery was originally used as an area 

to interact with the public whilst cataloguing, however we found that not 

many people wanted to interact with us unless the objects were 
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particularly interesting. So, we reserved the space for times when we had 

interesting collection to share.  

 

We have also had success with creating object handling sessions, using 

items we had recently catalogued we were then able to share our 

knowledge with the public.  

 

We keep the public well informed on social media channels and via our 

website. The launch of the new website has allowed the Museum team to 

upload the new information about objects derived from the Project directly 

onto a collections section of the website and visitors are able to explore 

the collection at their leisure. 

 

The project has particularly shown how useful it is for audience 

engagement over the past year with the Museum being closed. The Team 

have been able to use digitised collections to engage with the public, and 

access thousands of records from the comfort of their own homes. It has 

meant that the collection has continued to be accessible to the public even 

when the world stayed at home. 

 

6.4 Volunteering 

 

The Museum focused its volunteer recruitment on finding people to help 

with the project and training current volunteers to work on cataloguing or 

other areas of collections management. Volunteers have enthusiastically 

embraced the project and the Museum has built a strong team of trained 

volunteers throughout this project. 

 

The covid -19 pandemic bought challenges and the Museum team had to 

adapt their volunteering programme. By the Autumn of 2020 the Museum 

were able to start recruiting volunteers for a new remote volunteering 

project. Through this, volunteers were able to continue contributing to the 

project from home by cataloguing photographs which the Museum team 

had scanned in advance. This work has been extremely successful and 

allowed the Museum to meet its target on time and allowed us to attract 

volunteers from all over the country.  This work will continue, and the team 

are looking at further options for remote volunteer projects. 

 

7. Lessons learned and looking forward. 

 

7.1 Accession Registers and historic documentation 

 

Documentation is at the heart of this project and it became clear as this 

project progressed that mistakes were made early on. The accession 

registers should have been the starting point for this project, and not 

starting with these slowed down the progress of the project significantly. 
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The team addressed the issue and began to focus on the mammoth task 

of digitising these vital pieces of documentation, alongside their inventory 

work. The Museum team has a great deal of historic documentation that 

will be important to digitise alongside the accession registers in order to 

complete stages 3 and 4 of the documentation backlog. It is important that 

this remains a focus of the Museum team’s workload. 

 

7.2 Collection Size 

 

Early on in the project it was estimated that the collection held 30,000 

objects. The project plan and timeline were based on this figure. 

Throughout the project, particularly through the digitising of the Accession 

Registers it has become clear that the collection is much larger than 

originally anticipated. One reason for the estimate being wrong may be the 

use of bulk accessioning, when a collection of multiple items is given a 

single number. Until the full inventory of the collection is completed, we will 

not be able to accurately report the size of the collection, however when 

the transcription of the accession registers is completed we will be able to 

give a more accurate estimate. 

 

7.3 Monitoring Progress 

 

Due to a period of high staff turnover between 2016-2019 the project was 

led by several different individuals; workflows were continuously 

interrupted, and the progress of the project was only monitored 

numerically (objects added to modes). It was difficult to tell how much 

progress has been made within the storerooms and was difficult for staff to 

pick up where others had left off without creating a larger workload or risk 

repeating work. To prevent this in 2019 the Curator introduced a colour 

coded system with boxes being marked once they were completed or 

marked where further action was required. This system is communicated 

to staff and volunteers so that it is easy to see where documentation work 

needs to be completed and has worked well so far.  

 

7.4 Collections Storage 

Throughout the project there has been a focus on improving collection 

storage and great strides have been made towards improving collections 

storage. The project has demonstrated that the Museum’s collections 

storage is at capacity and efforts must now be made to rationalise the 

collection and/or look at alternative storage provision. A number of the 

storerooms are wholly inappropriate for the storage of Museum Objects 

and even with improvements to storage and rationalisation the Museum 

will need to look to remove items from these storerooms in the next 5-10 

years as a matter of priority. The Museum had hoped to increase 

collections storage by turning the Stanford room into a store with roller 
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racking but the construction of the floor in this space prevents that without 

further spending and work to reinforce the floor. However, they have been 

able to add some additional storage into the room and make this a 

functioning space for collections storage and for staff and volunteers to 

work in. This will help to facilitate further collections work in the future and 

provide adequate storage for overflow collections for the immediate future. 

 

7.5 Deaccessioning 

 

It was hoped that the Museum team would be able to start deaccessioning 

(disposals and rationalisation) the collection as part of the Documentation 

Project, thinking particularly about items that sit outside the Museum’s 

collecting area. However, it became clear that this was a large piece of 

work and not one that can be completed quickly. It will be important that all 

relevant documentation can be located to show how the Museum came 

into possession of the object before the process can be started. Once this 

is in place the Museum must then advertise the object first to accredited to 

Museums for a period of time and if no museum is found then items can 

only then be offered to other organisations or other avenues of disposal 

explored. A full policy and procedure should be written and agreed by 

CRC. The Museum team should then be given the time and resources to 

allow this process to happen. It may be worth exploring grant funding to 

look to resource this piece of work.
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Appendix A: Action Plan RESPONSIBLE STATUS START END Update on Progress 

Goal #1:  Documentation of Collections           

All Items in the collection accessioned and 

correctly entered into MODES to SPECTRUM 5.0 

standards. 

Museum Team Continuing  2016 Spring 2021 

The Project aimed to complete 30,000 records by the end of 
March 2021 which was achieved. All items were recorded to 
Spectrum 5.0 standards. 
 
A backlog still exists, and the Museum has not yet completed 
a full inventory. Work to banish the backlog will continue 
under business as usual. 

Audit collection on MODES to create new project 

timeline and new action plan 
CDO/Curator Complete May 2019 August 2019 

This was completed when the new Curator started in post. 
The action was repeated when a new Documentation Officer 
was hired. The project timeline was adjusted again in 2020 
due to the Covid-19 pandemic.  

Digitisation of Accession Registers ** CDO/Curator Continuing. March 2020 March 2021 

Over 300 hours have been put into digitising the accession 
registers so far. In that time 16 registers have been fully 
transcribed. There are a further 18 remaining. This will be a 
focus of volunteer work going forward.  

Quality Checking of old pre-existing records to 

ensure a consistent approach ** 
CDO Complete Jan 2020 March 2021 

Throughout the project the CDO has been quality checking 
records to ensure that there is a consistent approach. One 
her their main tasks has been to use the digitisation of the 
accession registers and to audit records already completed to 
highlight any that need further work to bring them up to 
standard. This audit work will continue alongside the 
accession registers. 

Newly accessioned items to be recorded within 6 

weeks  
Museum Team Complete May 2019 

December 

2019 

All items when they enter the Museum are now given an 
accession number when they first arrive and logged on 
Modes. Larger collections will take longer than 6 weeks but 
these will always be logged on Modes and a plan for their 
documentation created to prevent any items from not being 
accessioned. 
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Goal #2:  Collections Management and Storage           

Make use of temporary storage space -Gladden 

Room 
Curator Complete May 2019 March 2021 

The Gladden room has been used to help house the 
collection whilst other rooms have been transformed to help 
with collections management. This helped to protect the 
collection whilst work was taking place. As of May 2021 the 
Museum team is planning on removing the last items of 
collection from the Gladden in 2021. This process has taken 
longer due to the Pandemic with the Museum team working 
remotely.  

Tidy and reorganise Storage in Document Store 

and Record Card store. ** 
Curator Complete January 2020 

December 

2020 

The Document Store and Record Card store were both in a 

state of disorganisation and these spaces needed to be 

cleared and tidied to help create a more effective workflow 

for the project. This work has included moving items out of 

the space, creating more suitable storage for the large 

collection of negatives. Purchasing new boxes for the 

Document store and creating a programme of replacement. 

Work has also begun on scanning all of the accession 

registers and transcribing these. Following this the team 

hopes to do the same with other paper based 

documentation. This is a long-term goal. 

Both spaces are now much easier to access and have clear 
organisation in place. 

MODES to be upgraded CDO Complete June 2019 June 2019 Modes is updated annually by the Museum Officer. 

Art Storage to be reviewed in 2019/20 Curator Complete May 2019 February 2020 

Storage was reviewed and work undertaken to make the 

effective use of the space. Some of the Budget was also used 

here to purchase new housing for the costume collection 

which is housed in the art store and had been inappropriately 

housed in the past. 
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Goal #3: Museum Staff and Volunteers           

Staff team training requirements monitored Curator Complete May 2019 Ongoing 

The Museum team’s training and development is monitored 

by the Curator as part of their monthly 1:1s and yearly 

appraisals. New Staff will be trained in important elements of 

collections management to ensure consistency. Training 

needs will continue to be monitored. The Museum will make 

use of training on offer from South East Museum 

Development as well as seeking out other training where 

needed. 

 

 

Museum staff and volunteers trained to use 

MODES 
CDO Complete 2018 May 2019 

Staff completed a training day to give them further skills in 
using the modes database, this included some admin training 
for the documentation officer and the Curator. 
 
All volunteers are now given basic training on modes, but 

more importantly are given a style guide to ensure that they 

adhere to the necessary standards. 

Museum Staff trained in good practice of 

packaging items. 
Curator Complete 2018 January 2020 

Since 2018 all staff and volunteers have had the opportunity 

to take part in collections management training which has 

included how to correctly pack items to ensure their long 

term protection.  

 

During the pandemic the Collections Documentation officer 

was able to take an online course in collections management 

and both the Curator and the Museum Officer have attended 

refresher session run by south east museum development. 

With the availability of online training improving, volunteers 

have also been able to access some of this training. It is 

hoped that practical training will continue when volunteers 

are able to return to the Museum stores. 
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Museum staff trained to inventory mark objects Curator Complete 2018 April 2019 

Staff all trained in inventory marking, training guides saved 

on the shared G drive for future reference. Plans to run 

training for volunteers in the future. 

New volunteer pack created CDO Complete 2019 August 2019 
The Volunteer policy and procedures have been fully 

updated, including remote volunteering. 

Update and improve volunteer management 

policies 
Curator Complete July 2019 

September 

2019 
As above 

New volunteer recruitment for Documentation 

Project. 
Curator Complete May 2019 

December 

2019 

Throughout 2019 and 2020 volunteers were recruited for the 

documentation project. Most volunteers have worked on 

cataloguing with some having more specific roles such as 

photography or rehousing. During the Pandemic volunteers 

have also been recruited to work remotely.  
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Volunteering at home – create procedures and 

policies for new volunteering at home role for 

digitisation away from Manor House. ** 

Curator Complete May 2020 
November 

2020 

Remote volunteering was successfully set up and is still 

continuing, it has allowed volunteers to continue working 

towards the project, and has attracted people to the role 

who might not otherwise have been able to participate. 

Goal #4: Plans and Policies           

Create a rolling action plan and submit to CRC Curator Complete May 2019 On going The Action Plan has been submitted to CRC throughout the 
project and updated accordingly. 

Submit new Plans and Policies to CRC ahead of 

Museum Accreditation. 
Curator Complete May 2019 

September 

2019 

Accreditation documents were renewed and submitted to 
CRC, the Museum successfully achieved full accreditation in 
February 2020.  

Goal #5:  Budget and resources            

CRC to supply resources needed to complete the 

project 
CRC Complete 2018 April 2019 

£10,000 allocated in 2019/2020 – Collections Management 

£5000 allocated in 2020/2021 – Collections Management 

Collections Documentation Officer post funded for 

2019/2020 and 2020/2021. 

Create plan and Budget for use of £10,000 

collections management budget 
CDO/Curator Complete July 2019 

September 

2019 

Full Budget was not spent in 2019/2020 due to COVID-19 as 

well as project time restraints. Any remaining Budget has 

been earmarked for specific collections management 

projects, mostly relating to storage. 
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Goal #6: Sharing our work          

Work in front of the public and organise 

opportunities for engagement 
Museum Team Complete 2016   Feb 2020 

The Butterworth Gallery was used as a hub for the 
documentation project with staff and volunteers working in 
front of the public.  
 
The Museum team also arranged object handling sessions, 
which were run on weekends. Much of the engagement has 
now had to move online but the team continue to explore 
new ways of doing this.  

Share work online via Social media and website Museum Team Complete 2016   2021 

Over the course of the past two years the project has been 
shared via the Museum’s social media channels and the 
website. With the new website being launched in June 2020 
the Museum was able to complete blog posts as well as 
upload items from the collection into a gallery style section of 
the website. Visitors have been able to click to find out more 
about the object.  

Temporary displays of new objects/CDP 

discoveries 
Museum Team Complete  2016  2021 

Regular exhibitions and displays have been created over the 
past two year featuring the results of the documentation 
project. This has included online exhibitions featured on the 
website during lockdown. 
 
Other exhibitions were reduced as per Working Group 
recommendations. Exhibitions have reduced from 12 per 
year to a maximum of 4. Similarly, Events have been bought 
to a much lower level with the Museum Team attending 
Town Events, creating low key children’s activities that do not 
require staff to run them and running a small programme of 
talks.  This is now at level that allows the Museum team to 
continue engaging with the public but also dedicate time to 
collections management tasks. 

Collections pages on website – start to upload 

collection to website. ** 
Museum Team Complete 2020 2021 

The new collections area of the website is now available, and 
the Museum team have uploaded objects from each category 
of collections. There is the ability to add more to this.  

Online Programming ** Museum Team Complete May 2020 March 2021 

The Museum team have had to adapt to the pandemic and 
have begun to create an online programme. This has included 
online talks. Digital slideshows, online exhibitions and 
downloadable resources have all been added to the website 
for visitors to access whilst the Museum has been closed. 

** = new action added July 2020 in response to COVID-19 
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Appendix B: Working group recommendations with an update on progress. 

The recommendations have been rearranged into categories. 

 

Original Recommendation Update on Progress 

Finance/resources  

The Council must provide the resources to 
enable this to be done. The continuation of the 
Collections Documentation Officer post for at 
least one year is supported, together with the 
refocusing of the Museum Team as set out 
above.  
 

2019/2020 and 2020/2021 budgets have 
supplied resources for both collections’ 
management and for the Collection’s 
Documentation Officer post until March 
2021. 

The Community Resources Committee should 
ensure that sufficient resources are provided to 
deliver this standard.  
 
(this refers to storage and packing of objects) 
 

As above 

Resources must be provided by the Council to 
enable this to happen. 
(This refers to the Documentation of the 
Collection) 

As above 

Policies, Plans and Procedures  

The Community Resources Committee should 
monitor closely progress towards achieving the 
elimination of the backlog and the recording of 
all items on MODES. 
 

Regular reports have been delivered to CRC 
throughout the project. 

The Collections Development Plan should be 
reviewed within 3 months to enable consistent 
decisions to be taken on what to accession 
whilst this work is ongoing creating an interim 
document. 
 

Collections Development Plan was reviewed as 
part of Museum Accreditation in 2019 and 
approved by CRC. 

Even when the backlog has been addressed, 
the Committee should continue to monitor this 
issue to ensure that this does not re occur. A 
maximum time limit between decision to accept 
an item and full inclusion on MODES is 
recommended.  
 

Regular reporting to CRC now in place and will 
continue. All new accessions are recorded on 
Modes within six weeks and are recorded 
according to spectrum standards. 

A “housekeeping” policy be prepared within 6 
months. 
 

A housekeeping plan was created as part of the 
Care and Conservation Policy and is now in use 
by the Museum Team. 

Programming (Exhibitions, Events and Displays)  

The Exhibitions programme should be 
minimised during this period to allow the 
Museum to achieve swift progress in addressing 
the backlog. The decision as to whether to seek 

2019/2020 saw a reduced programme of events 
and exhibitions.  
 
A review of the Museum’s programming has led 
the team to created a more realistic programme 
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re-Accreditation should be delegated to the 
Town Clerk in line with paragraph 6.1.3.   
 

for 2021-2022 to ensure collections 
management goals continues at pace. 
 
The Museum achieved re-accreditation in March 
2020. This will be valid for 5 years. 

Collections Management  

The location of each item in the collection must 
be recorded in MODES. 
 

This is now done as standard. Old records 
without a location are being updated as the 
object is found. 

The software must be kept updated. 
 

Modes is updated on a yearly basis 

The Museum must prioritise the accessioning of 
all items in its collection and ensure that all of 
these have been correctly recorded on MODES. 
 

Accessioning and cataloguing the collection 
has been the main focus of work for the 
Museum and this is continuing under 
business as usual. 

Collections Documentation must remain the 
overarching priority for the Museum until the 
backlog has been eliminated. 
 

During the project it came apparent that the 
collection is much larger than the original 30,000 
figure that was previously quoted. This is due to 
bulk accessioning as well as a number of the 
items in the collection which have never been 
accessioned. Collections Documentation is part 
of a Museum’s key work and is not a task that is 
ever “finished” or “completed” therefore should 
always be an overarching priority. A new 
Documentation Plan will be written and updated 
annually to ensure that Documentation 
continues and the backlog will be the first 
priority, once this is addressed the Museum will 
look at other Documentation priorities. 

All newly accessioned objects should be 
recorded on MODES within 6 weeks of receipt.  
 

All new accessions are processed 
(Documentation complete, added to MODES 
and stored) within 6 weeks of acceptance by 
committee.  

Collections Storage  

Storage in the Art Store be reviewed in 2019/20, 
given that it is over-capacity and that it is 
understood that the vast majority of the items 
are relevant to the Museum’s Collection policies. 
New forms of storage could significantly 
increase capacity.  
 

The Storage in the art store was reviewed in 
2019 
 
New storage was purchased which has 
increased capacity. Some objects have also 
been identified for deaccessioning.  

All clutter to be removed from storage areas 
within 3 months and the Town Clerk investigate 
whether all non-Museum materials can be 
removed from the basement to provide further 
space. 
 

Storage areas were cleared of clutter to make 
more room. 
 
The basement environment is not suitable for 
storing any more collections in, this is to be 
avoided where possible. 

The Town Clerk and Curator assure themselves 
regarding the security of the collection.  
 

Security Review completed in 2019 for 
accreditation. A List of actions is being worked 
on. A good level of security is already in place 
with only minor improvements to be made in 
regard to the Museum Collection. 

The Property & Personnel Committee agree to 
release the Gladden Room for up to 24 months 
for use as temporary Museum Storage. 

Gladden has been in use as an overflow storage 
space. It is intended to remove the collection 
from this space ASAP. 
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Staff and Volunteers  

All Museum staff should be trained in following 
guidelines in marking. It is hoped that this can 
be provided “in-house”. 
 

Training has been provided for Staff and will be 
included in any future inductions. 

All Museum staff be trained to ensure that they 
know the correct packing materials. This should 
be able to be delivered “in-house”. 
 

All Staff have been trained in house by the 
Curator.  

