
How to contact us 
Write to: Manor House, Church Street, 

Littlehampton, West Sussex, BN17 5EW 
Email: ltc@littlehampton-tc.gov.uk 

Call: 01903 732063 
Find us online: www.littlehampton-tc.gov.uk 

30th June 2021 

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

Governance and Audit Advisory Group 

Date: Tuesday 6th July 2021 

Time: 6:30pm 

Committee: 
Councillor Northeast (Chair) 
Councillor Buckland 
Councillor Butcher 
Councillor Molloy 
Councillor Price  
Councillor Rhodes 

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 to 2022 
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 Northeast is a Member of Arun District Council
• Councillor Buckland is a Member of Arun District Council
• Councillor Rhodes is a Member of Arun District Council

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

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

5. Chair’s Report and Urgent Items

6. Public Forum
Any members of the public wishing to address the Council or any of its 
Committees during remote meetings should email ltc@littlehampton-tc.gov.uk 
one clear working day before the meeting with their submission. These will be 
read out by the Chair or a supporting officer at the meeting. During this period, 
and to enable the Council to answer as many questions as possible at the 
meeting, the submission should not exceed 200 words. The Clerk, in 
consultation with the Chair of the meeting, reserves the right to summarise 
written questions. All written questions and responses will be made available on 
the Town Council web site alongside the meeting minutes.
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7. Officers Reports
7.1. Internal Audit Report 2020 to 2021 – report attached (pages 10–22).

7.2. Revised Risk Register for Priorities and Policies – report attached 
         (pages 23–83). 

7.3. Schemes of Delegation Reviews 
The Schemes of Delegation to Officers and Committees have recently 
been reviewed and the Town Clerk and the Deputy Town Clerk and 
Responsible Financial Officer. Minor changes to the Scheme of Delegation to 
Officers have been made to mirror job titles in the current staff structure. These 
are highlighted in red on the attached document (pages 84–101) for the 
Advisory Group to note. No changes were required to the Scheme of 
Delegation to Committees and Members are therefore invited to read their 
copies in advance of the meeting and identify any issues for discussion at the 
meeting. 

7.4. Draft Committee Workplan 2021 to 2022 – attached for consideration (page 
102). 

8. Exempt Business
It is Recommended that:
The public and accredited representatives of the press be excluded from the
Meeting under Section 100 Local Government Act 1972 due to the confidential
nature of the business to be conducted.
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How to contact us 

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

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

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

Minutes of a meeting of the Governance and Audit Committee held on Tuesday 

9th February 2021 at 6.30pm 

Present: 

Councillor Long (Vice Chair in the Chair) 
Councillor Molloy 
Councillor Price 
Councillor Tandy 

2020/2021 

This meeting is available to view using the following link: 

https://www.youtube.com/watch?v=U9VWrLWdwbo 

9. Virtual Meeting Protocol and Use of Mobile Devices

The Chairman 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. 

10. Apologies

There were apologies from Councillors Blanchard-Cooper and Northeast with

Councillor Tandy attending as substitute.

11. Declarations of Interest

Members and Officers were reminded to make any declarations of disclosable

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

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

no further declarations were made.

12. Minutes

The Minutes of the meeting held on 7th July 2020 (previously circulated) were

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

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

  There were none.  

     14. 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. 

 

 

    15. Officer’s Reports 

15.1. Notices of Motion (NoMs) 

15.1.1 The Committee had before it two Notices of Motion which had been debated  

at Full Council on 21st January 2021. In broad terms, the NoMs sought Full 

Council approval of all expenditure over £10,000 and that reports and minutes 

included financial implications within the recommendations. Members had not 

been opposed to the broad principles of the NoMs, the second of which could 

be implemented forthwith and included in Standing Orders or Financial 

Regulations. However, more clarity was required regarding the first NoM, 

particularly to determine the extent that was envisaged.  

 

15.1.2 Using a list of typical expenditure over £10,000, Members proceeded to  

consider the impact of implementing the NoMs in terms of the Council’s 

existing Governance arrangements. Whilst £10,000 was considered the right 

level of expenditure to set, the consensus was that it was not intended that 

the day-to-day business of the Council such as contractual and statutory 

payments be included in this. There was however a strong view that all 

councillors, not just those on the appropriate committee, should have the 

opportunity to be consulted on significant “new” expenditure of £10,000 or 

more before a final decision on the expenditure was made and that a clause 

should be added to the Council’s decision making process to this effect.  

 

15.1.3 It was thought that the best way to introduce this was for all Members to be 

consulted prior to a Committee considering a recommendation to approve 

expenditure on a new initiative, project, or event over £10,000.  Any 

comments from Members would be reported to the Committee. This excluded 

all other ongoing, contractual, or urgent expenditure that might be required.  It 

was also thought appropriate for a process to be introduced whereby an item 

of this type could be referred to Council. Consideration was given to how this 

could be managed, and it was agreed that the best option would be for a 

minimum of five Councillors to notify the Town Clerk of their desire to see this 

item referred to Council. The Town Clerk would then withdraw the item from 
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the Committee agenda and call an Extraordinary meeting of Council to decide 

the matter. It would require five Members to seek the referral, and they should 

comprise of at least two of the political groups on the Council.  This would 

need regular review as the political balance changed. Those Members not 

part of a political group would count as one of the five, but not as a political 

group in themselves. It was therefore Resolved that: 

 

Authority be delegated to the Town Clerk in 

consultation with the Deputy Town Clerk to draft 

the necessary amendments to the Town 

Council’s decision-making process and that the 

amendments be circulated to the Members of the 

Committee for comment and recommendation to 

Full Council for approval.  

15.2. Annual Council – Committee Membership 

The Committee received a report (previously circulated) which contained 

proposals for the appointment of Committee Membership at the forthcoming 

Annual Council meeting in May. The political breakdown of the Council had 

significantly altered in the last year and the allocation of Committee seats 

required adjustment to reflect this. The Town Clerk provided clarification 

regarding the appointment of substitutions and how this would apply to the 

Chair and Vice-Chair roles on the Committees. It was noted that the Chairs 

and Vice-Chairs of the Committees should be drawn from different political 

parties. It was therefore Resolved that: 

Subject to the addition of clarification regarding 

the appointment of Chairs and Vice-Chairs being 

from different political parties, the proposals as 

set out in paragraph 3.6 of the report be 

RECOMMENDED to Full Council for approval for 

the remainder of this Council (May 2023) or until 

one party has a majority, whichever is soonest. 

15.3. External Auditor Certificate and Report 2019 to 2020 

The Committee received the External Auditor Certificate and Report 

(previously circulated). The Deputy Town Clerk was pleased to report that for 

the second year running there were no findings. It was Resolved that:  

The External Auditor certificate and report for 

the 2019 to 2020 accounts be noted. 

15.4. Internal Audit Report 2020 to 2021 

The Committee received the Internal Audit Report (previously circulated). This 

was the first of two visits for the current financial year and contained two 
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recommendations relating to VAT and IT backup provision. The Internal 

Auditor had recommended that the Town Council seek specialist advice on 

the application of the VAT rules in respect of the proposed new community 

facilities. This had been noted and would be taken forward at the appropriate 

time. Regarding the Councils IT backup arrangements, the Auditor had noted 

that the Pandemic had prevented a formal test. He had also observed that the 

current working arrangements implemented due to the Pandemic had 

demonstrated that the Town Council had affective contingency arrangements 

in place. It was Resolved that: 

The Internal Auditor report for the 2020 to 2021 

accounts and the action to implement the 

Internal Auditor’s recommendations be noted. 

15.5. Annual Governance Review 

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

outcome of the annual review of the Town Council’s Standing Orders and 

Financial Regulations. It was noted that a new model Code of Conduct from 

the Local Government Association was being considered for adoption at the 

District Council. The Town Councils current arrangements were viewed as 

robust and it was judged prudent to await the outcome of the District Council’s 

review before considering whether further changes were required. It was 

therefore Resolved that: 

1. The outcome of the Annual Governance 

Review be noted and that no changes were 

required to the Town Council’s Standing 

Orders, Financial Regulations and Code of 

Conduct at this time. 

2.  The update on the new model Code of        

      Conduct be noted. 

 

15.6. Anti-Bribery, Fraud and Corruption Policies Review 

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

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

endorsement. These three policies had been combined to avoid duplication 

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

Governance and Audit and Property and Personnel because they were 

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

responsibility for the Whistleblowing Policy and the Gifts and Hospitality Policy 

required a similar change. It was therefore Resolved that:  
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1. The Anti-Bribery, Fraud and Corruption 

Policy and Procedure be endorsed and 

RECOMMENDED to Full Council for 

approval. 

 

2. The changes to responsibility relating to 

the Anti-Bribery, Fraud and Corruption 

Policy, the Whistleblowing Policy and the 

Gifts and Hospitality be noted. 

15.7. Annual Review of Internal Controls 

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

the Town Council’s Internal Controls following the annual review. The Deputy 

Town Clerk explained the changes that had been made to the procedure for 

authorising payments following the move to electronic banking. Referring to 

the earlier discussion of the Notices of Motion, it was also noted that a control 

had been introduced requiring the inclusion of financial implications in 

recommendations and resolutions. It was therefore Resolved that: 

1. The Council’s updated System of Internal 

Controls be approved. 

2. Council be RECOMMENDED that statements 2, 

5, 6 and 7 of the Annual Governance 

Statement had been complied with. 

15.8. Annual Review of Corporate Risk Register 

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

Town Council’s Corporate Risk Management Strategy and Procedures. It was 

noted that ordinarily this would include a register for the Council’s Priorities 

and the Council’s Policies, Aims and Objectives.  These were due to be 

reviewed during the March 2021 Committee Cycle and would therefore be 

reassessed using the risk management process and brought to the 

Committee in July.  The Deputy Town Clerk explained that the response to 

the pandemic had overtaken work on developing formal business continuity 

plans. However, the lessons learnt from this period would be used to inform 

the development of business continuity arrangements which would be 

reviewed by this Committee in due course. It was therefore Resolved that: 

 1. The Council’s Corporate Risk Management 

Strategy and Procedure be approved and be 

RECOMMENDED to Council for approval. 

2. The updated Risk Register be 

RECOMMENDED to Council for approval.  
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15.9. Standards Sub-Committee 

The Committee received and noted the non-exempt and exempt Minutes of 

the Standards Sub-Committee (previously circulated) meeting held on 9th 

September 2020. It was noted that the recommendations had yet to be 

implemented and were back with the Monitoring Officer. It was Resolved that: 

 

The update be noted. 

15.10. Complaints and Compliments Review 2020 

The Committee had before it (previously circulated) the annual review of 

Complaints and Compliments. There had been a reduction in feedback due to 

the exceptional circumstances generated by the pandemic. However, 

Members were pleased to note the positive comments and thanks for support 

particularly from the hirers at Southfields. Observing that not everyone had 

access to the internet it was also suggested that the Town Council’s notice 

boards be checked to ensure that the up-to-date support and guidance 

information was displayed. The Deputy Town Clerk confirmed that she would 

take this forward. It was therefore Resolved that: 

The report be noted.  

     16. Exempt Business 

 There was none. 
 

The meeting closed at 7:37pm.     

_________________

                                                                                

          CHAIR 
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Littlehampton Town Council 
 
Non- Confidential 
 
Governance and Audit Advisory Group 
 
Date: 6th July 2021 
 
Report by: The Town Clerk 
 
Subject: Internal Audit Report 2020 to 2021 
 

1. Summary 
1.1 Attached, as Appendix 1, is the final Internal Audit Report for Littlehampton 

Town Council for the financial year 2020 to 2021. The audit was conducted by 
the Town Council’s independent Internal Auditor, Mike Platten from Farsight 
Consulting.  

1.2 One of the functions of Internal Audit is to give assurance to Members of the 
Council that the systems, financial and otherwise, are following best practice, 
operating correctly, compliant with all laws and regulations and can be relied 
upon. 

1.3 All areas were found to be in order and no significant recommendations were 
made.  

 
2. Recommendations 

 The Advisory Group is Recommended to:  
 
Note the Internal Audit report for the year ending 31st March 2021 and 
the actions proposed. 

 
3. Background 

3.1 The Internal Auditor has made two visits in the year. The attached report 
covers both visits.  

 
3.2 The areas that were audited were: 
 

• Review of the Books of Account 
• Review of Financial Regulations and Payments  
• Review of Risk Management and Insurance  
• Review of Budget preparation and monitoring, Precept and Reserves  
• Testing of Income and expenditure including Petty Cash  
• Review of Salaries and wages  
• Review of Annual Accounts and Annual Return 
• Review of Fixed Asset Register and investments 
• Review of Bank Reconciliations 
• Review of Year End Accounts for external auditor  
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3.3 Risk Management 
3.3.1 The Auditor noted that the Council is well advanced in planning for 

construction of a new community centre and advised it is important that the 
Council fully understands VAT issues around construction of the new 
building. The Auditor has passed details of a VAT advisor who specialises in 
the Town and Parish Council Sector. 

 
3.3.2 The Council has agreed to opt to tax the new youth facility building at Eldon 

Way (meaning the VAT that the Council incurs on the build and associated 
costs can be recovered and that future hire charges will have to include 
VAT). 

 
3.3.3 The Council will contact the advisor to take advice on the new North 

Littlehampton Centre particularly as this is more complex. 
 
3.3.4 The Auditor noted that the complete IT backup is still outstanding due to 

COVID-19. The Auditor stated that a test of the backup should be completed 
annually, although he did accept that the move to home working experienced 
by the Council over the past few months provides considerable assurance 
that backup and remote access protocols are working effectively. 

 
3.3.5 The annual test will be completed with the Council’s ICT provider once 

circumstances allow.  
 
3.4 Bank Reconciliations 
3.4.1 The auditor noted that the Council continues to make some payments by 

cheque, notably to grant recipients. The auditor has recommended that 
these should be made electronically going forward, ensuring grants are paid 
into verified bank accounts and that the Council should try to eliminate 
cheque payments by the end of the financial year. 