All Museum staff and volunteers (where 
appropriate) should be trained to use MODES. 
 

Staff Training Completed Feb 2020 
All new Volunteers trained during induction. Pre-
existing volunteers have also been trained. 

The use of interns, volunteers and those 
seeking work experience should be encouraged 
both now, to address the backlog, and in the 
future across the service.  
 
A Rolling Annual Forward Action Plan, starting 
from April 2019, should be agreed and progress 
be reported to the Community Resources 
Committee, on a six-monthly basis.  
 

Work experience and Volunteers have been 
recruited throughout the project. Opportunities 
are advertised on the museum website as well 
as on Voluntary Action Arun and Chichester’s 
website. During the Covid-19 pandemic a 
programme of remote volunteering was created. 
 
Action plan has been regularly submitted to 
CRC with progress updated monthly. 

Training in all aspects of Museum work must be 
provided (either in-house or bought in) to ensure 
consistent high standards across the service.   
 

The Curator monitors staff training needs and 
recommends training courses accordingly. The 
team have undertaken regular training 
throughout 2019/2020, including taking 
advantage of online training during the national 
lockdowns. 

That this Review be brought to the attention of 
the new Councillors as part of their Induction 
and that they be invited to tour the Museum 
Stores. 
 

New Councillors toured Museum Stores in June 
2019 as part of their induction and received a 
Museum introduction which included the 
background of the project and review. This will 
be repeated as part of any new Councillor 
induction. 

Forward Planning – actions to be taken forward in 2021-2024– post project 

Once the backlog is largely addressed, a 
wholesale review of the Collections 
Documentation Plan should be undertaken to 
support the future direction of the Museum and 
its collections.   
 

The creation of a new Documentation Plan is an 
important objective within the Museum’s new 
forward Plan. It is intended that this 
Documentation Plan will address the remaining 
backlog. Museum Documentation Plans should 
be reviewed annually.  

Once the collection is recorded on MODES, it 
should be assessed, as a priority, to identify 
which items should be retained, re-located or 
disposed. 
 

Disposals and Deaccessioning forms an 
objective within the Museum’s new Forward 
Plan. 
 
This is a long process and will need to remain a 
priority for the Museum for many years to come. 
The process involves a great deal of 
administration and due diligence and it is 
therefore important that time and resources are 
dedicated to this process. 

That opportunities to relocate relevant parts of 
the collection to neighbouring parishes and the 
County Records Office be taken, once the 

This will form part of the Disposals and 
Deaccessioning of objects as stated above. 
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Reconciliation phase has been completed, and 
once the approval of the Community Resources 
Committee has been obtained.   
 

Resources and time need to be given to the 
Museum, once the backlog is addressed, to 
review the collection, with a view to disposing of 
unnecessary items and storing such items in the 
best places.  
 

This will form part of the Disposals and 
Deaccessioning of objects as stated above. 

Consideration should be given to remedying any 
spoliation of items and a report, with costs, 
brought to the Committee in due course. This 
should be timetabled for after the completion of 
the Collection Documentation Project to ensure 
priorities do not slip, unless there is an urgency 
on any particular item.  
 

Objects which need remedial conservation are 
monitored by the Curator and their status 
recorded on MODES, the Curator will take 
action where necessary, reporting to CRC any 
costs. Going forward it would be helpful to 
allocate some of the Collections Management 
Budget each year specifically for Remedial 
Conservation to ensure there is Budget 
available and that could be used as match 
funding for conservation grants. 

Once the documentation project is complete a 
comprehensive review of storage and the 
environmental issues be undertaken and 
reported to the Community Resources 
Committee.  
 

Curator has already begun work on this, 
purchasing new environmental monitors to help 
supply data for report to be submitted in 2021. 

Once the collection is fully catalogued on 
MODES and the reconciliation procedure 
completed, a full assessment of storage 
requirements, environmental conditions and 
future needs should be undertaken and 
prioritised by the Community Resources and 
Property and Personnel Committees. 
 

As Above 

The Collections Development Plan should be 
reviewed completely to ensure that what is 
being collected meets agreed parameters. This 
should include what to acquire, dispose of and 
collecting area. On the latter point, once the 
collection area is agreed, a decision will need to 
be made as to what to do with the items from 
outside that area already within the collection, 
with a view taken as to whether it is appropriate 
for Littlehampton tax-payers to meet the costs of 
storing for other areas without Museums. 
 

The Collections Development Plan will be 
reviewed in 2021 and presented to CRC. 
 
It should be noted that if a decision is taken to 
look to remove items from the collection that are 
no longer appropriate, it the Museum will still be 
responsible for ensuring that appropriate homes 
are found for these items. This is a requirement 
of Museum accreditation and the correct 
procedure must be followed and all Due 
diligence completed. Time and resources would 
be needed to complete this work in full. 

Once the collection is fully catalogued on 
MODES, and the new Collections Development 
Plan agreed and implemented, the Community 
Resources and Property and Personnel 
Committees should consider how best to 
redirect the staffing resource to new priorities, 
such as exhibitions and education, should they 
be the focus of future work. To do this, it will be 

A staffing review was undertaken in 2020 and 
the Museum officer role now reflects the 
importance of collections management 
alongside other areas of the Museum service. 
Staff training is closely monitored by the Curator 
and a log is kept of the team’s skillsets and 
areas for improvement. Personal development 
of the team is monitored through their monthly 
1:1s and annual appraisals.  
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essential to ensure that all staff are both able 
and trained to cover a wide variety of work and 
that specialisms are avoided. Where necessary 
training should be provided.  
 

That the Chairs and Vice-Chairs of the 
Community Resources and Property & 
Personnel Committees be invited to tour all of 
the Council’s properties on a six-monthly basis. 
 

To be arranged by LTC officers. 

That opportunities to secure external funding to 
improve/expand the capacity, storage or 
maintenance of the collection be pursued 
including S.106 monies from developments 
within the Town and elsewhere where 
Littlehampton Museum acts for those parishes. 
 

The Curator is exploring options for external 
funding, currently looking at arts council grants 
and heritage lottery grants.  
 
The Curator has also investigated the use of 
Section106 monies. Some Museum’s have 
directly benefitted from S.106 money but this is 
usually only in regard to significant 
archaeological discoveries during development. 
It is unlikely that Littlehampton Museum will be 
able to benefit from S.106 monies as the 
Government have recently changed the wording 
and criteria for this and Museum’s are no longer 
included in this framework. If any more 
information is made available this will be 
presented to the Council. 
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Appendix C: Project Figures 
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Number of Records added per year of the project. 

Year Number of records 

2019 7361 

2020 7232 

2021 (to 31st March 2021) 3188 

 

Accession Register transcription figures 

Number of whole Accession Registers 
transcribed 

19 out of 34 

Number of records transcribed 19651 

Number of hours contributed to transcription 288.5 

 

Appendix D: Finance 

Collections Management Budget supplied for the Collections Documentation Project. 

2015 to 2016 salaries for the CDO post were £2,433 (including oncosts) 

2016 to 2017 salaries for the CDO post were £10,196 

2017 to 2018 salaries for the CDO post were £10,318 

2018 to 2019 salaries for the CDO post were £11,284 

2018 to 2019 salaries for the additional Archives & Exhibitions Officer were £1,488 

2019 to 2020 

Budget Allocated amount Total Spent 

Collections 
Management 

£10,000 £5,743.23 

Salaries £12,153 
£3,391 

CDO post and one day a week additional for Archives 
and Exhibitions Officer 

Training  £870 (Modes training for whole team) 

2020 to 2021 

Budget Allocated amount Total Spent 

Collections 
Management 

£5,000 £2,180.04 

Salaries 
(CDO post) 

£21,911 CDO post 

Training N/A £395  - collections management course – funded by 
CDP grant from South East Museum Development. 

Collections Management Budget Earmarked Reserves 

Any amount that was unspent during the project was earmarked for the specific projects (where 

time constraints or CV-19 prevented spending) relating to collections storage. These include work 

on the Archaeology Store (2020 to 2021) and further storage and improvements for the Stanford 

room store (2019 to 2020).  

Current amount in Earmarked reserves for Collections Management projects: £7,076.73 
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1. Introduction 

 

1.1 Statement of Purpose 

 

Littlehampton Museum is an accredited cultural service provided by Littlehampton Town Council to 

promote the history and culture of Littlehampton. The Museum will collect, conserve and interpret 

its collections, providing appropriate access and care according to Professional Museum 

standards.  The museum will seek to engage a wide audience through a varied programme of 

exhibitions, events, outreach and online engagement. 

 

 

1.2 Background 

 

Littlehampton Museum is housed in the Manor House building located in the centre of the town 

and is easily accessible by rail, road and bus.  It is home to five permanent galleries and two 

temporary exhibition spaces in which the museum holds temporary exhibitions throughout the 

year. 

 

Founded in 1928 by the Littlehampton Natural Science and Archaeology Society, the Museum’s 

first home was at the Littlehampton Library, with Mr. E. J Hearne taking charge as the first Curator.  

Mr. Hearne stayed with the Museum until 1946 when he was succeeded by Mr. George Shorter. 

Under Shorter’s care, in 1965, the Museum moved to a new location in River Road, in a building 

once home to the prominent merchant family, the Robinsons. It remained there for 26 years. In 

1991 the Museum was taken over by Littlehampton Town Council and moved to its current 

location in Manor House. 

 

In 1998 Littlehampton Museum was awarded a £250,000 grant from the Heritage Lottery Fund, 

and the money was used to refurbish the galleries and make the museum more enjoyable and 

accessible for all. In 2010 the Museum’s permanent displays were re-designed, and interactive 

elements to the gallery were introduced. 

 

In 2018 Littlehampton Town Council recognized that a significant documentation backlog existed 

as well as a problem with museum storage. Following a thorough review of all aspects of the 

service  the council provided the museum team with additional resources to start a documentation 

project which concluded in March 2021 documenting over half of the collection and creating solid 

polices and processes to ensure documentation of the collection continues.  
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1.3 Production of the Forward Plan 
 
In Autumn 2018 a Working Group was formed to evaluate the service and set the future priorities 
of the Littlehampton Museum. It consisted of councillors from the Community Resources and 
Property and Personnel Committees of the Town Council, who have oversight of the Museum and 
responsibility for staff and property respectively. The working group particularly focused on the 
recommendations made by two interim Curators (2016-2018) who had been covering spells of 
maternity leave as well as the thoughts of the museum team.  The working group made a number 
of recommendations, and an action plan was created This action plan prioritised work on 
collections documentation and formed the basis of the aims and objectives of the 2019-2021 
forward plan. The Collections Documentation Project (CDP) was established as a standalone 
piece of work with a target of completing 30,000 records and concluded in March 2021 having 
achieved its target. 
 
The collections audit carried out as part of the CDP revealed a much larger collection than 
originally estimated, and some of the aims and objectives from the previous forward plan will be 
continued. This Forward Plan is a five-year plan to embed the policies and practices developed 
following the 2018 service review and using the lessons learnt from the CDP. The Aims and 
Objectives for 2021-2026 also include the remaining actions from the 2018 Working Group, 
recommendations, the Museum Accreditation, actions from the Museum Documentation Plan and 
Key audience engagement aims. 
 
 

2.  Current Situation 

 

 

2.1 Collections 

 

In 2016 it was identified that a significant collections documentation backlog was preventing the 

Museum from caring for its collections as it would wish. It was also creating a challenging 

environment for creating exhibitions and answering public research enquiries. In order to address 

this, the Curator at the time created a collections documentation project plan to begin to tackle this 

backlog.  

 

In 2018 the Town Council agreed that the Museum team decrease their audience engagement 

activities to focus on the collection’s documentation project. This project concluded in March 2021 

and has led to over 20,000 new items being added to the Collections Management System. 

 

The current exact number of artifacts within Littlehampton Museum is still unknown. This is due to 

many objects having been bulk accessioned (ie many objects recorded under one number) or not 
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accessioned at all. An audit of the Museum accession registers and a separate project to 

transcribe them estimates that the collection may be around 50,000. This is much larger than the 

30,000 estimated at the beginning of the documentation project. At the time of writing there are 

30,150 records on the MODES database which was the key target of the Documentation Project. 

Documentation continues to be a key part of the Museum’s on-going aims and objectives and 

Documentation aims are set out in the Museum Documentation Policy and Plan.  

 

The collecting district (as laid out in the Collections Development Policy) for Littlehampton 

Museum covers the parishes of Littlehampton, Climping, Angmering, Poling, Lyminster, Ford, 

Middleton-on-Sea, Felpham, Yapton, Barnham, Walberton, and Eastergate. Although these 

boundaries have always been well understood, the Museum does house items relating to areas 

outside of this district. A key objective for the Museum going forward will be to transfer items into 

other local museums to whom the objects would be more relevant.  

 

The collections are all stored within the Manor House, which is a grade II listed building. Despite 

the best efforts of staff some of the storage areas are far from appropriate for museum objects and 

more needs to be done. Many of the spaces see large fluctuations of Relative Humidity (RH) and 

Temperature, the basement stores are damp and mould remains a concern as well as dirt and 

dust from the basement ceiling which falls on boxes and objects. The care and conservation of the 

collections is outlined in the Museum’s ‘Care and Conservation Policy and Plan’.  

 

The Museum collection features the following areas: 

 

1. Archaeology 

 

2. Social History  

 

3. Maritime 

 

4. Documents 

 

5. Newspapers 

 

6. Books 

 

7. Photographic Prints and Negatives 

 

8. Fine Art (Paintings, Drawings and Engravings) 
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9. Maps and Plans 

 

10. Geology/Minerals 

 

11. Natural History 

 

12. Cameras/Projectors 

 

13. Textiles/Costumes 

 

2.2 Audiences & Environment 

 

Littlehampton is a seaside resort town and civil parish in the Arun District of West Sussex, 

England, located on the east bank at the mouth of the River Arun. It lies 51.5 miles (83 km) south 

southwest of London, 17.5 miles (28 km) west of Brighton, and 11 miles (18 km) east of the county 

town of Chichester. 

 

The parish covers an area of 11.35 km2 (4 sq mi) and has a population of c.28,000 persons (2011 

census). The Town includes other settlements such as Wick in the north west and Lyminster to the 

north. Wick and Toddington became part of the town in 1901. The Town is also the westernmost 

settlement of the 12th largest urban area in the UK, the Brighton/Worthing/Littlehampton 

conurbation, a region encompassing some 474,485people (2011 census). 

 

Littlehampton is a seasonal seaside resort town and experiences a much higher visitor input 

during the period May-September. As a tourist attraction, the Museum is considerably busier 

during this time.  

 

At present no major work has been done on Audience Development. During the Collections 

Documentation project, the Museum team focused on visitor surveys as well as more targeted 

online surveys of audiences as well as asking for feedback at events. The curator has recognised 

the need to work more on this area and aims to create to an Audience Development Plan as part 

of the 2021-2026 Aims and Objectives. The population of the town is varied, we can say 

anecdotally based on observation that on balance the majority of visitors to the Museum reflect the 

high level of retired people and young families who have taken advantage of affordable housing in 

the area. An aim of the audience development is to identify our current user groups and develop 

new audiences in the future. The 2020 COVID-19 pandemic will have had an effect on the 
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Museum’s audiences and their behaviour so a new development plan will be even more key to 

help identify opportunities. 

 

The museum team advertise the Museum in a variety of local publications and work with the 

communication and events team within the Council to ensure that the Museum is included in local 

tourism advertisement. The museum team also attend town events such as Armed Forces Day 

and the Town Show and Family Fun Day– taking handling collection and displays to share with the 

local community. 

 

Displays within the Museum are aimed at a mixed audience with museum text/interpretation 

generally aimed at adults over the age of 12. For children under this age paper trails resources 

can be picked up from reception to help our younger audiences engage with the collections on 

display. 

 

A temporary exhibition space within the galleries allows for a changing exhibition programme that 

can fit small exhibitions put together by the museum team, touring exhibitions or local artists 

wishing to exhibit their work. In the past a large number of exhibitions have been held but this has 

been scaled down to a more realistic four per year to include exhibitions of school artwork and an 

open exhibition for local artists. A longer time frame will give more people the opportunity to see 

exhibitions whilst still encouraging repeat visits as well as freeing up staff time and resources to 

work on collections management.  

 

The Museum has a brand-new website which is used to house the Museum’s visitor information, 

but it also increases access to the Museum’s collections. The Museum has also produced regular 

digital engagement which is hosted on the website as well as on the Museum’s social media 

pages.  

 

2.3 User Services 

 

The Museum has a small shop, which stocks books on local history and Littlehampton Local 

History Society monographs alongside prints of the local area, postcards, gifts and stationery.   

 

Visiting researchers can request to view items of the collection and the museum team will make 

space available for them to study objects with advance warning.  

The Museum has a busy enquiries service, with staff answering enquiries on a variety of subjects 

from local studies to family history queries.  

 

The Museum’s ‘Access Policy’ outlines the Museums intent to provide and develop the museum 

service for different audience types. 
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Education and outreach are an active part of the museum service. Loan boxes can be hired by 

schools which contain handling collection alongside lesson plans and information to support 

curriculum-based learning. Self-led Education visits are also supported with resources which can 

be found on the museum’s website. 

 

The Museum team have created a Local Studies Library within the Museum’s Butterworth Gallery. 

Visitors can read books whilst in the museum which focus on the history of the local area and the 

collections as well as accessing other research resources. There will be a table available for 

people to study and a long-term aim is to create a searchable digital database of the collections in 

this area. 

 

The Museum has a small team of volunteers who are currently focused-on museum 

documentation and collections management some of who are working remotely on the 

documentation project. The Museum hopes to recruit more volunteers to focus on all areas of the 

museum including museum administration, hosting visits and engagement. 

 

 

2.4 Staffing 

 

The museum team is currently staffed with 2.14 full time equivalent. The team consists of one full 

time Curator, two part time Museum officers (22.5 hours and 14.5 hours respectively) and one 

Saturday assistant working 5 hours a week.  

 

2.5 Premises 

 

Littlehampton Museum is housed with the Town Council in the Manor House building located in 

the centre of the town, which is Grade II listed.  

 

All running costs associated with the Museum space in the building are administrated by 

Littlehampton Town Council. The Town Council recharge the Museum for overheads. Details of 

this arrangement can be found in the financial information section. 

 

 

2.6 Environmental Sustainability 

 

Littlehampton Museum is committed to providing a cultural service for the Town of Littlehampton 

that is sustainable and which aims to minimise the environmental impact of its operations.  
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To meet our environmental commitment the Museum will: 

• Adopt the best operational practices to reduce environmental impacts of the Museums 

activities and policies. 

• Minimise waste from exhibitions and events by designing them to maximise reuse potential 

and use materials with a lower environmental impact.  

• Ensure environmental, including climate change, criteria are taken into 

account in the procurement of goods and services. 