 
3.4.2 The finance team are working with other officers to ensure most payments 

are now made electronically. The recent Service Funding Agreements were 
all paid electronically.  

 
4. Conclusion and Opinion 

4.1 The inherent risk in the system is low. 
 
4.2 The Council has robust policies and procedures in place that are fit for 

purpose, and it has provided evidence to show it is following its own financial 
regulations and standing orders. The Council has been diligent in maintaining 
robust financial controls throughout this difficult time. 

 
4.3 Assets have been correctly added and removed from the Asset Register. 
 
4.4 The Council has thorough and comprehensive risk management strategies in 

place and monitors and reviews risks on an ongoing basis. 
 
 
Peter Herbert 
Town Clerk 
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6 Uplands Road 

Farnham GU9 8BP 

Mr P Herbert 

Littlehampton Town Council 

26 May 2021 

Dear Peter 

Littlehampton Town Council - Internal Audit 2020-21 

The internal audit of Littlehampton Town Council for the 2020-21 financial year is now 

complete.  I am pleased to be able to report that I have signed off the attached internal audit 

report with no comments.  The final audit was again carried out remotely due to pandemic 

restrictions.  

As stated in the engagement letter, the scope of our work is limited to completing the audit 
testing and enquiries we deem necessary to complete Section 4 of the Annual Report for 

Local Councils in England.  We do not provide assurance over or accept responsibility for 

areas of work not included in this scope, unless specifically agreed with the Council during 

the financial year.  

In providing internal audit services we are not conducting a financial statement audit in 

accordance with standards and guidelines issued by the Audit Practices Board and our 

procedures are not designed to provide assurance over the reliability and quality of your 

financial statements and management information – that is the job of external audit.  

We are required by the Annual Internal Audit Report included in the Annual Governance 

and Accountability Return (AGAR) to review controls in place at the Council against 

predefined control assertions. These control assertions are set out below, together with the 

results of my internal audit work for 2020-21.   

The audit was carried out in two stages.  The interim audit carried out remotely  on 17 

November  2020  concentrated on in year financial transactions and governance controls.  

The final audit was carried out remotely, due to Covid 19 restrictions.  This work was 

carried out during the week of  24 May 2021 and concentrated on the statement of 

accounts and balance sheet.  

APPENDIX 1
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A: Books of Account 

Interim Audit 

The Council continues to use RBS, an industry specific accounting package.   I have tested 

the brought forward balances against the unaudited prior year annual return and can confirm 

these have been brought forward correctly.     

The RBS system is used to report and record the financial transactions of the Council, it is 

used to make bookings for hires, allotments, and fixed asset register recording.  A review of 

the cashbook shows that all data fields are being entered, supporting documentation is easily 

located from references recorded on the general ledger.  Reconciliations tested were up to 

date at the time of the audit.   

I have confirmed that the Council’s VAT returns are up to date, with the most recent claim 

for the 3 months to 30 September 2020 submitted to HMRC on 15 October.   I checked 

that balances in the return could be agreed to schedules produced by the accounting system. 

 

At the time of my audit the Council had not yet received the external audit certificate.  This 

is because the external auditor’s deadline has been moved back to 30 November this year 

due to the pandemic.     I confirmed that my internal audit report for 2019-20 was taken to 

the July meeting of Governance and Audit Committee.  Minutes show proper consideration 

of matters arising.    

 

I have no recommendations in this area.  

Final Audit  

The accounting statements have been agreed back to balance sheet and income and 

expenditure reports produced from the RBS  Accounting system.  All comparatives reported 

in the financial statements have been agreed back to the audited 2019-20 accounts as 

published on the Council website.   

 

I confirmed that the year-end VAT return has been completed and submitted to HMRC.     

VAT reclaim per the balance sheet (£31,057) has been agreed to the relevant nominal 

ledger account and to the completed VAT return, together with a supporting schedule of 

transactions from the RBS accounting system. 

 

The Council reviewed my interim audit report at the February 2021 meeting of Audit and 

Governance Committee.    

 

I am satisfied that the Council has met this control objective.  

 

B:  Financial Regulations & Payments 

Interim Audit 

Financial Regulations were reviewed at Full Council in October 2020.  Amendments were 

made to reflect the Council’s move to online banking.  Standing Orders were reviewed at  

APPENDIX 1
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Governance and Audit Committee in February 2020.  The Littlehampton documents are 

based on NALC templates.    

Council is given authority to spend via the annual budget process.  The Council has a robust 

procedure in place to ensure that all expenditure is authorised in line with financial 

regulations.  I selected a sample of 10 higher value transactions from the ledger and I was 

able to confirm for all transactions that:   

• Transactions could be agreed back to invoice 

• Payment approval slip was on file, authorised by appropriate officers, with evidence 

of councillor sign off 

• VAT accounting correct 

• Expenditure appropriate for the Council  

 

The RFO confirmed that the Council was able to continue operating existing payment 

processes during office closures.   

 

The Council has moved to making payments using online banking from the end of October 

2020.  I have discussed the system in place with the Responsible Finance Officer, and I am 

satisfied that this system provides adequate separation of duties, and proper review of 

payments by councillors, prior to online payment authorisation at bank by the Town Clerk.  

Financial Regulations have been amended to reflect these changes.  I will test the online 

payment system at my year end audit, as the system has only recently been changed.    

 

I can confirm that the Council is compliant with the 2015 Transparency Code.  Information 

is disclosed in the “How We Spend ” section of the website, and information on payments, 

and procurement is up to date, to the end of quarter 2 2020-21.  Information on grants 

awarded is held elsewhere on the website, I have suggested a hyperlink is added to the “How 

We spend” page.  

 

Final Audit  

Non pay expenditure per box 6 to the accounts amounted to £678,582, up from £671,302 

in 2019-20.    

I sample checked Transparency Code  data reported on the Council website. I confirmed 

information was up to date for the following data: 

 

- Grant information published  -  grant awards made in 20-21 on website 

- Expenditure over £500 was up to date to end of March 2021.   

 

The Council has moved to paying most invoices by BACS since my last audit.  Payment 

listings are prepared on the Council’s accounting system.  These are reviewed, alongside the 

invoice and supporting documentation, by a councillor, who evidences this review.  Payments 

are then set up at bank by the Finance Assistant, prior to authorisation by  the Clerk or 

RFO.  

 

 

APPENDIX 1
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I  selected a further sample of 10 expenditure  transactions from the ledger for the final 4 

months of the financial year.  For all transactions tested I was able to confirm that: 

 

• Transactions could be agreed back to invoice 

• Purchase order raised in advance of purchase (where required) 

• Payment schedule containing invoice signed off by councillor 

• Authorisation of bank payment by Town Clerk evidenced.  

 

I am satisfied that the Council is meeting this control objective.  

 

C:  Risk Management & Insurance 

Interim Audit 

The Council has a risk management strategy in place and monitors and reviews risk on an 

ongoing basis.  The RFO has confirmed that this will be formally reviewed at the February 

Governance and Audit Committee with Full Council sign off at the March 2021 meeting.  I 

will review the approved risk assessment at my year end audit.     

The Council is in year one of a new 3 year deal with Zurich insurance.   The insurer was 

selected following a tender process run by Came and Co, a sector specialist insurance 

broker.  Money cover is set at £1million.   This is satisfactory, given the Council’s 

documented approach to risk management in this area, which has been discussed in previous 

audit reports.     Asset cover appeared consistent with the asset register.   The RFO 

confirmed the policy will be amended and cover increased once the new playground is 

complete.     

I understand that the Council is well advanced in planning for construction of a new 

community centre.  It is important that the Council fully understands VAT issues around 

construction of the new building to ensure that 

- Reclaim of VAT on building costs is made in line with regulations 

- Correct VAT is levied for any income generating activities in the new building.   

I have given the RFO details of a VAT advisor who specialises in the Town and Parish Council 

sector.  

The Council has a well-established process for backing up computer data, with backups held 

at remote locations.  The RFO has not been able to complete back up testing with the 

Council’s ICT provider due to Covid related workload.  A test of backup should be carried 

out annually, although I accept that the move to  home working experienced by the Council 

over the past few months provides considerable assurance that back up and remote access 

protocols are working effectively.  

I am satisfied this control objective has been met.  
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Final Audit  

The Council’s corporate risk register has been subject to further review in at the Full 

Council meeting in February 2021.  Council approval of the risk assessment was confirmed 

in a minute of this meeting.  I have reviewed the risk assessment and it is thorough and 

comprehensive.   

I am satisfied that this control objective is being met.  

 

D. Budget, Precept & Reserves 

Interim Audit 

The Council is the process of preparing the budgets for 21-22. The RFO  held meetings with 

Service Managers in October. Subsequent meetings have been held with the leader of each 

political group and the Chairs and Vice Chairs of each committee.   Budget reports are due 

to go to Committees in December, with final approval of budget and precept for 21-22 due 

at Full Council in January 2021.  All precepting authority deadlines will therefore be met.   

I have confirmed that regular budget monitoring reports are issued to committees in line 

with financial regulations.  I was able to confirm that budget monitoring reports for quarter 

2 2020-21 had been presented to committee.  I reviewed the budget v actual report on RBS 

as at mid November 2020.  There were no significant overspends that were not covered by 

funding from earmarked reserves.  

 
I was pleased to note that the RFO provided updates to Committees and to Policy and 

Finance Committee, setting out financial impact of the Covid 19 emergency on the Council.  

I have reviewed the report presented to Policy and Finance Committee in September.  This 

shows that the £60K estimated reduction in income is more than offset by cost reductions 

due to cancellation of events.  I am therefore satisfied that there is no need to redraft the 

2020-21 Council budget.  

 

Final Audit  

Reserves at 31 March 2020 were £2,572,592  ( 2019-20 £2,566,171).   

 

Table 1 

Reserves at 31.3.21 

 

Name of reserve Balance at 31.3.21 

General Fund 352,404 

EMR Projects 415,801 

EMR Capital 408,983 

EMR Vehicles 17,693 

EMR Project 82 10,501 

EMR Building Maintenance 78,746 

EMR Museum 12,269 

Capital Receipts Reserve 1,276,195 
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General reserves at year end  represented  27 % of precept.  This is in line with 

recommended levels set out in the NALC Practitioners’ Guide which recommends that 
general reserves should not be allowed to fall below 3 months net revenue expenditure.      

 

I note that the Council intends to make use of the capital receipts reserve in 2021-22 to 

fund the Keystone Centre project.  This meets legislative requirements, which only permit 

capital receipts to be spent on capital projects.   

 

I have confirmed by review of minutes that the Council approved the budget and precept 

for 21-22 at the January meeting of Full Council.  The medium-term budgets for the next 3 

financial years were also approved at this meeting.     

 

The quarter 3 budget monitoring report was presented to Committees in March 2021.  I 

reviewed the Community Resources Committee report and can confirm clear 

explanations of  all variances was provided.  

 

I am satisfied that this control objective is being met.  

 
E. Income 

Interim Audit 

I confirmed fees and charges for 20-21 had been properly approved at a meeting of the 

Community Resources Committee in December 2019.    

Income has been significantly reduced in 2020-21, due to the impact of COVID on room 

hire and other ad hoc income.  I will therefore carry out testing of income at my year end 

audit.  

Final Audit  

Precept per box 2 to the accounts was £1,279,268 (2019-20 £1,197,150).  This has been 

agreed to third party documentation provided by external audit. 

 

Income per box 3 to the accounts was £95,300 (2019-20 £123,171).    

 

I tested a sample of income transactions amounting to £46K from the income transaction 

listing on the Council’s accounting system.  

 

£25,000  - contribution from Arun DC towards town centre events – agreed to invoice  

£8,458 – insurance payment from Zurich insurance, confirmed to email from insurers  

£12,944 – bank interest receipts – agreed to bank statement credits  

 

I am content that this control objective has been met.  
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F. Petty Cash 

Petty cash at balance sheet date was £250.  The RFO confirmed that petty cash had been   

counted and reconciled to vouchers at 31.3.21.  I am satisfied that controls over petty cash 

are appropriate.  

G. Payroll  

Interim Audit 

The Council processes payroll in house using Sage 50 payroll.  The RFO inputs all payroll 

changes and expense claims each month.  The payroll is processed and a telepay document 

is produced and faxed to the bank.  Payments are made electronically to staff.   

I tested the August 2020 payroll in detail.  I was able to confirm the payroll posted to the 

general ledger back to the telepay document that had been authorised by the Clerk and by 

the RFO.  I agreed pay for 5 officers back to payslips,  rates of pay were checked back to 

appropriate NJC scales. All payroll tested was paid in accordance with these payscales, and 

I am therefore satisfied that the Council has satisfactory controls over payroll.     

Final Audit  

 

Staff costs per box 4 to the accounts were £658,426 ( 2019-20 £626,823).     

 

I tested the February  2021  payroll.  I was able to confirm the payroll posted to the general 

ledger back to the telepay document that had been authorised by the Clerk and by the RFO.  

I agreed pay for 4 officers and one councillor back to payslips,  rates of pay were checked 
back to appropriate NJC scales.  Any overtime / mileage paid  was agreed back to manager 

signed claim forms.   

I confirmed that all payroll tested was agreed to approved rates of pay and authorised claim 

forms, and I am therefore satisfied that the Council has satisfactory controls over payroll. 

 

H. Assets and Investments 

Final Audit 

Fixed assets per box 9 to the accounts were £ 3,147,744 ( 2019-20 £3,095,313)  I have 

agreed the balance in the accounts back to the asset register.  The asset register appears 

complete and to record assets at cost or proxy cost, as required by regulations.  

 

Changes in asset register value year on year are supported by schedules of assets added and 

removed from the asset register, again at cost.   I have reviewed the following changes in 

20-21: 

 

- Assets removed from asset register – Rosemead play equipment has been replaced in 

year and has therefore correctly been removed from the asset register.  