• Consider environmental factors in the Museums decisions and activities including 

giving due consideration to environmental issues and energy performance in 

the design, refurbishment, and use of our building which includes exhibitions 

and activities 

• Encourage and develop the Museum’s employees, volunteers, partners and 

stakeholders to conduct their activities in an environmentally responsible 

manner. 

• Promote walking, cycling and public transport to visitors, staff and event suppliers. 

 

This is in line with Littlehampton Town Council’s Environmental Policy. 
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3. Review of previous Forward Plan (2019-2021) 

 

The previous plan was created in 2019 in light of the upcoming accreditation return and to co-inside with a review of the Collections 

Documentation Project Plan by the newly appointed  Curator and Project Manager. This plan focused on the Collections Documentation Project 

and addressing the documentation backlog as well as renewing all of the collections management and collections care procedures to ensure the 

proper care and management of the collection. An update on all parts of this plan have been given below. 

 

 Key Aim Objectives Resource Plan Update/Report 

1.  Banish the 
backlog in 
collections 
documentation by 
completing a full 
inventory of the 
collection and 
adding all items 
onto the 
Collection 
Management  
System 
(MODES).  

• Audit of the 
collection to 
establish what 
still needs to be 
added to the 
system. 

• Regularly 
review and 
update 
Documentation 
Project plan. 

• Ensure all 
records meet 
minimum 
standards as set 
out in 
SPECTRUM 
5.0. 

• All new 
accessions 
should be 
catalogued 
within 6 weeks. 

• Interim 
Collections and 
Documentation 
Project 
Manager 
combined with 
Museum 
Curator role – 
Salary to be 
taken from 
Museums 
Salary Budget. 

• Collections 
Documentation 
Officer role 
(temporary until 
March 2021)  - 
Salary to be 
taken from 
Museum 
Salaries 
budget. 

• Update planned 
for MODES – 

Audit of the collections management system compared 
with the Accession registers showed that the collection is 
much larger than the original estimate of 30,000 items. 
The Transcription of the registers is still in progress but 
current estimation based on the transcription so far shows 
that it could be between 50,000 – 60,000 items. This 
means that the project has seen the Museum document 
well over half of its collection and set up excellent 
procedures to ensure that the rest of the backlog is 
addressed and the collection continues to be added to the 
CMS.  
 
A new team of volunteers were recruited in 2019 to work 
on the project. Both on cataloguing and on collections 
management. When COVID-19 hit, a remote volunteering 
project was created to allow volunteers to continue to 
work from home and to recruit more volunteers to help 
with the project.  
 
The Museum Team engaged the public with the project 
both in the gallery and online via regular blog posts, 
object handing activities and on social media. 

46



 
 

 

 

 

Page 1 of 37 
 
 

 

 

 

• Recruit and train 
new volunteers 
to help assist 
with project 
work. 

• Transform 
temporary 
exhibition space 
into a 
collections 
documentation 
project hub. 

Collections 
Management 
budget. 

• Current 
museum team 
to dedicate time 
to document 
items as part of 
their working 
week. 

• New equipment 
to aid 
cataloguing 
including 
laptops, 
cameras, 
scanners, 
photography 
equipment to 
be purchased. 
£10,000 
allocated in 
Collections 
Management 
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budget in 
2019/20 to help 
improve 
collections 
management 
as well as 
normal £700 
collections 
management 
budget in 2020 
– 2021 budget 
year. 

• Provision of 
Butterworth 
gallery to be 
used as a 
Documentation 
Hub – providing 
additional 
space for 
team/volunteers 
to work on 
cataloguing.  
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2.  Review the 
current Storage 
problem and 
make 
improvements to 
current storage 
arrangements. 

• Review current 
storage 
concerns 
creating a report 
that 
recommends 
future areas for 
improvement. 

• Create a 
temporary store 
within the 
building that can 
be used when 
repacking or 
moving 
collections 
(Gladden 
Room) 

• Create a new 
store room in 
current reading 
room (Stanford 
Room) – 
creating a room 

• Town Council 
to provide a 
room to be 
used for 
temporary 
storage 
(Gladden 
Room) 

• £10,000  
provided for 
improving 
collections 
management 
during 2019 – 
Collections 
Management 
Budget 
2019/20. 

• Staff time 
needed to help 
with repacking 
boxes and 
moving objects.  

A report had been created for the Council outlining the 
Storage problems and the areas for improvement. 
 
A temporary store was created in the Gladden room and 
used throughout the duration of the project. 
 
The Stanford room was cleared to create a new 
workspace for volunteers and an overflow storage space. 
This space still needs further work to make it more 
appropriate for collections storage. A leak in this room 
has prevented any further work taking place currently. 
Covid -19 has also made it hard for the small Museum 
Team to achieve storage goals. 
 
Great progress was made on tidying up the stores and 
replacing boxes with more appropriate material. This was 
particularly seen in the Art and Document Stores. It is 
hoped that this project will continue. 
 
The Collection has been reviewed as part of the 
Documentation process with each object being given a 
number to indicate its suitability to remain within the 
collection.  
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that be used as 
Object Storage 
as well as 
providing a work 
space. 

• Identify objects 
that can be 
moved from 
overcrowded 
storage spaces. 

• Purchase new 
museum/archive 
grade packing 
materials to re 
pack boxes 
where Budget 
allows.  

• Create a 
collections 
review – using a 
numbered 
scoring system 
highlight objects 
that may be 

• Time from 
Council 
Amenity Team 
to help with any 
changes to the 
Stanford room 
to adapt it to a 
new object 
store. 

• Volunteer time 
– new 
volunteers to be 
recruited to 
help with 
collections 
management 
tasks such as 
reboxing 
objects. 

• Staff training – 
staff need 
refresher 
training on 
storage and 

Disposals remains a future project as the time required on 
this would take away from the Documentation project and 
until all documentation is reconciled there were very few 
areas of the collection that would be appropriate for 
disposal. The team aims to first find items that can be 
transferred to other Museums. This will be an aim of the 
new Forward Plan. 
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suitable for 
deaccessioning 
and transfer  

• Create a report 
highlighting 
possible 
disposals list to 
be put forward 
to the 
Community 
Resources 
committee 
(CRC) to 
approve. 

packing – 
approach MDO 
and other 
museum 
contacts to 
arrange 
training.  

3.  Create a new 
care and 
conservation 
plan, train staff in  
preventive 
conservation 
practices and 
implement 
housekeeping 
routines. 

• Complete a new 
Benchmarks in 
collections care 
(last one 
completed in 
2016). 

• Create a new 
conservation 
planner which 
outlines all of 

• Staff time for 
completing 
paperwork. 

• £10,000 budget 
for improving 
collections 
management, 

• Training both in 
house and from 

A full Care and Conservation Policy and Plan were 
created as part of the Accreditation Review which meant 
undertaking the benchmarks in collections care and 
creating a new Conservation plan which included a 
housekeeping plan. The Museum introduced more regular 
cleaning of the cases and completed a clean of the 
archaeology Gallery cases in Spring 2020. The Galleries 
themselves were deep cleaned in Jan 2021.  
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the preventive 
activities 
throughout the 
year – planning 
them around 
other things 
such as 
Exhibitions, 
events and 
school holidays.  

• Rewrite care 
and 
conservation 
policy ready for 
accreditation 
return in 
October 2019. 

• Rewrite Care 
and 
Conservation 
Plan ready for 
accreditation 
return in 2019.  

external trainer 
(Curator to 
arrange training 
– potentially as 
an exchange 
with previous 
employers or 
through MDO). 

• Volunteer time. 

New equipment was purchased including a conservation 
vacuum cleaner, a new area created to store all the items 
and staff and volunteers trained how to use it. The team 
have also undertaken some virtual collections 
management training. 
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• Purchase new 
equipment to 
help team to 
complete 
conservation 
tasks.  

• Recruit a new 
volunteer to 
help with 
Preventive 
conservation. 

• Train staff and 
volunteers in 
collections care 
and preventive 
conservation. 

• Create a new 
area where 
collections 
management 
tools can be 
stored to make 
the job easier 
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and more 
enjoyable for 
staff. 

4.  Audience 
Engagement. 

Create a more 
realistic 
programme of 
exhibitions 
and events. 
The main aim 
is to share the 
results of the 
collections 
documentation 
project with 
the public, 
whilst still 
providing an 
educational 
cultural 
resource for 
the wider 
community. 

• Exhibitions 
programme to 
be minimised 
and more 
collections 
focused 
exhibitions to be 
part of regular 
programming 

• Share work on 
the project 
online via the 
website and 
social media 
channels. 

• Work in front of 
the public in the 
galleries – 
sharing the 
project work 
through object 

• Staff time 

• Gallery space 
updated with 
racking and 
photography 
equipment (to 
be purchased 
using the 
collections 
management 
budget). 

• Exhibitions 
budget used for 
creation of new 
exhibitions 

• Some staff time 
for programme 
of talks and 
events. 

• Volunteer time. 

The Exhibition programme was minimised and a real 
focus on the Museum’s own collection has started. The 
Museum has an ongoing aim to use its own collection for 
exhibitions. Successful exhibitions have included the 
typography exhibition and our Butterworth Butterflies 
project. 
 
A new website was created in June 2020 which has made 
sharing the results of the project much easier. The new 
website has allowed for collections to be easily uploaded 
to the website and shared with the public. The team use 
social media to highlight parts of the collection to public. 
 
Before the Covid-19 national lockdowns, the public talks 
were just starting up and doing well. The team moved 
these online with a talk for VE day as well as a talk on 
seaside architecture.  These have been well received and 
the team hope to continue the programme. 
Object handling sessions had just begun in early 2020 but 
have been unable to continue due to government 
guidelines around the touching of surfaces. However the 
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handling and 
displays. 

• A new 
programme of 
talks to be 
devised that 
centre around 
the collections 
and discoveries 
made as part of 
the project.  

• Feature the 
progress of the 
project in the 
newsletter on a 
regular basis. 

• Create object 
handling 
sessions as part 
of regular 
programming – 
recruit a 
volunteer team 
to help. 

team have the means and resources to pick up this 
activity again whenever possible.   

55



 
 

 

 

 

Page 10 of 37 
 
 

 

 

 

5.  Improve the 
volunteering 
experience 

• Curator to 
create a new 
volunteering 
policy – 
ensuring that all 
parts of the 
volunteer 
journey from 
application and 
induction to exit 
are covered. 

• Create a new 
way of 
communicating 
with volunteers 

• Find new ways 
to thank 
volunteers for 
their 
contributions to 
the project and 
celebrate 
milestones with 
them.  

• Training for 
staff team from 
Curator on 
volunteer 
management 

A new volunteering policy was written and approved by 
the Council in September 2019 which covered the whole 
volunteer journey. A new team of volunteers were 
recruited as a result of this policy. All staff now take a 
responsibility for supervising volunteers and have been 
involved in their recruitment. 
 
Covid-19 has disrupted the volunteering journey quite a 
bit but a new programme of remote volunteering as been 
introduced whilst keeping up communication with any 
volunteers not able to volunteer online.  
 
When in person volunteering returns a new training 
program will be needed to ensure that volunteers feel 
confident to return. 
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• New system of 
volunteer 
supervising to 
take place with 
each member of 
the museum 
team taking 
responsibility for 
managing 
volunteers – 
which should 
help volunteers 
to feel more 
supported. 

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

• Staff to attend 
training session 
at Portsmouth 
museum of 
natural history. 

• All items to be 
catalogued and 
added to 
MODES 

• Royal Society 
grants – 
awarded 2018. 

• Training from 
external 
provider – paid 
for out of grant 
money. 

The Places of Science Project has led to more 
engagement with the entomology collection. Following 
staff training in Portsmouth in 2019 the team embarked 
on a programme of engagement which included bringing 
the collection out into the galleries, running family 
activities which focused on the collection and created and 
ran schools workshops for the first time using the natural 
history collection. Unfortunately Covid-19 cut the 
engagement sessions short but a page on the website 
was created and the collection was catalogued. 
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• Objects 
removed from 
current cramped 
storage 
conditions and 
fully condition 
checked and 
relocated to 
new more 
appropriate 
store room. 

• Seek advice 
from 
conservator to 
assess potential 
for remedial 
conservation in 
the future. 

• Find 
opportunities for 
engagement 
with the public 
through display 
cases – object 

• Help from MDO 
regarding 
possible 
storage options. 

• Staff time to 
work on the 
project 

• Volunteer time. 

• Some budget 
from collections 
management 
budget to 
improve 
storage. 

 
At the time of writing the report for the project is still 
outstanding and it is still hoped that a conservator will 
assess the collection when it is safe to do so. 
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sessions and 
activity days. 

• Recruit and train 
new volunteers 
to help with 
cataloguing and 
identification of 
collection. 

7.  Audience 
Development – 
discover more 
about our current 
users and visitors 
in order to create 
future plans for 
developing our 
audiences 

• Undertake user 
surveys to 
establish what it 
is that our users 
want from the 
museum as a 
resource as well 
as establishing 
who our core 
audience is at 
the moment and 
what users we 
would like to 
attract. 

• Gather 
feedback from 

• Staff time to 
undertake 
surveys 

• Printing for 
feedback 
sheets and or 
survey 
questionnaires. 
 

The Museum reinstated comment cards, although these 
were removed again as part of health and safety 
measures. The team have gathered comments from 
social media, anecdotal comments as well as completing 
an online survey of our current users. Teachers using the 
loan boxes are now also sent a survey to fill in afterwards. 
It is hoped that we can continue to gather feedback. The 
Museum also hopes to find out more about what 
audiences want in a post covid-19 world.  
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visitors during 
2019/2020/2021 
exhibitions, talks 
and other 
events – this will 
hopefully 
provide useful 
information on 
what works well 
and what other 
opportunities 
the museum 
could explore. 
 

 

A great deal was achieved as part of the Collections Documentation Project under this plan and the project has highlighted that there is still a 

great deal of Documentation work to be completed despite the Museum team achieving its target of 30,000 items documented. With a more solid 

set of procedures, a new volunteer team and a better trained team the Museum is now in a much better place to set new realistic documentation 

objectives and to achieve them as part of a new Documentation Plan. It is hoped that the new key aims for 2021-2026 will continue to address 

the documentation backlog, make strides towards attracting new audiences and explore new ways of engaging the audience with the collections. 
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4. Strategic Aims and Action Plan 2021-2026 

 

4.1 Key Challenges Facing the Museum: 

 

Collections: As a result of the Collections Documentation Project it has been ascertained that the 

collection is much larger than originally anticipated. This means that an inventory backlog still 

exists, although this is now much more manageable. This backlog will need to be tackled as part 

of a new Documentation Plan. Alongside the Inventory backlog the Museum needs to address the 

storage of the collection. Many improvements have been made as part of the last Forward Plan 

but more still needs to be done to ensure that the collection is safeguarded.  

 

Marketing: Even before the Covid-19 Pandemic many local people stated that they were unaware 

of the Museum’s existence. Despite experiments with marketing the Museum has not seen an 

increase in Museum visitors or any change in the demographic of its visitors. With new challenges 

and opportunities following the pandemic the Museum should explore a new Marketing Strategy.   

 

Engagement: Engagement with the collections in a post pandemic world will be different and the 

Museum’s programming will need to adjust accordingly. Great strides have already been made 

with a new website and the beginnings of digital programming, but the staff lack confidence and 

skills in delivering digital content. Investment in training the Museum team and in equipment to 

facilitate digital programming will be needed to continue to engage the public both inside and 

outside of the museum. 

 

4.2 Overall Council Policy regarding the Museum: 

“To provide a high-quality Museum Service to promote and preserve Littlehampton's cultural 

heritage.” 

The Museum has, like all other Museums and cultural institutions in the UK been through a period 

of closure due to the Covid-19 Pandemic. This, coupled with the Museum’s previous focus on the 

Collections Documentation Project, presents opportunities to revisit programming and audience 

development and find new ways to engage audiences with Littlehampton’s heritage. However, 

there are still significant challenges surrounding collections management which the Museum 

needs to address surrounding the remainder of the inventory backlog which is now at a much 

more manageable level and surrounding the collections storage. With the Council’s overarching 

policy in mind, along with the challenges currently facing the Museum, the Museum has the 

following strategic Aims for the next 5 years. 

4.3 Strategic Aims: 
 
Each aim sits under one of the core areas of the Museum’s work. 
 
Museum User Services 
Aim 1: Increase Accessibility of Littlehampton Museum’s collections. 
Aim 2: Interpret the collection through displays, programming and digital content. 
Learning and Outreach 
Aim 3: Create learning opportunities for all. 
Audience Development 
Aim 4: Expand the Museums reputation and reach. 
Collections Management 
Aim 5: Safeguard the long-term care of the Museum Collection 
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4. 4: Aims and Objectives Museum Action Plan 

Aim 1: Increase Accessibility of Littlehampton’s Museum Collection. 

Objective Actions Measure Responsibility Timescale Resources 

To make the 
collections as a 
whole, more 
accessible to the 
public, both 
digitally and 
physically. 

 
Create a new documentation 

plan and submit to Community 

Resources Committee 

 

 
New plan completed and 
approved including an action plan 
and disseminated to Museum 
Staff and Volunteers 
 

 
Museum Curator 

 
2021 

Staff resources 
Volunteer 
resources 
Student 
placements 

 

Address the remainder of the 
Collections Documentation 
Backlog as stated in the 
Documentation plan. 
 

 

 
 
100% of items recorded on 
Modes, adhering to Spectrum 5 
standards. 

 
Museum Curator 
 
Museum Officers 

 
 
2021-2023 

Staff resources 
 
Volunteer 
Resources 
 
Student 
Placements 

 
Deliver a searchable digital 
database that is accessible to 
the public (collections online). 
** 
 
 
 
 
 
 
 
 

 
Project brief created and grant 
application submitted.  
 
Digital database, accessible via 
the website, available for the 
public to use.  

 
Museum Curator 
 
Museum Officers 

 
2021-2022 

Collections 
Management 
Budget 
 
IT budget 
 
Grant Application 
 
Staff resources 
 
Volunteer 
Resources 
 
 
 
 

 Create new Volunteering 
Opportunities and diversify the 
skillset of volunteers. 

New volunteer role profiles 
created. 
 

Museum Curator 
 
Museum Officers 

2021-2026 Staff resources 
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Mini projects created for short 
term volunteering opportunities. 
 
New training programme created 
for volunteers to enhance their 
skillset and ensure a regular 
programme of development 
continues. 
 
Volunteers working across all 
areas of the Museum Service 
including visitor experience, 
collections management and 
education.  
 
 
 
 
 
 
 
 

Volunteer 
Resources 
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Aim 2: Interpret the collection through displays, programming, and digital content. 
 

Objective Actions Measure Responsibility Timescale Resources 

Increase 
engagement of 
Littlehampton 
local residents 
and visitors to 
the Museum with 
the heritage of 
the Town and 
surrounding 
area. 

Deliver a programme of 
temporary exhibitions and 
events 

Deliver 3-4 exhibitions per year.  
 
Deliver a programme of talks 
(either online or in person events).  
 
Deliver a programme (at least 5 
events a year) of family orientated 
events. 

Museum officers 
 
Museum Curator 

2021-2026 Staff resources 
 
Volunteer 
Resources 
 
Exhibitions and 
Events Budget. 

Redisplay of outdated gallery 
cases 

Update at least 1 permanent 
display per year 

Museum Officers 
 
Museum Curator 

2021-2026 Staff resources 
 
Volunteer 
resources 
 
Exhibitions Budget 

Create trails and activities for 
young families. 

Feedback from visitors 
 
New trails available within the 
galleries and online. 
 

Museum Officers 
 
Museum Curator 
 

2021-2026 Staff resources 
 
Volunteer 
resources 
Printing Budget 
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Deliver a programme of Digital 
Content suitable for different 
audience types.  

Programme delivered with at least 
4 - 5 digital events per year along 
with regular digital content 
uploaded to the Museum website. 

Museum Officers 
 
Museum Curator. 

2021-2026 Staff Resources 
 
Exhibitions and 
events Budget: 
need to buy a 
camera and 
appropriate 
software to 
facilitate events 

Encourage staff to 
extend personal 
knowledge and 
expertise in digital 
programming through 
programme of CPD. 
 
 
 
 
 
 
 

 
Museum engaging in creating new 
digital content for the Museum 
and feeling confident in their skills.   

 
Museum Curator. 

2021-2022 Staff training 
budget. 
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Aim 3: Create learning opportunities for all 

Objective Actions Measure Responsibility Timescale Resources 

To provide an 
educational 
Service which 
uses the museum 
collection and 
promotes the 
heritage of 
Littlehampton. 

Review and update the 
Museum Loan Box service 

Survey sent to local schools. 
 
At least 1 Loan Box updated per 
year 

Museum Officers 
 
Museum Curator 

2021-2026 Staff Resources 
 
Volunteer 
resources 
 
Education Budget 

Continue to develop Schools 
Learning resources for use 
both inside and outside the 
Museum 

New online learning packs 
created to match the themes of 
the Loan Boxes. 
 
 Upload 5 new learning packs. 

Museum Officers 
 
Museum 
Curators 

2021-2022 Staff Resources 
 
 

Review Adult Learning at the 
Museum. 

Audience development surveys 
completed. 
 
Competitor analysis completed. 
 
New programme of adult learning 
created, and events trialled. 
 
 

Museum Officers 
 
Museum 
Curators 

2022-2023 Staff Resources 
 
Events Budget 
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Aim 4: Expand the Museum’s reputation and reach 

Objective Actions Measure Responsibility Timescale Resources 

To attract new 
Audiences to the 
Museum. 

Work with the Council 
Communications Manager to 
Complete a new Marketing 
Strategy for the Museum 

New strategy developed and 
implemented 

Museum Curator 
 
Communications 
Manager 
 

2021-2022 Staff resources 
 
Advertising Budget 

Develop a new Audience 
Development Plan for the 
Museum 

Audience Development Plan 
completed and disseminated to 
staff. 
 
Programme of visitor surveys 
commenced for each exhibition 
and event as well as surveys of 
non-user groups. 
 

Museum Curator 2021-2022 Staff Resources 
 
 
 

Work with the Friends Group 
to promote the Museum at 
local events 

Friends group provided with 
promotional material to attend 
local events and promote the 
Museum and Littlehampton 
Heritage. 
 

Museum Curator 
 
Museum Officers 
 
 

2022-2026 Staff resources 
 
Events Budget 
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Aim 5: Safeguard the long-term care and preservation of the collection 

Objective Actions Measure Responsibility Timescale Resources 

To improve the 
storage of the 
collection and 
make continuous 
improvements to 
collections care. 
 
To create a more 
sustainable 
collection which 
reflects the 
heritage of 
Littlehampton 
and the 
surrounding 
areas. 
 

Review Collections Storage 
and create an action plan for 
feasible and sustainable 
improvements to collections 
storage. 

Collections Review report 
submitted to Council. 
 
Action Plan created and staff 
allocated actions 

Museum Curator 2021 Staff Resources 

Begin a programme of 
collections 
Rationalisation/deaccessioning 

Disposals procedure in place. 
 
A regular list of disposals 
presented to the council for 
approval.  
 
Volunteers used to help with 
Rationalisation process 

Museum Curator 
 
Museum Staff 

2021-2026 Staff Resources 
 
Volunteer 
Resources 

Renew Museum Accreditation 
(update relevant Policies, seek 
council approval and submit 
application) 

Accreditation award achieved. Museum Curator 2024-2025 
Return will 
be due 
March 
2025 

Staff Resources 
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Reduce risks 
associated with 
poor collections 
management 
 

Review and update Museum 
Emergency Plans 

Complete revision of plans and 
disseminate to the Council and 
Officers. 

Museum Curator 2021 Staff Resources 

**dependant on securing external funding. 
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5. Financial Information 

 

The operating budget as outlined below, is reviewed annually by the Curator, Town Clerk and the 

Deputy Town Clerk and Responsible Financial Officer, whose recommendations are taken to the 

Community Resources Committee, who recommend to the Policy and Finance Committee. The 

final operating budget for the year is set in January and operates from April-March. After the 

operating budget has been set, additional funds can only be made available for unbudgeted 

projects via the Community Resources Committee, after recommendation to the Policy and 

Finance Committee, as supplementary estimates from reserves. 

 

Donations are made to the Museum through the donations collection point in reception. These are 

transferred to earmarked reserves and can be utilised by the Museum. 

 

5.1 Operating Budget 

 

The Museum’s operating budget for 2021 to2022 is set out below. The projected budgets for 2022 

to 2023 and 2023 to 2024 are also set out below.  

This is subject to an annual review and does not include Donations. 
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Museum Museum Museum Museum

Budget 20/21 Budget 21/22 Budget 22/23 Budget 22/23

£ £ £ £

6300 Museum Stock 250 250 250 250 

6301 Collection Management 5,000 1,500 1,000 1,000 

6302 Exhibitions 700 1,000 1,800 1,800 

6304 Education & Outreach 150 150 150 150 

6314 Museum Events 500 500 1,000 1,000 

7102 Salaries 84,470 75,585 78,665 81,190 

7110 Volunteers 125 125 125 125 

7204 Postage 75 50 50 50 

7206 Advertising 2,153 1,303 2,153 2,153 

7207 Printing 990 990 990 990 

7298 IT 650 650 674 650 

7213 Subscriptions 550 590 600 610 

7307 Building Maintenance 700 700 700 700 

7408 Hospitality 75 25 75 75 

Total Expenditure 96,388 83,418 88,232 90,743 

4540 Museum sales (900) (200) (900) (900)

4546 Loan Box Income (50) (150) (150) (150)

4542 Donations - - - - 

4544 Exhibition Commissions (75) - (75) (75)

Total Income (1,025) (350) (1,125) (1,125)

Net Expenditure 95,363 83,068 87,107 89,618 

8000 Recharge in Central Support Services 24,821 23,905 24,428 25,091 

8000 Recharge in A Team 9,271 9,587 9,790 9,982 

8000 Recharge in MH 40,607 41,413 42,252 42,929 

Net Expenditure 170,062 157,973 163,577 167,621 
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5.2 Earmarked Reserves 

 

The Museum has the following in earmarked reserves as of 1st April 2021. 

 

Museum Collection management 7076.73  

Museum Storage 470.76 

Museum Events 341.08 

Museum Archaeological deposits 284.90  

Museum Volunteers 255 

Museum donations 2,606.08  

Places of Science Grant 687.97 

 

5.3 Grants  

 

In 2018 the Museum was awarded a Places of Science Grant from the Royal Society. Part of this 

Grant money was spent in 2019 with the rest being planned for spending in 2020. Unfortunately, the 

Covid-19 pandemic put a stop to the planned projects. The money remains in earmarked reserves 

with an aim to spend the remainder on a new Natural History display and a conservation 

assessment of the natural history collection. 

 

At present the Museum has no other grant funding but is looking to explore further options for grant 

funding to help support the Museum’s action plan. 

 

6. Monitoring and Review 

 

6.1 Who will be responsible for implementing the Museum’s Aims and Objectives? 

 

The Museum Curator will lead on the implementation of the action plan, with guidance from the 

Assistant Town Clerk and Town Clerk. The overarching responsibility rests with the Community 

Resources Committee who will need to progress and resource each item on the agenda. 

 

6.2 How will it be monitored? 

 

The Forward Plan will be formally reviewed on a 5-yearly basis with an annual report on progress 

to the Community Resources Committee, or earlier if the Accreditation Scheme administered by 

Arts Council England is reviewed or amended. The Forward Plan will be updated in line with any 

72



 
 

 

 

 

Page 3 of 37 
 
 

 

 

 

changes, and the objectives/action plan will be altered and re-submitted to the Community 

Resources Committee for consideration. The Curator will work within the Forward Plan during this 

5-year period, to achieve the set objectives and work within the budgets set annually by the Town 

Council. 

 

Approved by: Community Resources Committee – Littlehampton Town Council 

Date Approved: 

Minute Reference: 
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Appendix A:  List of relevant Policies and Plans 
 

a) Collections Development Policy 

 

b) Care and Conservation Policy  

 

c) Care and Conservation Plan 

 

d) Documentation Policy 

 

e) Documentation Plan 

 

f) Access Policy 

 

g) Access Plan 

 

h) Museum Action Plan 

 

i) Emergency Plan 

 

j) Archaeological Deposition Policy  

 

k) Audience Development Plan 

 

l) Volunteer policy 
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Littlehampton Town Council 

Non-confidential 

Committee: Community Resources Committee 

Date: 10th June 2021 

Report by: Town Clerk 

Subject: Museum Periodic Report 

1. Summary

1.1 The report contains: 

i. Museum Update
ii. Engagement Figures
iii. Update on the Museum Action Plan
iv. Staffing Update
v. Financial implications

2. Recommendations

2.1 The Advisory Group is Recommended to: 

1) Note the Museum Service update
2) Note the progress with the Action Plan
3) Otherwise note the report.

3. Museum Update

3.1 Museum opening arrangements. Littlehampton Museum is now open for prebooked visits 
Monday – Saturday. Walk up’s have been allowed in as long as there is no previous 
booking. The prebooking system allows staff to control the amount of people entering the 
museum and ensuring adequate social distancing. The Museum hopes to reopen without 
the need to pre-book visits at the next step of the Governments roadmap. A full risk 
assessment has been completed and is regularly reviewed in line with Government 
Guidance and sector specific advice from the National Museum Directors Council. 

3.2 Changes to the Butterworth Gallery.  The Butterworth Gallery has now been transformed 
into a Local Studies Library and is available for all visitors to use during their visit. Three 
walls and 2 cases have been maintained for display and this will be a changing display 
space to be used to showcase items in the archive, community-based work, or local art.  

3.3 Half Term. For Half term the Museum once again made its activity packs available for 
visitors. These packs allow families to enjoy family activities in the Museum in a COVID 
secure way and include several trails, a pencil, sharpener and coloured crayon. 
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3.4 Programming and Events. The Museum team are in the process of developing a new 

Programme of exhibitions and events for the year which will be firmed up once the next 
stage of the roadmap is confirmed. They hope to include a Summer exhibition on the theme 
of Golden Summers, run the annual open art exhibition and provide more family activities 
when restrictions ease. The Museum will also be hosting the competition winners from the 
Picture Littlehampton project working with Artswork and Corridor to produce the final 
exhibition within the Museum. 

 
3.5 Writing around the kids. The Museum has been approached by a writing group who have 

been awarded Arts Council funding to run free writing workshops for young mothers in 
Littlehampton. After a successful project pilot in Crawley, they now hope to run the project 
in Littlehampton. The Museum galleries and collection will provide inspiration for creative 
writing workshops. At the end of the project the Museum would hold a small display of the 
work created in the Butterworth Gallery. 

 
3.6  Saturday Volunteers. The Museum is now advertising for Saturday volunteers to help 

assist with Saturday opening. Several pre-existing volunteers are already volunteering on 
Saturdays, it is hoped that with the recruitment of more volunteers, that a rota can be drawn 
up to ensure the team are always supported on weekends. 

 
3.7 Remote Volunteers. The Museum have continued the remote volunteering and because of 

the success of this role it will continue under business as usual. 
 

4. Visitor Engagement Figures 
 
4.1  Pre-booked visit figures. 
 

Since the Museum closed for the first Lockdown in 2020 it has opened for prebooked visits 
when it was safe and legal to do so. Figures are correct up to the 26th May. 
 

March 2020 – March 2021 105 

April 2021 to date (Museum re-opened on 
the 17th May) 

26 

 
 
 
4.2 Facebook Engagement figures  
 

These figures represent the Museum’s Facebook page from the most recent month 29th 
April to 26th May. 
 

Table 1: Facebook Engagement Figures 

 Average Post 
Reach 

Average Page 
Views 

Post engagement 
(Average) 

Facebook 8308 97 974 

 
Twitter and Instagram Analytics are unavailable at present. 
 
4.3 Website engagement figures 
 
The Museum began collecting Website Analytics for the new site on the 9th July 2020. The figures 
below represent the period from 9th July 2020 to 26th May 2021 
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Table 2:Museum website engagement figures 

 July Aug Sept Oct Nov  Dec Jan  Feb  March  April May Total 

Views 1415 2194 2086 2303 1390 1683 1321 1107 2104 2091 1665 19359 

Number 
of 
Users 

427 597 448 595 325 449 529 449 948 792 502 6061 

Pages 
per 
session 

2.86 3.14 3.47 3.21 3.26 2.85 2.17 2.17 2.04 2.31 2.82 n/a 

 
 
 
4.4 Museum Outreach (Loan Boxes etc) 
 
Table 3:Museum Outreach figures 

(Placeholder1) Winter Term (Sept-Dec) Spring/Summer(Jan - July) to 
date 

Number of students or group 
members engaged 

423 30 

Number of loan boxes 
booked 

6 1 

Number of Schools/groups 
participating 

4 1 

 
 

5. Museum Action Plan update: 
 
5.1 The Museum team were successful in reaching the target of 30,000 items catalogued on 

modes on March 26th. A report containing the end of project review is the subject of a 
separate report on this agenda. 

 
5.2 Commentary on the action plan and update attached.  
 
5.3 New Forward Plan 2021-2026. The Museum’s current forward plan is now out of date and 

with the end of the project the Museum Team has looked at what their aims and objectives 
will be over the next 5 years. Using the recommendations of the Museum Working group as 
well as looking at recommendations from Arts Council England the Curator has drafted a 
new Plan for 2021-2026. A new Forward Plan, including documentation goals under 
business as usual, is included in the Collections Documentation Project (CPD)  Review 
report which is the subject of a separate report on this agenda. 

 
 
 
 

6. Staffing Update 
 
6.1 Collections Documentation Officer. The Collections Documentation Officer role came to 

an end on the 31st March 2021 and the team have now implemented the updated staff 
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structure as agreed by this Committee and approved by the Property and Personnel 
Committee during the December meeting cycle.  

 
6.2 Saturday Assistant.  The previous Saturday Assistant left on the 17th May and recruitment 

to fill the vacancy took place on the 28th May 2021. The new Saturday Assistant will start in 
due course. 

 
 

7. Financial Implications 
 
7.2 The cost of changes to the Butterworth Gallery were met by the Museum Exhibitions 

Budget.  
 
 
 
Peter Herbert 
Town Clerk 
 
 
 
 
 

78



 

Appendix A: Action Plan RESPONSIBLE STATUS START END Update on Progress 

Goal #1:  Documentation of Collections           

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

Museum Team Continuing  2016 Spring 2021 

The Project aimed to complete 30,000 records by the 
end of March 2021 which was achieved. All items were 
recorded to Spectrum 5.0 standards. 
 
A backlog still exists, and the Museum has not yet 
completed a full inventory. Work to banish the backlog 
will continue under business as usual. 

Audit collection on MODES to create new 
project timeline and new action plan 

CDO/Curator Complete May 2019 August 2019 

This was completed when the new Curator started in 
post. The action was repeated when a new 
Documentation Officer was hired. The project timeline 
was adjusted again in 2020 due to the Covid-19 
pandemic.  

Digitisation of Accession Registers ** CDO/Curator Continuing. March 2020 March 2021 

Over 300 hours have been put into digitising the 
accession registers so far. In that time 16 registers have 
been fully transcribed. There are a further 18 remaining. 
This will be a focus of volunteer work going forward.  

Quality Checking of old pre-existing records 
to ensure a consistent approach ** 

CDO Complete Jan 2020 March 2021 

Throughout the project the CDO has been quality 
checking records to ensure that there is a consistent 
approach. One her their main tasks has been to use the 
digitisation of the accession registers and to audit 
records already completed to highlight any that need 
further work to bring them up to standard. This audit 
work will continue alongside the accession registers. 

Newly accessioned items to be recorded 
within 6 weeks  

Museum Team Complete May 2019 
December 
2019 

All items when they enter the Museum are now given an 
accession number when they first arrive and logged on 
Modes. Larger collections will take longer than 6 weeks 
but these will always be logged on Modes and a plan for 
their documentation created to prevent any items from 
not being accessioned. 
 

Goal #2:  Collections Management and 
Storage 
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Make use of temporary storage space -
Gladden Room 

Curator Complete May 2019 March 2021 

The Gladden room has been used to help house the 
collection whilst other rooms have been transformed to 
help with collections management. This helped to 
protect the collection whilst work was taking place. As of 
May 2021 the Museum team is planning on removing 
the last items of collection from the Gladden in 2021. 
This process has taken longer due to the Pandemic with 
the Museum team working remotely.  

Tidy and reorganise Storage in Document 
Store and Record Card store. ** 

Curator Complete 
January 
2020 

December 
2020 

The Document Store and Record Card store were both 

in a state of disorganisation and these spaces needed to 

be cleared and tidied to help create a more effective 

workflow for the project. This work has included moving 

items out of the space, creating more suitable storage 

for the large collection of negatives. Purchasing new 

boxes for the Document store and creating a programme 

of replacement. 

Work has also begun on scanning all of the accession 

registers and transcribing these. Following this the team 

hopes to do the same with other paper based 

documentation. This is a long-term goal. 

Both spaces are now much easier to access and have 
clear organisation in place. 

MODES to be upgraded CDO Complete June 2019 June 2019 Modes is updated annually by the Museum Officer. 