 

- New assets amounting to £116,980 – this is the new Rosemead play equipment. .  These 

assets include playground equipment purchased in 20-21.  These have correctly been 
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added to the asset register at cost.  Installation fees have been excluded and the asset 

register included the items now in place at Rosemead.  

 

I am satisfied that the control objective has been met.  

 

I: Bank Reconciliations 

Interim Audit 

Reconciliations for all bank accounts are carried out regularly and in accordance with 

regulations.  This is clearly evidenced in the Council’s bank reconciliation file. The September 

2020 bank reconciliation was tested in detail.  I confirmed the following.   

• The face of the bank statements and the bank reconciliations had been signed off by 

the reviewing councillor  

• All balances on the bank reconciliation were agreed back to bank statements / 

cashbooks 

• Cashbook /bank statement differences were explained by schedules of unpresented 

cheques / lodgments.  Testing of these items to subsequent clearance through the 

bank account confirmed these adjusting items to be genuine – I tested 5 large items 

and confirmed they cleared the bank account in October 2020.   

• Bank reconciliations were reported to a meeting of the Policy and Finance 

Committee, and this review was minuted.  

 

Final Audit 

Cash per box 8 to the accounts was £2,675,786  (2019-20 £2,562,021)   

 

I reperformed the year end bank reconciliation.  For all bank accounts I was able to agree 

the balance on the bank reconciliation back to bank statements and cashbook balances 

recorded on RBS. 

 

Unpresented cheques are significantly reduced this year, as the Council is making increased 

use of BACS payments to pay third parties. Unpresented cheques at year end were £3,162. I 

tested one cheque of £500 to presentation at bank on 27 April 2021.   

 

I note that the Council continues to make some payments by cheque, notably to grant 

recipients .  These should be made electronically going forward, this ensures that grants are 

paid into verified bank accounts.   The Council should try to eliminate cheque payments by 

the end of the financial year.  

 

Loans outstanding at year end per box 10 to the accounts were £30,000 ( 2019-20 

£60,000).  This has been agreed to the year end loans statement supplied by Public Works 

Loans Board.  

 
I am satisfied that the Council is meeting this control objective.  
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J. Year-end accounts  

The Council maintains its accounting records on the RBS Omega accounting system.  This is 

a sector specialist accounting package, well suited to a council of this size and activity level.      

Littlehampton TC has produced accounts on an accruals basis, this is required as income / 

expenditure is above £200k.  A reconciliation between Box 7-8 of the accounts has been 

prepared and can be agreed to supporting schedules of debtors and creditors.    I do not 

audit this in detail, audit of the financial statements is the responsibility of external audit.  

An explanation of year-on-year variances has been prepared to be sent to the external  

auditors, this sets out clear reasons for variances where an explanation is asked for.  

I am satisfied this control objective has been met.  

L:  Exercise of Public Rights  - Inspection of Accounts 

Inspection periods for 2019-20 accounts were set as follows  

Inspection  - Key date 2019-20 Actual 

Accounts approved at 

Full Council 

25 June  Full Council  

Date Inspection Notice 

Issued and how 

published 

1 July 

Inspection period begins 2 July 

Inspection period ends 12 August 

Correct length Yes 

Inspection periods for last financial year were set in line with regulatory requirements.  

N: Publication  requirements 2019 AGAR 

The Statement of Accounts, Annual Governance Statement and  the external audit 

certificate are published on the accounts page of the Council website.  The Conclusion of 

Audit certificate is also published, dated 20 November 2020, before the statutory deadline 

of 30 November.  

0. Trusteeship  

No trusts. 

I would like to take this opportunity to thank Laura and Claire for their assistance with the 

audit and diligence in ensuring the Council has maintained robust financial controls 

throughout this difficult time. 
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I attach my invoice, and the internal audit report from the AGAR for your consideration.   

Please do not hesitate to contact me if I can be of any assistance, and I look forward to 

working with you in 2021-2. 

 

 
 

Yours sincerely 

 

 

 

 

 

Mike Platten CPFA 
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Points Forward – Action Plan  - Interim Audit  

  

Matter Arising   Recommendation Council Response 

I understand that the 

Council is well advanced in 

planning for construction of 

a new community centre.   

It is important that the 

Council fully understands 

VAT issues around 

construction of the new 

building. I have given the RFO 

details of a VAT advisor who 

specialises in the Town and 

Parish Council sector.  

 

Under consideration.  

The RFO has not been 

able to complete back up 

testing with the Council’s 

ICT provider due to Covid 

related workload 

A test of backup should be 

carried out annually, although 

I accept that the move to  

home working experienced 

by the Council over the past 

few months provides 

considerable assurance that 

back up and remote access 

protocols are working 

effectively 

Still outstanding,  

 

 

 

Points Forward – Action Plan  - Final Audit  

  

Matter Arising   Recommendation Council Response 

I note that the Council 

continues to make some 

payments by cheque, 

notably to grant recipients .   

These should be made 

electronically going forward, 

this ensures that grants are 

paid into verified bank 

accounts.   The Council should 

try to eliminate cheque 

payments by the end of the 

financial year.  
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Littlehampton Town Council 

Non- Confidential 

Governance and Audit Advisory Group 

Date: 6th July 2021 

Report by: Town Clerk 

Subject: Revised Risk Registers for Priorities and Policies 
 

1. Summary 
 
1.1 For the Advisory Group’s consideration and approval, attached as Appendix 1 

to this report is the Town Council’s Risk Register relating to the Council’s 
recently revised Priorities.  

1.2 For the Advisory Group’s consideration and approval, attached as Appendix 3 
is the Council’s Risk Register relating to the Council’s Strategic Policies. For 
the Advisory Group’s information, the revised Policies, Aims and Objectives 
are attached as Appendix 2.  

 
2. Recommendations 

 
2.1 The Advisory Group is Recommended to: 

 
Consider and comment upon the updated Risk Registers, and, if satisfied, 
recommend them to Full Council for approval. 

 
3. Background 

 
3.1 Local Councils are responsible for putting in place proper arrangements for 

the governance of their affairs and the stewardship of their resources. Part of 
good governance is the annual review of the Town Council’s Corporate Risk 
Assessment. 

 
3.2 Risk management is the process whereby Councils methodically address the 

risks associated with what they do and the services which they provide. 
Identifying things that could go wrong and taking proportionate steps to avoid 
this or manage the consequences. 

 
3.3 Members are ultimately responsible for risk management because the risk 

threatens the achievement of policy objectives. The Governance and 
Accountability in Local Councils therefore recommends that once per year 
Member should: 
• Take steps to identify and update their record of key risks facing the 

Council 
• Evaluate the potential consequences for the Council if an event is 

identified as a risk, takes place 
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• Decide upon appropriate measures to avoid, reduce, or control the risk 
or its consequences, and 
• Record any conclusion or decisions reached. 

 
3.4 To aid the Advisory Group’s understanding of the risk assessment process the 

Council’s Corporate Risk Management Strategy and Procedures can be found 
on the Council’s website:  https://www.littlehampton-tc.gov.uk/policies-and-
strategic-documents 

 
3.5 The Council’s Risk Register relating to the Priorities is attached as Appendix 

1. Following an update to the Council’s Priorities during the March Committee 
cycle the risks have been reviewed and updated by the Council’s Service 
Managers and approved by the Town Clerk and Deputy Town Clerk and 
Responsible Finance Officer.  

 
3.6 Consequently, the Council’s Policies, Aims and Objectives have also been 

reviewed and updated in light of the revised Priorities. The updated Policies, 
Aims and Objectives are attached as Appendix 2 for the Committees 
information.  

 
3.7 The Risk Register relating to the Policies is attached as Appendix 3. The risks 

have been reviewed and updated by the Council’s Service Managers and 
approved by the Town Clerk and Deputy Town Clerk and Responsible 
Finance Officer. Updates and amendments have been made and are in red 
text for ease of reference. Attention is drawn to the following key areas of 
change:  

  
New or amended paragraph in Risk 
Register 

Page 

New policy added: 
“Seek opportunities to secure 
financial support for future 
enhancements to these and other 
community facilities through Section 
106 developer funding and the 
Community Infrastructure Levy as 
appropriate.” Along with new risks 
and controls. 

Page 2 

New control added: 
“Two-year pilot Community Warden 
Scheme in partnership with Arun 
District Council” 

Page 5 

New control added: 
“Clear process for SFAs and Grants” 

Page 5 

New risk added: 
“Reduced access to 
leisure/fitness/social groups. Lack of 
positive activities for children and 
young people to engage in. Lack of 
resources. 

Page 6 
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New control added: 
“Capital Projects Programme 
Budget” 
New policy added: 
“To develop branding for the Town 
and Town Council” along with new 
risks and controls. 

Page 7 

Policy revised: 
“To conserve and safeguard the 
Museum Collection, provide an 
education and outreach service and 
promote and preserve Littlehampton’s 
cultural heritage.” New controls also 
added. 

Page 8 

New policy added: 
“To support local young people 
looking for employment or who want 
to develop entrepreneurial skills.” 
Note risks to be identified once 
implications of this policy have been 
explored. 

Page 14 

New policy added: 
“To support the provision of access to 
all facilities in the Town for people of 
all abilities”. New controls also added. 

Page 18 

New policy added: 
“To have arrangements in place to 
ensure continuity of or minimum 
disruption to service provision in the 
event of an accident or national 
emergency”. New controls also 
added. 

Page 19 

 
 
3.8 Members are asked to consider and comment upon the updated Risk 

Registers and, if satisfied, recommend them to Full Council for approval. 
 
3.9 Members are reminded that Councils are expected to make several 

representations and assertions in eight statements of assurance, which 
together comprise the Annual Governance Statement, about the 
accountability of the Council. The following statements appertain to this report. 
This Committees review of the Risk Register gives Council the assurance 
required to approve the Annual Governance Statement in June. 
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Statement Explanatory Note 

5 “We carried out an assessment of 
the risks facing the Council and took 
appropriate steps to manage those 
risks, including the introduction of 
Internal Controls and/or external 
insurance cover where required.” 
 
6 “We maintained throughout the 
year an adequate and effective 
system of Internal Audit of the 
Council’s accounting records and 
control systems.” 
 

These representations cover the 
Council’s responsibility to develop, 
implement and regularly monitor the 
effectiveness of systems of internal 
control covering: 

• The overall control 
environment, including internal 
audit; 

• The identification, evaluation, 
and management of 
operational and financial risks; 

• Budgetary control and 
monitoring arrangements; and 

• Documentation and 
application of control 
procedures. 

 
 
 
 
Peter Herbert 

Town Clerk 

Laura Chrysostomou 

Deputy Town Clerk and Responsible Finance Officer 
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Council Priorities & Risk (2021 to 2022) Appendix 1

Priority Identified Risk
SR
I/L

OR
I/L Controls

Nominated 
Person

Priorities, Policies, Aims 
& Objectives

Failure to develop robust and effective Priorities, Policies, 
Aims and Objectives to steer the Council.

Failure to agree them.

Failure to communicate effectively and deliver.

3/1

3/1

3/1

3/1

3/1

3/1

•  Council has approved Priorities through Committee 
cycle
•  Policies, Aims and Objectives to be developed with full 
Member and staff involvement
•  Risk Register 
•  Regular reporting to Committee/Council
•  Regular Business Plan Meetings scheduled to monitor 
progress
•  Communications to be considered
•  Staff appraisals

TC

Business Continuity 
Plan

Failure to develop leaves business at risk.

Capacity and resources to develop. 

3/2

3/2

3/2

2/2

•  Identified as Priority
•  Task Group set up. Delayed due to COVID-19 but 
business continued within Government 
Guidance/Legislation and will inform Plans

TC

Branding/Marketing

Failure to present a strong brand and capitalise on 
opportunity to market the Town.

Lack of community and stakeholder engagement

3/2

3/2

3/2

2/1

•  Identified as Priority
•  Committee

C&MM

Refocus New Major 
Capital Projects to: the 
Windmill; High Street 

Public Realm; St Martins 
Car Park; Keystone & 
North Littlehampton 
Community Centres

See separate risks for Keystone and North Littlehampton 
Centres and High Street Public Realm.

Other major projects not within Town Council's control and 
require exploration.

Requires collaboration with ADC.

2/1

2/1

1/1

1/1

•  Identified as Priority
•  Committee

TC/ATC

SR=Strategic Risk; OR=Operational Risk; I/L=Impact/Likelihood; TC=Town Clerk; DTC/RFO=Deputy Town Clerk/Responsible Financial Officer; ATC=Assistant Town Clerk; CM=Communications 
Marketing Manager 27



Priority Identified Risk
SR
I/L

OR
I/L Controls

Nominated 
Person

New Youth Centre in 
Wick 

Lack of facilities for community groups and local people

Funding - could cost more than initially projected and 
partners might not be available given limited public sector 
funding.

Planning approval not obtained.

Lack of engagement from partners

Lack of community engagement

Timescales for delivery not achievable or slip

Capacity and resources for operational delivery may not 
be adequate 

2/1

3/2

3/1

1/1

2/1

1/2

2/1

2/1

3/2

3/1

1/1

2/1

1/2

3/1

•  Committee and Project Board with stakeholders 
participating
•  Feasibility study conducted and external assistance 
provided
•  PID developed and will inform Project Plan
•  Capital Programme Funding agreed 
•  Funding from Section 106 and ADC
•  Budget prepared with estimated future revenue costs 
and Earmarked Reserves
•  Public and stakeholder consultation

TC/ATC

North Littlehampton 
Community Centre & 

Youth Facility

In addition to risks identified for Keystone (as detailed 
above):

Due to S106 funding delivery is dependant on completion 
of the North Littlehampton development.

Link to surrounding facilities needs to be established.

Risk the centre could be ready before the development is 
completed and initially demand for use will not be there.