Art Storage to be reviewed in 2019/20 Curator Complete May 2019 
February 
2020 

Storage was reviewed and work undertaken to make the 

effective use of the space. Some of the Budget was also 

used here to purchase new housing for the costume 

collection which is housed in the art store and had been 

inappropriately housed in the past. 

 

 

 

 

Goal #3: Museum Staff and Volunteers           
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Staff team training requirements monitored Curator Complete May 2019 Ongoing 

The Museum team’s training and development is 
monitored by the Curator as part of their monthly 1:1s 
and yearly appraisals. New Staff will be trained in 
important elements of collections management to ensure 
consistency. Training needs will continue to be 
monitored. The Museum will make use of training on 
offer from South East Museum Development as well as 
seeking out other training where needed. 
 
 

Museum staff and volunteers trained to use 
MODES 

CDO Complete 2018 May 2019 

Staff completed a training day to give them further skills 
in using the modes database, this included some admin 
training for the documentation officer and the Curator. 
 
All volunteers are now given basic training on modes, 
but more importantly are given a style guide to ensure 
that they adhere to the necessary standards. 

Museum Staff trained in good practice of 
packaging items. 

Curator Complete 2018 
January 
2020 

Since 2018 all staff and volunteers have had the 

opportunity to take part in collections management 

training which has included how to correctly pack items 

to ensure their long term protection.  

 

During the pandemic the Collections Documentation 
officer was able to take an online course in collections 
management and both the Curator and the Museum 
Officer have attended refresher session run by south 
east museum development. With the availability of 
online training improving, volunteers have also been 
able to access some of this training. It is hoped that 
practical training will continue when volunteers are able 
to return to the Museum stores. 
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Museum staff trained to inventory mark 
objects 

Curator Complete 2018 April 2019 
Staff all trained in inventory marking, training guides 
saved on the shared G drive for future reference. Plans 
to run training for volunteers in the future. 

New volunteer pack created CDO Complete 2019 August 2019 
The Volunteer policy and procedures have been fully 
updated, including remote volunteering. 

Update and improve volunteer management 
policies 

Curator Complete July 2019 
September 
2019 

As above 

New volunteer recruitment for Documentation 
Project. 

Curator Complete May 2019 
December 
2019 

Throughout 2019 and 2020 volunteers were recruited for 
the documentation project. Most volunteers have worked 
on cataloguing with some having more specific roles 
such as photography or rehousing. During the Pandemic 
volunteers have also been recruited to work remotely.  
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Volunteering at home – create procedures 
and policies for new volunteering at home 
role for digitisation away from Manor House. 
** 

Curator Complete May 2020 
November 
2020 

Remote volunteering was successfully set up and is still 
continuing, it has allowed volunteers to continue working 
towards the project, and has attracted people to the role 
who might not otherwise have been able to participate. 

Goal #4: Plans and Policies           

Create a rolling action plan and submit to 
CRC 

Curator Complete May 2019 On going 
The Action Plan has been submitted to CRC throughout 
the project and updated accordingly. 

Submit new Plans and Policies to CRC 
ahead of Museum Accreditation. 

Curator Complete May 2019 
September 
2019 

Accreditation documents were renewed and submitted 
to CRC, the Museum successfully achieved full 
accreditation in February 2020.  

Goal #5:  Budget and resources            

CRC to supply resources needed to 
complete the project 

CRC Complete 2018 April 2019 

£10,000 allocated in 2019/2020 – Collections 
Management 

£5000 allocated in 2020/2021 – Collections 
Management 

Collections Documentation Officer post funded for 
2019/2020 and 2020/2021. 

Create plan and Budget for use of £10,000 
collections management budget 

CDO/Curator Complete July 2019 
September 
2019 

Full Budget was not spent in 2019/2020 due to COVID-
19 as well as project time restraints. Any remaining 
Budget has been earmarked for specific collections 
management projects, mostly relating to storage. 
 

Goal #6: Sharing our work          
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Work in front of the public and organise 
opportunities for engagement 

Museum Team Complete 2016   Feb 2020 

The Butterworth Gallery was used as a hub for the 
documentation project with staff and volunteers working 
in front of the public.  
 
The Museum team also arranged object handling 
sessions, which were run on weekends. Much of the 
engagement has now had to move online but the team 
continue to explore new ways of doing this.  

Share work online via Social media and 
website 

Museum Team Complete 2016   2021 

Over the course of the past two years the project has 
been shared via the Museum’s social media channels 
and the website. With the new website being launched in 
June 2020 the Museum was able to complete blog posts 
as well as upload items from the collection into a gallery 
style section of the website. Visitors have been able to 
click to find out more about the object.  

Temporary displays of new objects/CDP 
discoveries 

Museum Team Complete  2016  2021 

Regular exhibitions and displays have been created over 
the past two year featuring the results of the 
documentation project. This has included online 
exhibitions featured on the website during lockdown. 
 
Other exhibitions were reduced as per Working Group 
recommendations. Exhibitions have reduced from 12 per 
year to a maximum of 4. Similarly, Events have been 
bought to a much lower level with the Museum Team 
attending Town Events, creating low key children’s 
activities that do not require staff to run them and 
running a small programme of talks.  This is now at level 
that allows the Museum team to continue engaging with 
the public but also dedicate time to collections 
management tasks. 

Collections pages on website – start to 
upload collection to website. ** 

Museum Team Complete 2020 2021 

The new collections area of the website is now available, 
and the Museum team have uploaded objects from each 
category of collections. There is the ability to add more 
to this.  

Online Programming ** Museum Team Complete May 2020 March 2021 

The Museum team have had to adapt to the pandemic 
and have begun to create an online programme. This 
has included online talks. Digital slideshows, online 
exhibitions and downloadable resources have all been 
added to the website for visitors to access whilst the 
Museum has been closed. 
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Littlehampton Town Council     
 
Non-Confidential 
 
Committee: Community Resources 
 
Date: 10th June 2021 
 
Report by: Town Clerk 
 
Subject: Events Periodic Report 
 

1. Summary  
 
1.1.1 The report sets out recent matters of relevance to this Committee 

including an update of the 2021 to 2022 events programme. The report 
provides an update on the virtual Armed Forces Day event planned for 
26th June. It also includes an update on plans for the Sandcastle 
Competition, Screen on the Green, Royal British Legion Centenary 
Beacon Lighting and Town Show and Family Fun Day events.  
 
2. Recommendations 

 
The Advisory Group is Recommended to: 
 
(1) Note the update on plans for a virtual Armed Forces Day event at a 

cost of £200.00 (paragraphs 3.1 to 3.1.2 refers). 
(2) Note the update on the Sandcastle Competition (paragraphs 3.2 to 

3.2.3 refers). 
(3) Approve Quote 1 of £1,900.00 for generator hire at the Screen on 

the Green event (paragraph 3.3.4 refers). 
(4) Approve the recommendation for delegated authority to be given to 

the Town Clerk in consultation with the Chair of this Committee 
regarding the design and print of flyers for the Screen on the Green 
and Town Show and Family Fun Day events. The cost of this is 
currently unknown (paragraphs 3.3.5 and 3.5.6 refers). 

(5) Note the update on the Royal British Legion Centenary Beacon 
Lighting event (paragraph 3.4 to 3.4.3 refers) and approve funding 
this from the Armed Forces Day budget. 

(6) Approve Quote 1 of £1,070.00 for generator hire at the Town Show 
and Family Fun Day event (paragraph 3.5.4 refers). 

(7) Otherwise note the report. 
 
 

3. Background 

3.1 Armed Forces Day 

3.1.1 Since the last meeting the contractor supplying the Static Spitfire has 
confirmed that the 2021 booking has been moved to the 2022 event at 
no extra cost. 

85



 

 

3.1.2 A virtual programme for the 2021 Event has been developed following 
a similar format to that used in 2020 and a budget of £200 has been 
agreed. The budget will be used if necessary, to secure various 
activities to compliment the programme. Officers are working with the 
Museum team, and they plan to produce some short videos that use 
the collection and archive as well as using their oral history. Uptake 
from local uniformed groups and other individuals usually involved in 
the planning process has been very limited. Officers will produce 
content which promotes each local uniformed group and will continue 
to work on plans for a virtual programme which will include some 
suggestions put forward by Members. The virtual programme of 
activities will be accessible via the Town Council website and social 
media platforms. Additional activities will also be made available on the 
Littlehampton Museum website. 

3.2 Sandcastle Competition 

3.2.1  It was agreed in the previous meeting of this Committee that the event 
would take place on Thursday 12th August on East Beach and will 
follow the same format as previous years, with three age categories.  

3.2.2 An event application and supporting documentation has been 
submitted to Arun District Council for consideration. Officers have 
implemented extensive COVID-19 measures to ensure that the event 
can take place in the safest environment possible. A track and trace 
system will be implemented via the GOV.UK service for participants to 
‘check in’ during registration.  

3.2.3 Harbour Park have agreed to contribute £85.00 towards the cost of the 
buckets and supply prizes for each age category. Officers will meet 
with representatives of Harbour Park in July to discuss the logistics for 
the event. 

3.3  Screen on the Green  

3.3.1 The event will take place on Saturday 14th August on East Green. The 
public vote for this years’ film closed on 15th April. The 2019 Disney 
adaptation of Aladdin won the vote ahead of Ghostbusters and Toy 
Story. The screen provider has been informed and has secured the 
license to show the film at the event.    

3.3.2 Event Support, Medical Provision, Overnight Security and Sound and 
Production contracts have been secured for the event as they are 
included in the current tender process which was extended to cover the 
2021 to 2022 Events Programme.  

3.3.3 Officers have secured the provision of good quality toilets similar to 
those at the event in 2019 at a cost of £2,700. The booking includes 
separate male and female facilities, disabled facilities, an on-site 
attendant and delivery and collection. The facilities will be delivered 
and set up by 7pm on Saturday 14th August and collected before 
midday on Sunday 15th August. Officers have also requested that the 
public toilets at the Coastguard Tower and Norfolk Gardens sites are 
left open for the duration of the event. At the request of Members, 
Officers approached the screen contractor regarding toilet hire at the 
event, but this was not a service that the contractor facilitate. 
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3.3.4 Two companies have quoted for the provision of generators, lighting 
towers and on-site engineers for the event. The two quotes can be 
seen below. It is recommended that quote 1 is approved as the 
company has provided the same service for Town Council events for 
the past four years and provides best value for money. 

 

Quote Price 

Quote 1 £1,900.00 +VAT 

Quote 2 £2,086.00 +VAT 

 
3.3.5 Officers will design roadside banners to display at the various banner 

sites in Littlehampton in the build-up to the event and will source quotes 
for the design and print of 7,000 A5 flyers and 50 posters to distribute 
to and display at various businesses, primary schools and 
noticeboards. Officers will also develop a paid promotion for social 
media with the aim of attracting more tourists to the Town for the event. 
It is recommended that delegated authority is given to the Town Clerk 
in consultation with the Chair of this Committee once more quotes for 
the design and print of flyers are sourced, as a contractor will need to 
be confirmed before the next meeting of this Committee. 

3.3.6 To celebrate the hard work and dedication of the Town’s key workers 
throughout the pandemic a campaign will be launched appealing for 
photos of local heroes to develop into a video presentation that will be 
displayed alongside a thank you message on the inflatable screen prior 
to the film. 

3.4 The Royal British Legion Centenary Beacon Lighting 

3.4.1 Officers were recently contacted by the Remembrance Lead for the 
Sussex Royal British Legion (RBL) concerning the centenary year of 
the Legion. A Beacon Lighting is planned for Saturday 28th August. 
Expenditure of £1,800 was noted by Members at the last meeting of 
this Committee. This is to cover the cost of an Event Support team, 
Medical Provision, Sound and Production, publicity and entertainment. 
There is no budget provision for this event. It is recommended that the 
cost be met from the Armed Forces Day budget. 

3.4.2 An event application and supporting documentation including a risk 
assessment emphasising COVID-19 mitigation has been submitted to 
the District Council for consideration. Officers have been informed by 
the Events Officer at the District Council that applications for new 
events will be reviewed on a case-by-case basis. Current COVID-19 
mitigation has been considered and a solid cancellation policy has 
been implemented with contractors should there be changes in the 
COVID-19 guidance nationally or locally. 

3.4.3 Officers will liaise with the RBL Poppy Appeal representative and the 
Sussex County Deputy Parade Marshal regarding plans and timings for 
the event. It is expected that the Beacon will be lit at sunset on the day. 
Officers will also plan a small ceremony, source a Bugler to play ‘The 
Last Post’ and ask the RBL representative and the Town Mayor to say 
a few words. 
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3.5 Town Show and Family Fun Day 

3.5.1 The 19th Town Show and Family Fun Day is due to take place at 
Rosemead Park on Saturday 11th September. The event is usually 
attended by over 50 local community groups annually and provides a 
platform for local groups and individuals to showcase their work and 
talent.  

3.5.2 Online webforms were opened to community and not-for-profit 
organisations at the beginning of March and will close on Monday 31st 
May. Both indoor and outdoor pitches are available at the event and 
will be allocated on a first come first serve basis. So far Officers have 
received 36 applications for stalls, but more are expected before the 
event date. 

3.5.3 Event Support, Medical Provision, Overnight Security, Sound and 
Production and Marquee and Toilet Hire are already secured for the 
event as they are included in the current tender process which was 
extended to cover the 2021 to 2022 Events Programme.  

3.5.4 Two companies have quoted for the provision of generators and on-site 
engineers for the event. The two quotes can be seen below. It is 
recommended that quote 1 is approved as the company has provided 
the same service for Town Council events for the past five years and 
provides best value for money. 

 

Quote Price 

Quote 1 £1,070.00 +VAT 

Quote 2 £1,240.00 +VAT 

 
3.5.5 Officers previously considered decreasing the size of the Community 

Marquee for 2021 due to the decrease in community groups attending 
the event in 2019. However, due to ongoing Government advice 
concerning social distancing, it was decided that the size of the 
community marquee would not be reduced this year. Officers will 
consider decreasing the size of the marquee in 2022 to limit 
expenditure should the uptake on community stalls be limited in 2021. 

3.5.6 Officers will source suppliers for the design and print of 12,000 A5 
flyers. 7,000 will be delivered to selected households in Littlehampton 
and the remaining 5,000 will be distributed to local businesses. 
Roadside banners will also be designed to be displayed at the various 
banner sites in Littlehampton leading up to the event. Social Media and 
the Visit Littlehampton website will also be utilised to promote the 
event. It is recommended that delegated authority is given to the Town 
Clerk in consultation with the Chair of this Committee once more 
quotes for the design and print of flyers are sourced, as a contractor 
will need to be confirmed before the next meeting of this Committee. 

3.5.7 Officers have sourced a stage for the event and have approached local 
bands and caterers to attend the event. Arun Youth Projects and 
Littlehampton Organisation of Community Arts will both deliver 
activities at the event again for 2021 as they have done for the previous 
five years. 
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4. Financial Implications 

 
4.1 A budget of £13,500 has been allocated to the Armed Forces Day 

event from the 2021 to 2022 Community Budget. The expected £200 
expenditure will be met from this.  

 
4.2 A budget of £500 has been allocated to the Sandcastle Competition 

event from the 2021 to 2022 Community Budget. Expenditure is 
expected to be within budget. 

 
4.3 A budget of £15,000 has been allocated to the Screen on the Green 

event from the 2021 to 2022 Community Budget. Expenditure is 
expected to be within budget.  

 
4.4  There is no budget for the £1,800 for the Royal British Legion 

Centenary Beacon Lighting event. It is recommended that this be met 
from the Armed Forces Day budget.  

 
4.5 A budget of £18,000 has been allocated to the Town Show and Family 

Fun Day event from the 2021 to 2022 Community Budget. Expenditure 
is expected to be within budget. 

 
  
 
 
 
Peter Herbert 
Town Clerk 
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Littlehampton Town Council  

 

Non-Confidential  

 

Community Resources Advisory Group 

 

Date: 10th June 2020 

 

Report of: The Town Clerk  

 

Subject: Grant Aid Applications 2021  

 

1. Summary  

 
1.1      This report sets out applications for Grant Aid 2021 to 2022 received from     

local groups and organisations; please see as attached Appendix A.  The 
Grant Aid Policy Criteria is attached as Appendix B for reference.   

 
1.2      The Report also seeks support to establish a COVID-19 Recovery Fund  

to enhance the grant fund and provide additional support to groups supporting 
the community as it recovers from the effects of COVID-19 and adapts to the 
post pandemic environment. Paragraphs 3.2 to 3.4 refers. 

2. Recommendations   

 
The Advisory Group is recommended to:  

 
(1) Consider all Grant applications received (Appendix A) and in accordance 

with the decision made by Full Council on 29th April 2021, to delegate 
authority to the Town Clerk to agree the final grant awards for 2021 to 
2022.  
 

(2) Support the principles of the COVID-19 Recovery Fund Initiative as set out 
in paragraphs 3.2 to 3.4 of this report and in accordance with the decision 
made by Full Council on 29th April 2021, to delegate authority to the Town 
Clerk to agree the final grant awards from the CRC initiatives fund up to a 
maximum of £5000 for 2021 to 2022. 

 

(3) Consider the two additional requests for an extension of Grant Aid delivery 
for groups shown on Appendix C and in accordance with the decision 
made by Full Council on 29th April 2021, to delegate authority to the Town 
Clerk to agree the requests where supported as set out in paragraph 3.7 of 
the report.  
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3. Background 

  
3.1  The Annual Grant budget for 2021 to 2022 is £21,000.  A single applicant  

cannot be awarded more than 20% (£4,200) of the total budget under the 
Town Council’s Policy Criteria.   
 

3.2 COVID-19 Recovery Fund (CRF)  

The local community has faced challenging times under the backdrop of 

Covid-19 and the impact that this has had on the parish and its residents is 

profound. This is likely to be felt for some time and in response the COVID-19 

Recovery Fund (CRF) initiative has been drawn up to give a structured 

approach to supporting the community as it recovers from the effects of 

COVID-19 and adapts to the post pandemic environment.  

3.3 Having launched the annual Main Grant Scheme at the end of March it has 

become apparent that more flexibility is required to help meet immediate 

needs of the community identified through the first easing of restrictions and 

as we move towards 21st June when it is envisaged that all restrictions will be 

lifted. Creating a one-off support fund will provide an effective and open 

mechanism for local groups who seek funds to provide support where it may 

have previously existed and cannot be immediately re-established. It will also 

help address the needs of those in our community who require additional 

support and are experiencing trepidation in returning to “normal” life and to 

develop support networks for those experiencing loss and isolation as a result 

of the pandemic.  