Due to it being a large facility an anchor tenant is 
desirable but there is a risk one might not be found.  

Further planning approval might be required. 

2/1

1/1

2/1

2/1

2/1

3/1

1/1

2/1

3/1

3/1

•  Committee
•  PID to be developed and will inform Project Plan
•  Capital Programme Funding to be agreed
•  Funding from S106
•  Budget prepared with estimated future revenue costs 
and Earmarked Reserves
•  Public and stakeholder consultation
•  Maintain relationship with developer and key 
stakeholders
•  Outline planning approval in place
•  North Littlehampton Steering Group (NLSG)

TC/ATC

SR=Strategic Risk; OR=Operational Risk; I/L=Impact/Likelihood; TC=Town Clerk; DTC/RFO=Deputy Town Clerk/Responsible Financial Officer; ATC=Assistant Town Clerk; CM=Communications 
Marketing Manager 28



Priority Identified Risk
SR
I/L

OR
I/L Controls

Nominated 
Person

Tree Planting & Wild 
Flowers on new Fitzalan 
Corridor, also including 

Rosemead Conifers

The environment is unattractive to residents and visitors 
and results in complaints and reduced visitor numbers.

Rosemead Trees have TPO (Tree Preservation Orders) 
therefore planning required and may not be obtained.

1/1

1/1

1/1

1/1

•  Identified as Priority
•  Committee and JEACC - Highways & Transport Sub 
Group
•  Trial scheme of wildflower meadow planting at Manor 
House

ATC

Gateway Public Art 
North Littlehampton

Lack of opportunity to showcase Town

Miss opportunity for branding

Risk of not achieving art installation at reasonable price

1/1

2/1

2/1

1/1

1/1

2/1

•  Identified as Priority
•  Committee
•  NLSG

ATC

Youth Employment 
Policy

Implications need to be explored before risks can be 
identified

New Allotments - 
Church Land at 

Worthing Road, Holly 
Drive and North 
Littlehampton

Lack of allotments leading to failure to meet the Duty on 
local councils.

Holly Drive and North Littlehampton linked to roll-out of 
North Littlehampton development.   

Site constraints e.g. contamination 

Capacity and resources for operational delivery may not 
be adequate.                  

2/1

2/1

2/2

2/1

1/1

3/1

2/2

3/1

•  Maintain relationship with developer and key 
stakeholders
•  Broad layout/design agreed with developers
•  Continue to review budgets and resources
•  NLSG

ATC

Improving 
Environmental Controls 

on Allotments

Failure to fulfil environmental aspirations

Capacity and resources to deliver.

Site constraints e.g. contamination

1/1

1/1

2/2

1/1

1/1

2/2

•  Identified as Priority
•  Committee and Allotment Working Group

ATC

SR=Strategic Risk; OR=Operational Risk; I/L=Impact/Likelihood; TC=Town Clerk; DTC/RFO=Deputy Town Clerk/Responsible Financial Officer; ATC=Assistant Town Clerk; CM=Communications 
Marketing Manager 29



Priority Identified Risk
SR
I/L

OR
I/L Controls

Nominated 
Person

Secure Future of Wick 
Information Centre

Reputational damage for Council

Lack of facilities for local people

2/1

2/1

1/1

1/1

•  Identified as Priority
•  Committee
•  Service Funding Agreement for 2020 to 2023 

ATC

Boules/Petanque at 
Mewsbrook Park;  
Outdoor Leisure 

Equipment

Lack of facilities for local people and visitors

Costs unknown and no budget specified

1/1 1/1 •  Identified as Priority
•  Committee
•  Potential to fund from Capital Receipts Reserve

TC

Pier Road 
Pedestrianisation

Failure to fulfil the Council's representative role.

Reputational damage for Council

1/1

2/1

1/1

1/1

•  Identified as Priority
•  Committee

TC

Pier Road Entertainment 
Scheme

Without the scheme potential loss of tourism.

Lack of opportunity to showcase the diversity of the Town; 
for the community to participate in local events and to 
increase footfall 

2/1

1/1

2/1

1/1

•  Identified as Priority
•  Committee

TC

Increased events for the 
Town (outsourced)

Lack of opportunity to showcase the diversity of the Town 
and for the community to participate in local events

Town Centre decline and loss of tourism

2/2

2/2

2/2

2/2

•  Identified as Priority
•  Committee

C&MM

Town Centre Events

Lack of opportunity to showcase the diversity of the Town; 
for the community to participate in local events and to 
increase footfall 

Town Centre decline and loss of tourism

2/2

2/2

2/2

2/2

•  Identified as Priority
•  Committee
•  Match funding secured

C&MM

Policing, Crime and Anti 
Social Behaviour

Increased crime and anti-social behaviour and Town 
Council not being seen to be addressing key public 
concern

3/2 1/1 •  Identified as Priority
•  Committee
•  Provision made in budget for two-year pilot Community 
Wardens

TC

SR=Strategic Risk; OR=Operational Risk; I/L=Impact/Likelihood; TC=Town Clerk; DTC/RFO=Deputy Town Clerk/Responsible Financial Officer; ATC=Assistant Town Clerk; CM=Communications 
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Priority Identified Risk
SR
I/L

OR
I/L Controls

Nominated 
Person

Town Centre Strategy

Loss of reputation for Council as representative voice

Local voice not being heard

Unattractive and poorly planned Town Centre, potential 
decline of Town Centre

Lack of expertise and capacity to deliver

Costs unknown and limited EMR

2/2

2/1

2/2

2/1

2/2

1/1

1/1

2/1

2/1

2/1

•  Identified as Priority
•  Committee
•  Funding allocated within EMR for the Strategy

TC/ATC/ 
C&MM

Town Centre 
Management

Loss of reputation for Council if new Town Centre 
Management provision not implemented

Local voice not being heard

Lack of co-ordination for Town Centre during time of 
change and development

Lack of funding

2/2

2/1

2/2

2/2

1/1

1/1

2/1

2/1

•  Identified as Priority
•  Committee
•  Partial funding allocated within EMR

TC

High Street 
Regeneration Initiatives 
(Littlehampton Traders 

Partnership)

Loss of reputation for Council as representative voice

Local voice not being heard

Lack of co-ordination if Town Centre Management not 
implemented

Lack of funding

2/1

2/1

2/1

2/1

1/1

1/1

2/1

2/1

•  Identified as Priority
•  Committee
•  Public Realm Improvement works

TC

Community Transport 
Initiative

Potential accessibility and connectivity issues - North 
Littlehampton & Town Centre/Seafront

1/1 1/1 •  Identified as Priority
•  Committee

ATC

Consider Options for 
LTC to provide Housing

Implications need to be explored before risks can be 
identified

•  Identified as Priority
•  Committee

TC

SR=Strategic Risk; OR=Operational Risk; I/L=Impact/Likelihood; TC=Town Clerk; DTC/RFO=Deputy Town Clerk/Responsible Financial Officer; ATC=Assistant Town Clerk; CM=Communications 
Marketing Manager 31



Priority Identified Risk
SR
I/L

OR
I/L Controls

Nominated 
Person

Estate Management

Failure to provide adequate budget to maintain estate 
(including Manor House a listed building) and risk of 
buildings falling into disrepair or breaching health and 
safety legislation

Loss of reputation for Council as owner of buildings with 
civic importance and of value to the local community

2/1

2/1

3/1

2/1

•  Committee
•  Budget and provision of EMR informed by internal 
reviews
•  Preventative maintenance

TC/DTC

Sale of Project 82
Failure to achieve expected price 2/2 1/1 •  Valuation obtained

•  Committee
TC/ATC

Card Payment Facility

Selecting a system not compatible with LTC systems.