 
3.4 The CRF aims to provide a response for local groups looking to mobilise and 

respond to the immediate needs of residents by providing new or re-
establishing support networks. To do this it is proposed that a fund is 
established by setting aside a maximum £5,000 of the Main 2021 Grant 
Scheme with matched funding utilising a maximum £5,000 from the CRC 
initiatives budget 2021 if judged appropriate. The Main Grant table at 
Appendix A shows potential allocations utilising the full amount of the CRF 
and approval of this concept is sought from the Advisory Group. 

 
3.5 The Main Grant Aid programme has been well received with 30 applications 

and 29 being put forward for consideration.  The table at Appendix A shows 
proposed allocations totalling £19,287 recommended which are comprised of 
£5000 ringfenced CRF match funding plus £14,287 from the Main Fund. This 
would leave £1,713 unallocated from the Main Fund which could be retained 
for requests that come in later in the year. The combined recommended level 
of award is £24,287. 
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3.6 The applications received reflect the current climate and the increased need 
within the community. The Grant Aid Scheme criteria requires certain 
information in relation to accounts, risk assessment and insurance. With the 
restrictions that were in place during the lockdown, many of which continue, 
some groups do not yet have these in place because they are not currently 
running, or they are experiencing delays in getting information for example 
formal accounts. To resolve this, it is proposed that should an application be 
successful and where the group is known to us, the grant would be awarded 
with the caveat that all information is provided as soon as it is available. This 
would be monitored.  

 
3.7 Eight groups have asked for an extension to the delivery of Grant Aid 2020 to 

2021 due to the impact COVID-19 has had. Six of these have previously been 
agreed and a further two are put forward for approval. Both grant applications 
were originally granted to ensure the groups in question could hold various 
Committee and AGMs which have not been able to proceed due to the 
pandemic. In the past members have been explicit that in granting extensions, 
recognising the exceptional circumstances arising from the pandemic. It is 
therefore recommended that if approved, the meetings should be held before 
the end of the current financial year. If they cannot proceed the funds would 
then be returned to General Reserves. Recipients would also be informed that 
any extension approved is to be regarded as a one off based on the 
unprecedented events. 

 

4. Financial Implications 

  
4.1  The total grants applied for this year is £47,493.16 and this is a huge increase 

on the previous year’s grants asking for £33,788.  The annual budget is 
£21,000 with the proposal that an additional £5000 to be taken from the 
Community Resources Committee (CRC) Initiatives budget making the total 
available of £26,000.  

 
4.2  The COVID-19 Recovery Fund (CRF) initiative will be funded by setting aside 

a maximum £5,000 of LTC 2021 Main Grant Scheme funds to match the 
funding of £5,000 from the CRC initiatives budget 2021 to 2022 of £10,000. 

 
 
Peter Herbert 
Town Clerk 
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Appendix A Grant Aid Applications 2021/22 
 

Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

*1st Wick 
Brownies  

Through fun, 
friendship, challenge 
and adventure we 
empower girls to find 
their voice, inspiring 
them to discover the 
best in themselves and 
to make a positive 
difference in their 
community. 
Our programme has 6 
sections-Know myself, 
Express myself, Be 
well, Have Adventures, 
Take Action & Skills for 
my future. 

£316 • Summer camp for 

children. Money 

to pay for.  

• Dining marquee 

hire £165 

• Benches/tables 

hire £ 76 

• Field kitchen hire 

£ 75 This project  

 

• 96% of children from 
Littlehampton and 26 
children in total. 

• Good detail of 
importance of event 
coming out of 
Pandemic. 

Main fund = £150  Covid Recovery 
Fund = £150 

 
Total £300 

Arun 
veterans and 
Armed 
Forces and 
Breakfast 
Club 

This group meets twice 
weekly to support 
Veterans in the 
community . These 
meetings offer support 
to tackle loneliness and 
isolation and support 
mental wellbeing. 

£408.75 • Event to be held 
at Littlehampton 
town show to 
raise awareness 
of the club and 
support that can 
be offered.  

• Funding to be 
used for 1 x pack 
of chairs 64.99 , 4 
x 6ft tables 
187.96 , 1 x 4 
gazebo weights 
29.95 , 1 x 
promotional 
material 125.85. 

 
 

• 50% membership base 
Littlehampton.  

• Hard to quantify impact. 

• Littlehampton Town 
Council could support 
with some items. 

Main fund = £300 N/a 
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Appendix A Grant Aid Applications 2021/22 
 

Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Air 
Ambulance 

Air Ambulance Kent 
Surrey Sussex is the 
UK’s busiest and a 
world leading 
Helicopter Emergency 
Medical Services. We 
strive to save lives by 
providing the best 
possible care. Our 
vision is an end to 
preventable loss of life 
from medical 
emergency. 

£500 • Grant is to 
contribute 
towards two new 
ventilators.   

• Important service to the 
whole of Kent , Surrey 
and Sussex.  

• Support for this 
particular project does 
fall outside of the Grant 
Aid programme.  

£0 £0 

Arun Youth 
Aqua  

The object of the 
Charity is to help and 
educate young people, 
provide the resources 
and to train young 
people to the 
standards in water 
sports as laid down by 
the Governing bodies 
with emphasis on 
safety whilst helping 
them to develop their 
physical and mental 
capabilities as 
individuals and as 
members of society. 
 
 
 
 
  

£1360 • To be able to 
teach a new 
cohort of young 
people the basics 
of sailing, new 
rigs for each boat 
are desperately 
needed at the 
cost of around 
£170 for each 
boat. 

• 90% of benefit for 
Littlehampton residents.  

• Will assist 20-30 young 
people.  

• Cost is maintenance 
cost for sails. 

Main fund = £800 N/a 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Cancer 
United 

 Cancer United is a 
unique cancer support 
charity offering an 
integrated support 
service for all those in 
the local community 
whose lives have been 
affected by cancer.  
Our vision is simply to 
enable cancer patients 
to focus on what they 
can do and to not be 
defined by what they 
can’t. 

£1792.50 • Our volunteer 
members, the 
committee who 
are their voice 
and some of the 
members who are 
looking to 
reactive their 
exercise activities 
in the community, 
are very proud of 
who they are and 
of Cancer United. 
It is important for 
them to wear ‘the 
shirt’ and we offer 
as many free 
uniforms as 
possible. 

• Support is for 
marketing and 
promotion of the 
service and the 
members 
involved in this 
fantastic service.  
 
 
 
 
 
 
 
 

• Cost is for marketing of 
service and promotion 
of those attending. 

• 15 reps attending 
events promoting 
service. Hard to 
quantify number who 
will benefit.  

Main fund = £1000 N/a 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

*Caterpillar 
Club 

• We are a new baby 
and toddler group 
designed especially 
for children aged 
between 0 – 3 &1/2 
years old.  

• Our aim is to 
provide a fun, safe 
place for adults and 
their child to try 
new activities, play, 
learn, grow and 
meet new children.  

• To support families, 
promote self 
esteem, skills, 
knowledge and 
friendship. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

£300 We would like to 
offer information 
about family 
mental health, 
breastfeeding, 
nutrition and 
more - some of 
which may be 
offered by trained 
professionals 

• Funding would be used 
to purchase new 
equipment.  

• Grant has good 
evidence of benefit to 
Littlehampton 
Residents. Good ref to 
importance as we come 
out of pandemic. 

• This is a non for profit 
group.  

Main fund = £100 
 

Covid Recovery 
Fund 
£100 
 
Total £200 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Creative 
Heart 

Creative Heart is a 
free-to-enter 
community hub and 
arts cafe that focuses 
on: improving physical 
and mental health and 
emotional wellbeing, 
through tackling 
loneliness; inspiring 
creativity; improving 
employability and 
empowerment; 
enabling community 
cohesion; facilitating 
better access to basic 
services; looking after 
the environment 
 
 
 
 
 
 
 
 
 
 
 
  

£4000 • We have 
recruited 
volunteer 
teachers to help 
children and 
young people 
with their 
homework, 
particularly those 
who struggle to 
engage in school 
and are 
approaching 
exams. 

• Additionally, 
daytime IT 
lessons for those 
without these 
skills (eg retired 
people) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Clear Breakdown of 
costs and allocation is 
based on covering 
£2000 for laptops.  

• Group has been 
recipient of Mayors fund 
last year and this year.  

• Good defined benefit for 
Littlehampton residents. 

Main fund = £2000 N/a 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Cruse 
Bereavement 

 Cruse was formed in 
1959. Cruse offers 
support, advice and 
information to children, 
young people and 
adults when someone 
dies and seeks to 
enhance society’s care 
of bereaved people. 
We aim to help people 
understand their grief, 
cope with their loss 
and ensure they have 
somewhere to turn 
when they are in need. 

£3450 • It has been 
estimated that the 
provision of the 
core one-to-one 
service to each 
client costs 
around £115. We 
are asking for a 
grant of £3,450 
towards the 
funding of this 
provision of 
bereavement 
support services 
to 30 
Littlehampton 
residents for the 
year 2021/2022 
to help deal with 
those affected by 
COVID-19. 

• Fantastic project 
offering support coming 
out of pandemic.  

• Focused on 
Littlehampton residents.  

• Bereavement support is 
provided to clients free 
of charge, since all 
Cruse volunteers give 
their time freely. 

Main fund = £1325  
 

Covid Recovery 
fund 
£1325 
 
Total = £2650 

Friends of 
Lobswood 

It has to be 
environmental - we 
want to continue to 
care for by planting 
bulbs to enhance the 
green area in our 
community and to 
support our Community 
Parks Officer. 

£1500 • Our members live 
in the area, we 
meet with the 
Community 
Officer to discuss 
how we can 
continue to 
improve and 
attract more wild 
life into the 
woods.  

• Money to plant 
bulbs/plants 

• Good evidence of 
benefit to Littlehampton 
residents.  

• On the balance of need 
from other projects 
have proportioned 
allocation lower.  

Main fund = £348 N/a 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Fair Divide 
(Community 
Fridge. 

We rescue surplus 
food from being wasted 
from supermarkets and 
local businesses, and 
offer it to anyone in the 
community who needs 
it. We are currently 
rescuing 3-3.5 tonnes 
of food per week, and 
have 50-90 people 
attending our main hub 
at St James church 5 
days a week. when we 
are open 

£1609.91 • We have 
expanded rapidly 
since COVID and 
need more 
equipment for 
moving food 
around safely 
during collections 
at St James Hall. 

• Also looking to 
prepare soups 
and casseroles 
with surplus food 
to provide free 
nutritious meals 
from surplus food 
rescued that we 
cannot currently 
give out (because 
of use-by). 

• Cage Trolley 
£219.91  

• Sack barrow 
£100.00  

• Volunteer 
Presentation 
folders £250.00  

• Tape Guns 
£40.00  

• Kitchen 
Equipment 
£700.00  

• Food packaging 
£300.00 
 

• Good evidenced benefit 
to Littlehampton 
Residents.  

• This charity has close 
links with another 
applicant UK Harvest.  

• Charity focus has 
access to wide range of 
external funds.  

Main fund = £900 N/a 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Home Start  Home-Start Arun, 
Worthing & Adur 
supports local families 
during their challenging 
times such as a 
relationship 
breakdown, family 
bereavement, 
parent/child disability, a 
child’s challenging 
behaviour or multiple 
births. Home-Start 
recruits, trains and 
supervises volunteers 
to work alongside 
families, providing a 
listening ear, emotional 
support, building 
household routines, 
getting ‘school ready’ 
and access to other 
agencies as 
appropriate. Our 
Organisers carefully 
match our trained 
volunteers to a family. 
Volunteer intervention 
has been described as 
a “lifeline”. 

£1800 • Support for 
Littlehampton 
residents.  

• Admin 2hrs per 
delegate 300.00 

• Rent – training 
room 252.00 

• Volunteer 
Expenses 180.00 

• Resources 
200.00 

• DBS checks, 
references etc 
120.00 

• Interviews- time 
150.00 

• Prep. Course 
prep/planning 
270.00 

• Prep. Course 
training 324.00 

• Extra staff hours 
to support course 
144.00 

• Post Course 
Interviews 150.00 

• Refreshments 
27.00 

• Management 
144.00 
 
 
 
 
 

• Whilst this project sits 
well with Grant Aid aims 
the costs listed do cover 
staffing cost. These do 
fall out of criteria.  

• Contribution is for costs 
outside of staff costs.   

Main fund = £200  
 

Covid Recovery 
fund 
£200 
 
 
Total £400 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Howard Lawn 
Tennis 

 We are a friendly, local, 
grass tennis club that 
encourages tennis for all 
ages, abilities and 
background. We have 
regular tennis sessions 
for mixed, men’s and 
ladies’ and also 
compete in the Sussex 
tennis leagues. We 
actively encourage 
juniors to join in with the 
adults and also hold lots 
of social events 
throughout the summer. 
We are a 110 years old 
this year, so will be 
holding a special 
anniversary tournament. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

£940 • Group will be 
delivering Holiday 
Activities free for 
all.  

• 4 x new nets and 2 
x new windbreaks 
required.  

 
 

• Good evidence of benefit 
to Littlehampton 
residents.  

• Will assist Holiday 
Activity programme.  

• Costs are for equipment 
replacement hence 
allocation. 

Main fund = £470 N/a 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Littlehampton 
Heritage 
Railway 

 To preserve & 
maintain the historic 
miniature railway. 
Teach people of all 
ages and skills: metal 
work, carpentry, 
plumbing, painting etc 

£1000 • We need to 
purchase a 2 
tonne lifting crane 
,so that 
locomotives & 
coaches can be 
lifted. 

• A hydraulic lifting 
trolley – once the 
parts have been 
removed from the 
loco etc, they can 
be placed on the 
lifting trolley, 
moved around. 
Finally £500 for a 
replacement 
Station Side at 
Norfolk Gardens 
which was sadly 
vandalised during 
the past few 
months and now 
needs replacing.  
 
 
 
 
 
 
 
 
 
 

• Good evidence of 
benefit to Littlehampton 
Residents.  

• Tourist attraction bring 
tourists to the town.  

• Allocation for essential 
equipment and 
contribution to tourist 
sign. 

Main fund = £800 N/a 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Littlehampton 
Football Club 

Littlehampton United 
FC operates both a 
men’s senior and u23 
side in the southern 
combinations league 
division 2. 
Our 1st team plays on 
Saturday afternoons in 
Littlehampton, our U23 
side play on Thursday 
evenings home 
matches Littlehampton. 
We hold a weekly 
training sessions at 
Angmering high school 
for both teams, and we 
now look to build a 
youth set up for the 
club at U18’s and even 
lower in the future. 

£3000 • The grant will 
enable us to 
upskill and train 
not only coaches 
but also players 
who look to go 
into coaching 
roles. 

• In order for the 
club to provide 
these platforms, 
we will need to 
provide FA 
qualified coaches, 
FA DBS checked 
members, and 
also FA 
emergency 1st aid 
trained members, 
the grant will go 
towards these 
courses once 
reopened at FA 
headquarters in 
Lancing. 
 
 
 
 
 
 
 
 
 
 
 

• 80% Membership base 
Littlehampton 
Residents.  

• Project to be run 
outside of 
Littlehampton.  

• Not clear on coaches 
and if they are 
Littlehampton based. 

• Not clear on defined 
benefit of project for 
Littlehampton 
Residents.   

Main fund = £1000 N/a 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
Main Fund 

 
Covid Recovery 
Fund 

*Littlehampton 
Churches 
Together 

 Summer camp:- 
To give the children a 
good holiday 
To encourage them to 
listen to instructions and 
carry them out 
To give them self-
confidence in their own 
abilities 
To raise their self-esteem 
To help them work 
together as a team 
To help them to think 
about life’s values and 
give them choices 
To help them to 
understand the value of 
faith as they grow up 
To encourage the young 
people on the team to 
think about other people, 
to help them to enjoy 
working with other 
people, to help them to 
see the value of working 
together as a team 
To give children and 
young people the 
opportunity to talk, 
especially after such a 
difficult year. 

£2000 • There are 23 families 
who have asked for 
financial help – we 
don’t turn any child 
away for financial 
reasons – and people 
from the local 
churches will sponsor 
these children. 
Families have paid the 
deposit of £15 and the 
sponsors will pay the 
remaining £80.  

• There is a team of 25 
young people for 
whom the financial 
commitment is not 
possible, especially 
after this year of 
lockdown. Many of the 
families that we will be 
working with, both 
children and young 
people, have been the 
recipients of help 
during this past year. 
If our application is 
successful we will be 
able to sponsor 25 
young people.  

• This programme is 
done in liaison with 
schools and 900 
leaflets are distributed 
and previous 
attendees from yr5 are 
invited to attend 
making this open and 
accessible. 

• Good evidenced benefit to 
Littlehampton Residents.  

• Good information in 
relation to coming out of 
the pandemic and the 
importance of this project. 

• Open and accessible to 
all.   

Main fund = £900  
 

Covid Recovery 
fund 
£900 
 
 
Total £1800 
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Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Littlehampton 
Concert Band 

We often put on a small 
concert in Mewsbrooks 
park in Littlehampton 
which is very popular and 
well attended. What we’d 
like to do is make this a 
much bigger affair that 
would attract a greater 
number of people and 
make up for the fact 
we’ve not been able to 
entertain the people of 
Littlehampton for over a 
year. A few years ago, 
we did a similar event in 
Caffyns Field whereby we 
organised staging, lights, 
sound etc. so would like 
to put this on again but 
cannot afford to fund it 
ourselves. 

£2000 We would like to erect a 
stage and marquee that 
is large enough to 
cover the band and 
protect us from the 
elements. When we did 
this last time, the cost 
was around £1,000. We 
would also need to hire 
sound equipment and 
possibly lighting if it 
were to be an evening 
concert. The last time 
we did this, we also had 
to hire portable toilets 
for people and arrange 
catering and other 
groups to perform. It 
may not be necessary 
to do this in 
Mewsbrooks park as 
the cafe could provide 
the catering and there 
are toilets so the overall 
cost may be reduced. 
We would also need to 
advertise the concert. 
 
 
 
 
 
 
 
 
 
 
 
 

• Event to be based 
in Littlehampton and 
good evidence of 
resident benefit. 

• Further clarification 
required from ADC 
in relation to specific 
on how event can 
run.  

• Caveat will be in 
application to cover 
if event does not 
take place.  

Main fund = £1000 N/a 
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Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
Main Fund 

 
Covid Recovery 
Fund 

Littlehampton 
Cricket Club  

 Littlehampton Cricket 
Club aims to provide 
the focus for 
competitive and 
recreational cricket 
within the local 
community and 
surrounding district and 
to actively promote the 
sport to players of all 
ages and abilities. We 
will provide an 
excellent infrastructure 
for the playing and 
development of cricket 
which is capable of 
producing the highest 
quality of senior and 
youth cricket for the 
Littlehampton Cricket 
Club as well as 
providing opportunities 
for social and 
recreational cricket. 

£1,000 • The restrictions 
imposed in 2020 
to enable sport to 
recommence in a 
safe way 
highlighted a 
serious deficiency 
in the provision of 
toilet facilities. We 
have one WC in 
each changing 
room, and an 
accessible/female 
WC in the 
pavilion. At busy 
times, it is difficult 
to meet demand 
for the safe use of 
the facilities.   

• There is the 
possibility to bring 
back into use an 
outside toilet. 
Costs have been 
obtained for the 
refurbishment of 
the facility which 
would be a 
valuable asset 
even after the 
current crisis is 
over. 

 
 

• 80% Littlehampton 
membership base. 

• Hard to quantify the 
benefit of this project to 
Littlehampton 
Residents.  

• Toilet facilities are in 
place so this is an 
addition hence reduced 
allocation.  

Main fund = £400 N/a 
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Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Littlehampton 
Wave 
Lifesaving 
Club 

To educate, train and 
examine those aged 12 
and over, youngsters 
and adults, in water 
safety, resuscitation, 
survival and rescue 
skills as set out in the 
Royal Life Saving 
Society Survive and 
Save syllabus 

£863 • To purchase a 
pack of 4 Junior 
resuscitation 
manikins to 
enable us to 
return those on 
loan from 
Horsham Life 
Saving Club, 
borrowed when 
Wave LSC was 
established in 
2019 and secure 
an electronic skill 
guide to monitor 
performances 

• Little Juniors cost 
£798 and the skill 
guide £65. 

• 75% membership base 
in Littlehampton and 
&5% of amount 
requested 
recommended. 

• Good evidence of need 
in a costal Town.  

• Cost covers equipment 
for essential lifesaving 
skills.  

Main fund = £650 N/a 

Littlehampton 
Rugby Club 

 To promote rugby in 
Littlehampton. 
Every Monday Eve. 
touch rugby sessions 
for men, women and 
children. 
Every Wednesday Eve. 
contact rugby for men 
Every Saturday 
afternoon from late 
August to April, men's 
rugby match 
Tens and touch rugby 
tournaments held 
every year  

£1140 • To set up main 
pitch for match 
days in 
accordance with 
RFU. 
Provide post 
protectors, corner 
pole protectors 
and flag bundle. 
Post protectors, 
corner pole 
protectors and 
flag bundle 
package. 

• 80% Littlehampton 
Membership base.  

• Good evidence of 
resident benefit.  

• Project for club 
improvements for 
matches hence reduced 
funding. 

Main fund = £700 N/a 
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Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Littlehampton 
Sea Cadets 

Youth Training 
organisation. Nautical 
based, with links to 
Royal Navy. 
Seamanship; Boating 
activities; Navigation; 
Communications; Drill; 
Marching Band; 
Camping and various 
Team sports. 

 £2000 • Initial estimate 

will be in region of 

£2000 to replace 

roof felt and 

flashings. Funds 

available should 

water leaking 

have caused 

further damage 

that needs 

addressing. 

Some internal 

redecorating is 

required once 

works have been 

completed 

• 90% Littlehampton 
Resident membership 
base.  

• Repair is maintenance 
hence reduced offering.  

• Good evidence in 
groups benefit to 
community. 

Main fund = £1000 N/a 

Men Walk 
and Talk 

A non-profit 
organisation primarily 
promoting our walking 
initiative for men to 
meet new people, 
forge friendships, enjoy 
the outdoors and 
achieve some regular 
exercise  

£3,000 Plan to make up, 
promotional 
packs for 
MenWalkTalk to 
distribute to 
residents and 
visitors to the 
local beach 
during the hot 
weather, with 
information about 
MenWalkTalk and 
importance of 
speaking up with 
any Littlehampton 
info/flyers also 
 

• Only 10% membership 
base in Littlehampton 
hence reduced 
allocation. 

• Hard to define project 
benefit for Littlehampton 
residents.  

• Good project to engage 
people in relation to 
project but cant see the 
benefit of all materials 
to be given in packs.  

Main fund = £650 N/a 
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Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

My Sisters 
House 

 Works across the 
coastal area in Arun & 
Chichester. Supports 
vulnerable women 
experiencing a range 
of issues including 
physical, emotional, 
domestic abuse/drug & 
alcohol addiction, 
trauma and mental 
health problems. Also 
supporting those who 
are having a difficult 
time as a result of 
bereavement, 
unemployment, illness 
etc. 

£329 • To facilitate the 
ability to offer 
help to all women 
who come to us, 
and foster 
inclusion we 
would like to 
purchase a 
computer tablet 
which would 
enable portable 
and simple 
access to 
translation 
services online in 
order to facilitate 
an initial 
conversation with 
women who have 
little or no English 

• 15% membership base 
in Littlehampton. 

• Good project and well 
established 
organisation.  

• I Pad will be used 
primarily out of Bognor 
office where referrals 
are sent initially.  

• Littlehampton Women 
seeking support will be 
referred to this office so 
will benefit from project. 

Main Fund = £329 N/a 

Pointe Rocks  To provide an 
inclusive & fun 
environment for 
children of all ages and 
abilities to enjoy dance. 
Aims to build self-
confidence and self-
esteem and prevent 
the dropout rate of 
teenage girls from 
physical activity. 
 
 
 
  

£200 • Replacement 
equipment for 
dance school that 
helps children 
and adults in the 
community. 

• Will assist in open 
sessions that are 
free for children in 
the local 
community. 

• Full amount 
recommended to fulfil 
equipment requirement. 
Will directly benefit 
Littlehampton residents.   

Main Fund = £200 N/a 

109



Appendix A Grant Aid Applications 2021/22 
 

Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

Shop Mobility A local registered 
charity that is 
dependent on grant 
funding, donations and 
fundraising. We are a 
vital service to our 
communityThe nearest 
Shopmobility scheme 
is Bognor Regis. We 
hire out scooters, 
wheelchairs and 
crutches for local 
customers or 
holidaymakers. Scooter 
owners, can have their 
scooters’ battery, tyres 
checked and the 
vehicle valeted in this 
“Pit Stop Service” for a 
small cost. 
If a scooter owner gets 
a flat battery, we can 
offer a “Get Home” 
charge and offer a 
scooter to hire for them 
to shop or go for a 
coffee nearby whilst 
their own scooter is 
being charged. 
 
 
 
 
 

£4000 Our project is to 
continue to provide 
on-going support to 
both our local 
residents and to 
holidaymakers so  
they can get out and 
about and to support 
our local Traders by 
shopping in 
Littlehampton town.  
To help meet costs, 
ie rent, utilities and 
hire fleet insurance 
Costs which have 
increased over time. 
 

• 70% membership base 
Littlehampton. 

• This is a vital service for 
vulnerable / disabled 
people in the Town 

• They have seen some 
of their principal funding 
sources significantly 
reduced in the last 18 
months and require 
support as they recover 
from the impact of the 
pandemic. 
 

Main Fund = £500 Covid Recovery 
Fund = £500 
 
 
Total = £1000 
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Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 

Recovery Fund 

St Barnabas To support end of life 
care for adults in their 
home, community and 
at the Worthing based 
hospice  

£940 Cost of PPE and 
travel for staff to 
undertake palliative 
care for Littlehampton 
residents. 

• Very good application 
with 100% defined 
benefit to Littlehampton 
residents.  

• Good evidence within 
application of support 
offered during Covid-19 
and the need for this 
moving forward.  

Main Fund = £940 N/a 

St Johns 
Ambulance 

In times of crisis, we 
are England’s national 
health reserve, so we 
are working with the 
NHS to support the 
delivery of a COVID-19 
vaccine. Our 
vaccination volunteers 
are delivering these 
vital jabs and taking 
care of people before 
and after they receive 
them. The team in 
Littlehampton have 
provided a quarter of 
their staff to the 
vaccine programme 

£1000 Re decorating the St 
John Ambulance 
building in East ham 
Road. As the 
pandemic has hit the 
finances of our 
charity quite hard, it 
is essential to the 
survival of the 
Littlehampton unit to 
hire the building out 
to private events in 
order to keep it open. 
Without extra 
revenue our unit will 
close. The building 
needs painting, 
carpeting and kitchen 
upgrades to make it 
more commercially 
viable. Without this 
important 
refurbishment we 
could lose hire 
bookings.  

• 95% membership base 
in Littlehampton.  

• Good evidence of 
benefit the group has 
for Littlehampton 
Community.  

• Grant is for 
maintenance hence 
amount allocated.  

Main Fund = £250 Covid Recovery 
Fund = £250 
 
 
Total = £500 
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Appendix A Grant Aid Applications 2021/22 
 

Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 
Recovery Fund 

Sussex Steel  To provide steel pan 
tuition and workshops 
for students and adults 
irrespective of age and 
ability as well as 
perform for the general 
public. 

£1000 • We are looking 
for funds to 
support tunning 
the pans. This is 
a specialist job. 

 

• 80% membership base 
is Littlehampton.  

• Hard to quantify direct 
benefit to Littlehampton 
as performances are 
held around the 
country. This has 
reduced funding 
allocation. 

Main Fund = £500 N/a 

*Tots on 
Tuesday 

Church of England 
Church – Services, 
support groups, pastoral 
care, community 
outreach, info centre, 
community hall, 
children's groups 
(messy church, sunday 
school etc).  
  
‘Tots on Tuesday’ will 
be a distinct group run 
by the Church for the 
benefit of the wider 
community. 

£500 • This new Baby 
and Toddler group 
will be run by a 
team of volunteers 
from All Saints 
Church.  

• This project meets 
a need in the 
community for a 
parents/carers 
group that can 
support parents 
and carers as 
lockdown lifts.  

• To reach people 
who may have had 
a particularly 
difficult and 
isolating 
experience of 
caring for babies 
and children 
during a 
pandemic. 
 
 

• Good evidence of benefit 
to the community.  

• Free session to support 
families.  

• Good evidence of the 
need and delivery.  

• Within the team there is 
experience as paid youth 
workers, teachers and 
community workers.  

• Open and accessible to 
all.  

Main fund = £250 
 

Covid Recovery 
Fund = £250 
 
 
Total £500 

112



Appendix A Grant Aid Applications 2021/22 
 

Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 
Recovery Fund 

*Treasure 
Basket 

The Treasure Basket 
Association aims are: to 
facilitate emotional 
support to children at 
risk of experiencing 
emotional distress and 
to increase access to 
Play Therapy support in 
areas of deprivation. We 
prioritise play therapy, 
therapeutic interventions 
and play as 
fundamentals in our 
approach when working 
with children and 
families who have 
experienced emotional 
trauma. 

£3900 • This grant will 
support 12 
children, within 
Littlehampton, who 
are struggling with 
emotional health 
from the direct 
impact of the 
pandemic and or 
lockdown. During 
this project we 
hope to provide a 
long-term 
therapeutic 
intervention for ten 
children who are 
experiencing mild-
moderate 
emotional 
difficulties and a 
more intense 
short-term work for 
two children. 
These children 
already hold 
multiple levels of 
deprivations such 
as: low income, 
low employment, 
poor living 
conditions, 
barriers to 
housing, skills and 
training or live in 
areas of high 
crime. 

• Fantastic project with 
clear outcomes for 12 
Littlehampton based 
children. 

• Good evidence of need 
coming out of Pandemic.  

Main fund = £1325 
 

Covid Recovery 
Fund = £1325 
 
 
Total £2650 
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Appendix A Grant Aid Applications 2021/22 
 

Organisation: Organisation 
Aims/Objectives: 

Grant 
requested: 

Purpose of grant: Additional information: Recommendations: 
(1) Main Fund 

 
(2) Covid 
Recovery Fund 

UK Harvest The mission and 
purpose of the charity 
is to eliminate hunger 
and food waste 
through education and 
redistribution of quality 
surplus food to 
vulnerable people 
along the South East 
coast. 
UKHarvest collects 
perishable and quality 
excess food, delivers it 
direct and free of 
charge to charities 
suppoorting vulnerable 
people. We currently 
collect food from 150 
donors and deliver up 
to 75,000 meals per 
week to 200 
organisations.  

£1644 1 Monthly trip to 
Littlehampton  
Mileage - £1 per mile 
x 28x 12 months- 
£336 
Co- ordination- £12 
per hour x 1 x 12 
months- £144 
Drivers- £9 per hour x 
8x 12- £864 
Contribution to core 
costs; such as food 
storage, van cost, 
publicity, website 
£25x12 months- £300 
Total- £1644 

• Good evidence of 
benefit to Littlehampton 
residents.  

• Costs are in the main 
attributed to staff cost 
and not eligible. Amount 
allocated is towards 
eligible costs. 

Main Fund = £300 N/a 

Total No of 
Grants: 30 

*Have asked if they are 

eligible for SFA 

 

Total: 
£47,493.16 

  Main Fund Total: 
£19,287* 
(*Comprised of 
£5000 ringfenced 
CRF match funding 
plus £14,287 from  
Main Fund) 

Covid Recovery 
Fund Total : £5000  
 
 
 
 
 

     Main Fund 
Unallocated = 
£1,713 

Total proposed 
awards = £24,287 
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  Appendix B 

Page 1 of 2 

March 2021 
 

 
THE FOLLOWING CRITERIA ARE APPLICABLE WHEN CONSIDERING GRANT 
APPLICATIONS: 

 

Littlehampton Applications 

1. Grant applications will only be considered from residents, clubs, societies and 
organisations that are Littlehampton based OR who operate a service in 
Littlehampton that brings significant benefit to the Town. 

2. Clubs, societies or organisations must demonstrate the level of benefit that their 
service will bring to Littlehampton and its residents. 

3. Any grant award that has been carried over from the 2020 Grant Aid programme will 
not be eligible to apply in this Grant Aid scheme.  

 

One Application per year rule 

4. Only one grant application will be considered for any resident, club, society or 
organisation in any one year.  Organisations in receipt of a Service Funding 
Agreement from the Council will not be considered for additional grants. 

 

Supporting Documentation 

5. Clubs, societies and organisations must submit constitutions, rules or other 
governing documents, names of officers and annual accounts. 

6. On completion of your project, invoices and receipts may be requested as evidence 
of all expenditure of the grant for the intended use for which it was awarded. 

7. Upon request recipients of grant funding shall inform the Council of the benefits or 
achievements accomplished because of the award. 

 

Intended use of Grant 

8. The applicant must declare the intended use of the grant and clearly define the wider 
community benefits derived from the funding. 

9. There shall be no change to the intended use of the grant without express written 
authority of the Town Council. 

10. Failure to achieve the specified purpose of the grant within 12 months or undertaking 
an unauthorised variation, shall require the recipient to return all the grant funding to 
the Town Council. 
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  Appendix B 

Page 2 of 2 

March 2021 
 

 

General Criteria 

11. The recipient shall acknowledge the Littlehampton Town Council as funders on all 
correspondence and publicity material or display the Town Council’s logo on any 
items purchased in recognition of the grant funding from the Town Council. 

12. No grant will be considered for private, commercial or closed clubs, societies or 
organisations. 

13. All other sources of funding must be declared at the time of the application. 

14. No grant shall exceed 20% of the total grants budget allocated annual by the Town 
Council. 

15. Grants will not be awarded retrospectively.  All grants must be spent within 12 
months of being awarded. 

16. Where funding is given for an event the organiser must indemnify the Town Council 
against any claim from any party as a result of any incident or accident with side 
event.  Where funding is awarded for any other purpose the Town Council cannot be 
held responsible or liable in any capacity. 

17. Littlehampton Town Council reserves the right to purchase items requested within 
the application for grant aid on behalf of any club, society or organisation. 

18. The Town Council makes grants to voluntary, cultural, charitable and sporting 
activities for the benefit of the local community.  The Town Council will take into 
account the objectives of an association and the wide community benefit for 
Littlehampton arising from the grant when assessing its priorities. 

19. Grants will normally only be made to non-profit making organisations supported by 
unpaid volunteers. 

20. Grants will not be made towards salaries of payment of staff. 
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Appendix C 

Grant Aid Extensions 

The below groups have been unable to deliver Grant Aid schemes due to the 

Pandemic.  

Two are still left to approve.  

Group: Amount: Activity: Decision: 

Littlehampton 
District Lions 

£400 Marketing of group Extension Agreed CRC 
18th March 2021 

The Dairy Arts 
Drop in Group 

£150 Assist with 
professional 
support for 
sessions. 

Extension Agreed CRC 
18th March 2021 

West Sussex Mind £500 Build a sensory 
garden to deliver 
sessions and 
music equipment 
for sessions. 
 

Extension Agreed CRC 
18th March 2021 

Littlehampton Fort 
Restoration Project 

£650 Exhibition at look 
and see in relation 
to history of the 
town.  
 

Extension Agreed CRC 
18th March 2021 

Sussex Tornado's 
Cheerleaders 

£1025 Event cost for 
regional event 

Extension Agreed CRC 
18th March 2021 

Littlehampton Blind 
Club 

£628 Bring members 
together to tackle 
isolation. 
 

Extension Agreed CRC 
18th March 2021 

10 87 Air Cadets £220 For main AGM To be decided 

Littlehampton 
Society  

£109 To go towards 
Committee 
meetings 

To be decided 
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Littlehampton Town Council 

Non- Confidential 

Community Resources Advisory Group 

Date: 10th June 2021 

Report by: Town Clerk 

Subject: Community Resources Officer Report 

1. Summary

1.1. The purpose of the report is to highlight work being undertaken by the 

2.1 

Community Resources Officer (CRO) to progress the projects and initiatives 
that are within the remit of this Committee. The report comprises updates on 
the allotments, key contracts, and community facilities.   

2. Recommendations

The Advisory Group is Recommended: 

1) To note the minutes of the Christmas Lights Working Group meeting

held on 13th May 2021.

2) In accordance with the decision made by Full Council on 29th April

2021, to delegate authority to the Town Clerk to agree any minor

changes that might be required to the layout of the Church Land

Allotment at Worthing Road to complete the scheme.

3) Otherwise note the contents of this report.

3. Services and Facilities Update

3.1. Allotments 

  3.1.1 Mill Lane 

The remaining troughs require new pipework, and this work has therefore 

been scheduled to later in the year to minimise disruption. 

 3.1.2. Trinidad 

The perimeter fencing at the Trinidad Allotments site has been partially 

upgraded to improve pest control. This has proved effective and the remaining 

section of the perimeter fencing will be upgraded during the summer.  

 3.1.3. Worthing Road – Church Land Plots 
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Additional allotments are planned on the Church Land site on the western side 

of the existing site. This was agreed in exchange for providing land on the 

eastern boundary of the Worthing Road site to support the construction of the 

main route (southern section of the Lyminster Bypass) as part of the North 

Littlehampton Development. The plans for the site were drawn up by the 

developer in 2018 and approved in April 2019 (the planning reference is 

LU/334/18/PL and full details can be found Application Search Post 1987 & 

Weekly Lists | Arun District Council). They follow a similar layout to that 

adopted by the developer at the Kingley Gate allotments and will provide 12 

ordinary plots of varying sizes, and several accessible plots, parking and an 

improved site entrance off of Worthing Road. A map of the site is attached 

(Appendix A).  Work on this long-awaited addition to the existing site is 

expected to get underway week commencing 7th June.  

As the work progresses, minor changes to the layout may be required to 

ensure that the scheme can be delivered including the final fencing and 

position of the entrance gate. It is therefore recommended that authority be 

delegated to the Town Clerk to agree any minor changes that might be 

required to complete the scheme. Officers are working with the developer to 

ensure that disruption is minimised, that the site remains accessible for 

existing allotment holders and the Councils Amenity Team and allotment 

holders are kept informed.  

 

3.2      Service Funding Agreements 

           Officers continue to link with groups to monitor service funding agreements as 

the country moves towards the removal of all COVID-19 restrictions. The 

organisations that we work with continued to operate throughout the pandemic 

providing support for the Littlehampton community. Where the services they 

provided were limited, a proportional amount of funding was claimed as 

reported in February 2021. A more comprehensive report of the delivery of the 

services in 2021 will be provided at the next meeting. 

        

3.3      Rosemead Park Trees 

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.  In 

accordance with the Town Council’s Financial Regulations the tender will be 

advertised locally and on the Government Contracts Finder website. The 

tender will run for four weeks.  

  

3.4      Floral Contract  

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

priorities it was agreed that a trial for managed wildflower planting be 
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introduced into the tender for the Town Council’s floral contract. Flexibility to 

include a trial in the garden at the rear of the Manor House has therefore been 

added to the scope of the contract. A communication from the County Council 

has also 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. The roundabouts involved are, 

Beach Road (the War Memorial), Fitzalan Road/Maltravers Road, The 

Sportsman and East Street/Floras Road. This is being considered by the 

Property and Personnel Advisory Group at their meeting on 7th June 2021 and 

will inform the scope of the final contract which will be re-released at the end 

of June. 
 

3.5      Christmas Lights Contract  

The Christmas Lights Working Group met on 13th of May to consider options 

to improve the 2021 display and explore ideas for changes to the current 

contract in readiness for the renewal next year. The current contractor was 

also present for part of the meeting to advise on the practicalities and costs of 

changes to this year’s display. The notes of this meeting are attached for 

noting (Appendix B) and in summary, it was not considered cost effective to 

make significant changes to this year’s display. The illuminated motifs would 

all be refurbished as part of the extended contract and the contractor will 

explore enhancing and providing greater coverage in terms of lighting and 

decorations on the main Christmas trees in both the High Street and Wick. 

Members also outlined changes they would like to see to the new contract 

and Officers will develop the tender which will be reviewed by the Working 

Group prior to being released early next year.  

3.6     Southfields Jubilee Centre 

          Following the announcement by Government of the Road Map out of 

lockdown, Southfields Jubilee Centre reopened to the public from the 19th of 

April 2021, after having been used as a vaccination centre. Officers will be 

reviewing the Risk Assessments, taking into consideration the updated 

Government Guidance, and are liaising with hirers regarding bookings as the 

June date for ending of restrictions approaches.   

   

4. Financial Implications 
 

4.1     The cost of installing water troughs is £4,424 and will be taken from Allotments 
Grounds Maintenance budget earmarked reserves (EMR).  

 

4.2     The budget for the Floral Contract for 2022 to 2024 is set at £25,985 per 
annum. 

 
4.3     The annual budget for Christmas Illuminations is £25,000 per annum and 

includes £1,750 for the Wick illuminations. £3,000 is to be met from EMR. 
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4.4     £30,000 has been allocated in the Council’s Capital Programme from the 

Converted Capital Receipt EMR for the removal and replacement of the 
leylandii at Rosemead Park. 

 
 
 
 
        Peter Herbert 

        Town Clerk 
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How to contact us 

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

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

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

 

 

 

 

Notes of the Christmas Lights Working Group held on Thursday 13th May 2021 

at 3.30pm 

Present:  

Councillor Blanchard-Cooper (Chair) 
Councillor Baker 
Councillor Molloy 
Councillor Turner  
 

2020/2021 

      4. Mobile Phones     

The procedures were noted. 
 

      5. Apologies 

There were apologies from Councillor Tandy and Councillor Baker attended 

as substitute.  

  

     6. 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. Councillor Baker declared an interest as a 

Member of Arun District Council.   

 

     7. Notes of the Last Meeting 

The Notes of the meeting held on 10th March 2021, previously circulated, 

were confirmed as a true record and arrangements would be made for these 

to be signed at a later date.  

 

     8.  Background and Update  

8.1. The Working Group had been convened to review proposals to refresh the 

2021 display and agree a way forward for the contract review. from the 

Working Group was joined by a representative from Event Power Engineering 

to advise on the logistics of changes this year’s display.  
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8.2. Members proceeded to discuss options to refresh this year’s display. Although 

works to the High Street as part of the Public Realm Improvements were 

expected to begin this year, timing was still unknown. It was however noted 

that the District Council had instructed the contractors to work with the Town 

Council to ensure the display could be installed. Members had previously 

expressed a preference to change the colour of the baubles, having received 

advice that this would cost £2,000 this was not viewed as cost effective and it 

was agreed that this would not be progressed.  Regarding the Christmas 

Trees in Littlehampton High Street and Wick, Members wished to see more 

lights on the tree, increased bows, and the barriers more in keeping with the 

festive theme. The contractor noted this, and it was suggested that bows be 

sourced locally, and it was agreed that this option be explored with local 

florists. The Town Council’s Amenity Team planned to create barriers that 

would be more in keeping and it was also agreed that this be taken forward.  

8.3. The working went on to consider alternatives to the Elf theme of projected 

images.  It was suggested that a design featuring an environmental/ eco / 

world globe themed elf be added and adhesive / vinyl stickers provided to 

retailers to put in shop windows to tie in the elf theme. Finally, considering 

other improvements to the display, it was noted that the stability of the display 

at the Sportsman roundabout could be improved. The Contractor advised that 

the motifs would all be refurbished for 2021 and that the display at the 

Sportsman roundabout would be checked. 

8.4.  The representative from Event Power Engineering left the meeting and 

Working Group proceeded to consider the scope and options for the contract 

in the future, in addition to the ideas discussed at the previous meeting, 

Members wished to see a bigger, brighter display with improved coverage and 

more lights around the High Street, using trees where appropriate and as well 

as replacing the icicles for nets to create a bigger impact. Members were also 

keen to incorporate the arcade into the designs well as Manor House though 

a hologram or digital projection if possible. Discussing this idea further 

Members wished to explore the potential of projecting images through 

windows in the Manor House as a more visible and inviting display on the 

approach to the Town Centre. Members also wished to explore illuminations / 

lights around the trees in the Manor House grounds and expanding the scope 

of the scheme to incorporate the train station with more decorations for the 

Town Clock such as additional lights or a ribbon. It was noted that further 

investigation into a power supply for new display locations and loadings would 

be required.  

  8.5.  Overall Members wished to see a new contract that offers a display with a 

wow factor. It needed to be innovative and move away from the set formal 

displays often put up in towns. They also wished to explore changing the Elf 

theme and suggested decorations, cartoon Santa’s, penguins, snowmen, or 

nutcrackers doing different activities as potential alternatives with the ambition 

to extend cover from the Manor House to the station and into the Town 

Centre. Finally, commenting on the switch on event, Members wished to see 

a main attraction such as a sleigh for children to have photos in or an 
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interactive display providing a fun element. This was noted and would be 

shared with the Events Team who organised the annual switch on event. 

The meeting closed at 6:44pm.  

 

_________________

                                                                              

         CHAIR 
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Littlehampton Town Council 
 
Non-Confidential 
 
Community Resources Advisory Group 
 
Date: 10th 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 Community Resources Committee (CRC) 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 CRC 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 Grants and Partnership Initiatives  
3.2.1 Expenditure is in line with expectations.  
3.2.2 £650 for the Littlehampton Fort Restoration Project has been earmarked to 

General Grants. There remains £500 for Arun Youth Play Centre in the 
General Grants EMR. 

3.2.3 £1,640 of the Freedom Out and About Service Funding Agreement was 
unspent due to COVID-19. 

3.2.4 The following budgets were unspent due to COVID-19 and earmarked at year 
end: 

• Wick Information Centre £2,500 

• Wick Initiatives £2,000 

• Wick Week £2,000 
3.2.5 The £3,000 Sports Forum budget was unspent. 
3.2.6 £820 of the Sports Awards budget was unspent. 
3.2.7 £3,377 was returned to the Town Council from the liquidation of Sammi 

Community Transport Limited. 
 
3.3 Community  
3.3.1 As previously stated this Cost Centre had significant underspends due to 

COVID-19. These have helped to offset the loss of income. 
3.3.2 £3,000 from the Community Event budget was earmarked. 
3.3.3 The £2,996 spent from CRC Initiatives on the Sensory Path at Rosemead 

Park was converted from the Capital Receipt at year end. £2,800 was spent 
on refurbishing the BBQs. £4,203.97 from CRC Initiatives was earmarked. 
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3.3.4 £200 was spent from EMR to cover the costs of Stage by the Sea promotion 
(which is part of the Littlehampton’s Community Organisation of Community 
Arts Service Funding Agreement).  

3.3.5 £3,220 was unspent from the Town Tourism budget. 
3.3.6 The final cost for Christmas Lighting was slightly under budget and did not 

require any expenditure from earmarked reserves (£3,000 had been 
committed from EMR during the budget setting process). 

 
3.4 Southfield’s Jubilee Centre 
3.4.1 Income for hall hire was £22,190 under budget due to COVID-19.  
3.4.2 Income from charges for services was £1,462 more than budgeted due to 

recharges for contracted services such as Legionella cleaning, so this income 
offsets the expenditure. 

3.4.3 Expenditure is in line with expectations.  
3.4.4 £620.51 was underspent in Furniture and Equipment and Equipment 

Maintenance budgets which was earmarked for future liabilities. 
3.4.5 PRS (Performing Rights Society) Licence expenditure was £1,431 underspent 

as the invoice accounted for the reduced hiring and therefore reduced use of 
music. 

3.4.6 The Security budget was £872 overspent. This was due to a large cost of 
replacing emergency light fittings, faults with the automatic doors and a fault 
with the alarm. 

 
3.5 Parks and Open Spaces 
3.5.1  £84,893.83 was spent from EMR towards the new playground equipment at 

Rosemead Park. A further £47,399.03 was spent from Capital Receipts 
Reserve. £3,360.07 has been committed in the Rosemead Park EMR as a 
retention fee. 

3.5.2 £6,951.97 has been earmarked from the Rosemead Park budget for future 
liabilities. 

3.5.3 £1,459.58 underspend in the Tree Planting budget which is used for ongoing 
tree maintenance was earmarked. 

3.5.4 The £4,000 for the Tree Planting Scheme for the new road between the 
Academy and North Littlehampton was earmarked. 

 
3.6 Project 82 and Youth Services 
3.6.1 Expenditure is in line with expectations.  
3.6.2 No income was received due to the building being empty. The income budget 

was set at £2,040. 
3.6.3 £20,000 was earmarked for the new Keystone Centre as agreed during the 

budget setting process. 
 
3.7 Museum 
3.7.1 Expenditure was underspent in some budgets due to COVID-19.  
3.7.2 The Collection Management budget was underspent by £2,819.96 and this 

has been earmarked for the documentation project.  
3.7.3 £341.08 was unspent from Museum Events and earmarked to produce 

banners which were delayed due to COVID-19. 
3.7.4 £150 was earmarked from the Education and Outreach budget for Loan Boxes 

as production of these was delayed due to COVID-19. 
3.7.5 £125 was unspent from the Volunteers budget and earmarked towards the 

cost of a volunteer laptop purchase in the near future. 
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3.7.6 £329.17 was spent from the grant from Brighton and Hove for a Continuous 
Professional Development course for the Collection Documentation Officer. 
£59.83 remains. 

3.7.7 £63.93 was spent from the Places of Science Grant in EMR, leaving £687.97. 
3.7.8 Museum Income is as the table below. £115 income was received for Loan 

Boxes. The income target was £1,025. 
  

 
 
 
3.8 Allotments 
3.8.1 The Water budget was overspent by £1,844. The water leak at one of the sites 

has been resolved and officers are pursuing the effect of this on the water 
usage. However, water usage across the sites was higher than the previous 
year and water charges have increased.  

3.8.2 The Grounds Maintenance budget was £397.09 underspent, and this was 
earmarked along with the £3,000 for installation of water troughs as agreed 
during the budget setting process. 

3.8.3 Income for allotment renewals was £1,629 under the income target.  
 
3.9 Heritage Lottery Grant 
3.9.1 £2,500 was spent from EMR for work undertaken by the consultants. 
  

Museum Income
Budget Income

Sales £900 £0

Sale or Return Income -  

Donations £0 £0

Exhibition Commission/Sales £75 £0

Centenary Book Income £0 £0

Loan Box Income £50 £115

Reproduction -  £0

Charges for services -  £0

Grants Received -  £0

£1,025 £115
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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 2021 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. 

4.3 The Service Funding Agreements have not been sent out yet. 
4.4 Subject to agreement, West Sussex County Council will be taking back 

responsibility for the roundabouts which will mean the Town Council will not 
achieve any income from sponsorship. The roundabout sponsorship budget 
was set at £1,000. 

4.5 The first quarters payment has been sent to Arun Community Church. 
4.6 £46.75 has been spent from the Museums Collection Management EMR on 

shelving. 
4.7 Event expenditure is the subject of a previous report on this agenda. 
 
Peter Herbert      
Town Clerk 
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Appendix 1 

   SERVICE

Actual 

I & E

as at

31/03/2021

  

  Budget

  2020/21

£ £

Expenditure 46,690 57,650 

Income 3,377 -  

Expenditure 39,741 112,405 

Income 100 100 

Expenditure 11,011 18,005 

Income 6,556 27,145 

PARKS & OPEN SPACES Expenditure 40,843 40,848 

Income -  1,000 

PROJECT 82 & YOUTH SERVICES Expenditure 71,748 74,225 

Income -  2,040 

MUSEUM Expenditure 7,538 11,218 

Income 115 1,025 

ALLOTMENTS Expenditure 15,856 14,535 

Income 15,873 17,502 

Total Expenditure 233,427 328,886 

Total Income (26,021) (48,812)

Net Expenditure 207,406 280,074 

Only the part of the budget that CRC is responsible for is shown

              £

Places of Science Grant 63.93

Heritage Lottery Grant 2,500.00

2,564 

SOUTHFIELDS JUBILEE CENTRE

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

House.

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

Earmarked Reserves

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2020/21

COMMUNITY RESOURCES COMMITTEE MEETING 10th June 2021

GRANTS & PARTNERSHIP INITS

COMMUNITY 
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Appendix 2 
 

 
 

Earmarked Reserves 2020/21

Reserve

Opening 

Balance 

01/04/20

£

Expenditure 

to 31/3/21

£

Additions 

31/3/21

£

Closing 

Balance 

31/3/21

£

Allotments 5,849.00 3,397.09 9,246.09 

Allotment Accessibility Grant 5,819.63 5,819.63 

CRC initiatives 27,658.18 4,203.97 31,862.15 

Community Event 12,531.51 3,000.00 15,531.51 

Christmas Lights 7,237.43 7,237.43 

Events 2,650.00 2,650.00 

General Grants 1,676.59 1,070.00 1,720.00 2,326.59 

Heritage Lottery Grant 5,949.30 2,500.00 3,449.30 

Holiday Activity Support 585.00 585.00 

Keystone Centre 17,800.00 20,000.00 37,800.00 

Parks & open spaces 1,096.59 1,096.59 

Rosemead 76,253.90 72,893.83 6,951.97 10,312.04 

Rosemead Anesco Grant 12,000.00 12,000.00 0.00 

SJC Furniture and Equipment 2,841.80 620.51 3,462.31 

Sports Forum 421.90 421.90 

SBTS 3,017.80 3,017.80 

SBTS concerts 400.00 200.00 200.00 

Small Arts Grants 575.00 575.00 

Tourism 3,914.05 3,914.05 

Tree Planting 3,055.04 98.33 1,459.58 4,416.29 

Tree Planting Scheme (new road) 4,000.00 4,000.00 

Visit Littlehampton 3,043.51 3,043.51 

Wick Village Traders Gateway 500.00 500.00 

Wick Information Centre SFA 2,500.00 2,500.00 

Wick Initiatives 2,470.40 2,000.00 4,470.40 

Wick Week 557.00 2,000.00 2,557.00 

WSCC Skate Park Grant 2,561.00 2,561.00 

Music project- YOF 929.60 929.60 

Escape Project 2,243.00 2,243.00 

Outreach 1,200.36 1,200.36 

Subs P82 2,912.89 150.00 2,762.89 

Volunteers & offsite Activities 804.00 804.00 

Museum Collection Mgmt 4,256.77 2,819.96 7,076.73 

Museum Storage 470.76 470.76 

Museum Events 150.35 150.35 341.08 341.08 

Museum Education & Outreach 150.00 150.00 

Museum Archeological deposits 284.90 284.90 

Museum Volunteers 130.00 125.00 255.00 

Museum donations 2,606.08 2,606.08 

B&H Grant for CPD 389.00 329.17 59.83 

Places of Science Grant 751.90 63.93 687.97 

Museum WIDMB Book reprint 338.00 1.50 336.50 

Totals 221,347.24 89,457.11 51,874.16 183,764.29 
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Appendix 3 

 

   SERVICE

Actual 

I & E

as at

28/05/2021

  

  Budget

  2020/21

£ £

Expenditure -  57,650 

Income -  

Expenditure 4,204 104,561 

Income -  100 

Expenditure 226 18,017 

Income 1,991 18,375 

PARKS & OPEN SPACES Expenditure 456 40,695 

Income -  1,000 

PROJECT 82 & YOUTH SERVICES Expenditure 16,042 79,304 

Income -  -  

MUSEUM Expenditure 393 7,133 

Income -  350 

ALLOTMENTS Expenditure 4,523 12,740 

Income 99 17,701 

Total Expenditure 25,844 320,100 

Total Income (2,090) (37,526)

Net Expenditure 23,754 282,574 

Only the part of the budget that CRC is responsible for is shown

              £

Museum Collection Shelving 46.75

47 

SOUTHFIELDS JUBILEE CENTRE

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

House.

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

Earmarked Reserves

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2021/22

COMMUNITY RESOURCES COMMITTEE MEETING 10th June 2021

GRANTS & PARTNERSHIP INITS

COMMUNITY 
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