Ensuring value for money when choosing charging 
options.

Capacity and resources to deliver.

2/2

1/1

2/2

1/1

1/1

2/2

•  Identified as Priority RFO / 
Museum 
Curator

Key
Risk Score

SR = Strategic Risk 1 = Low
OR = Operational Risk 2 = Medium
I/L = Impact/Likelihood ATC = Assistant Town Clerk 3 = High

C&MM = Communications and Marketing Manager

Peter Herbert Laura Chrysostomou
Town Clerk Deputy Town Clerk and Responsible Finance Officer
Date: Date:

Nominated Person
TC = Town Clerk
DTC/RFO = Deputy Town Clerk/Responsible Financial Officer

SR=Strategic Risk; OR=Operational Risk; I/L=Impact/Likelihood; TC=Town Clerk; DTC/RFO=Deputy Town Clerk/Responsible Financial Officer; ATC=Assistant Town Clerk; CM=Communications 
Marketing Manager 32
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Littlehampton Town Council 
 

“Caring For Our Town” 

Strategic Policies 

     Section 1  Mission Statement 
 

We, the Members of Littlehampton Town Council, are committed to providing, maintaining and developing services and local 
initiatives which will improve the quality of life of the residents of Littlehampton & Wick 

 
Principal Aims 

 

We will serve our community by 
 

• Providing and maintaining a range of public services and seeking to develop effectively other services, either directly 
or by supporting local organisations and other providers 

• Actively pursuing our representative role 
 

Beliefs and Values 
 

In carrying out the Council’s aims, we will be guided by the following principles: 
 

• We will deliver services to the highest quality in terms of efficiency, effectiveness and value for money. 
 

• We will promote a culture of continuous improvement. 
 
 

Appendix 2 
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• We will conduct business openly, impartially and democratically and where necessary consult widely with 
parishioners, all sections of the community and interested parties. 

 
• We will comply with the National Code of Local Government Conduct and the Nolan Principles in public life. 

 
• We will obtain from contractors and partners the best possible service value whether from statutory bodies or 

subcontracted services. 
 

• We will act in the best interests of local people in making representations to and entering into partnerships with: 
 

a) Arun District and West Sussex County Councils 
b) Outside Agencies 
c) Central Government 
d) Other appropriate private, public or voluntary sector groups 

 
• We will adopt a positive approach to resolving issues. 

 
• We will encourage all staff to reach their full potential. 

 
 
 
 
Reviewed and approved by Full Council on 25th June 2020
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Section 2 Committee Specific Policies 
 

 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+years) medium/long 

term 
CRC 1. Allotments   

  
To meet, where practical and reasonable, 
demand from the community for 
allotments. 
 
To work closely with the Littlehampton 
Allotments & Leisure Gardens Association 
(LALGA) and site representatives through 
the AWG to ensure that the needs and 
views of the plot holders are considered. 
 
 
To seek new provision for additional 
allotments as a result of new housing 
developments. 
 
To only let plots to residents of 
Littlehampton. Existing Plots let to non- 
residents to be continued until the 
agreement ends. 

 
• To deliver new plots on the “Church Land” 

Worthing Road site. 
• Promote the benefits of allotments to 

residents and encourage all sectors of the 
community to take up plots. 

• Seek to let all available plots, with the 
exception of “landlocked” plots, which will 
either be the subject of short term lets or 
held vacant until an opportunity becomes 
available to realign neighbouring plots to 
allow full access. 

• Maintain and keep in a neat and tidy 
manner all open spaces and empty plots. 

• To keep plot holders up to date and 
informed of changes through the periodic 
publication of a newsletter and through site 
representatives. 

• Investigate the possibility of creating an 
“organic” allotment site at Holly Drive in 
North Littlehampton. 

• Seek to improve accessibility and 
environmental practise by the Council and 
plot holders across the sites. 

• To work with the developer to deliver new 
allotment sites derived from the “North 
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Littlehampton” development (South at 
Holly Drive and North)  
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Committee Policy Aims and Objectives 
CRC  (0– 3 years) short term (4+ years) 

medium/long term 
  • Hold at least three meetings of the 

Allotment Working Group each year. 
• Encourage plot holders to report crime and 

anti-social behaviour to the Police and 
Town Council. 

• Ensure that plot holders are aware of the 
need to report the occurrence of notifiable 
weeds such as ragwort. 

• Assist, where possible and reasonable, 
people in the community, with disabilities, 
to run an allotment. 

• Maintain a pest control contract with a 
properly qualified organisation or 
business. 

• Review the allotment Tenancy Agreement 
at least once during the period. 

• Target 98% occupancy rate. 
• Seek to let a plot within four weeks of it 

becoming vacant. 
• Inspect sites at least monthly (open to 

members) 
• Act on poorly or non- cultivated plots in line 

with the Tenancy Agreement. 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) 

medium/long term 
 
CRC 

2. Parks, Gardens, Roundabouts 
& Street Scene 

  

 To maintain Rosemead Park, Manor 
House gardens, the War Memorial and 
other floral planting arrangements in and 
around the Town Town Centre 
Roundabouts, and as valuable 
community resources. 

 
To provide an attractive environment in 
and around the town for both visitors 
and residents. 
 
Seek opportunities to secure financial 
support for future enhancements to 
these and other community facilities 
through Section 106 developer funding 
and the Community Infrastructure Levy 
as appropriate. 

• Maintain the play equipment 
through regular checks to ensure it 
is safe. 

• Maintain the four Town Centre 
Roundabouts to a high standard. 

• Provide attractive planters and 
gateway displays at the 
approaches to the Town. 

• Maintain Town Council owned 
street furniture. 

• Ensure all graffiti and flyposting is 
removed promptly (where 
permission is given) and that the 
Town is kept clean and tidy. 

• Work with the County Council to 
enhance the landscaping Scheme 
for the Fitzalan Link Road extension 
to the North Littlehampton 
development with a tree and 
wildflower planting scheme. 

• Develop a wildflower planting 
scheme for Manor House Garden 

• Replace the trees on the Western 
boundary, adjacent to the Fitzalan 
Link Road, of Rosemead Park and 
replant with improved native 
English trees and hedge row mix 

• Undertake Health and Safety 
checks of all trees in the 
Town Council’s ownership 
(Arboricultural surveys 5 
yearly – next in 2026) 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) 

medium/long term 
P&F 3. Street Lighting   

  
To ensure the good maintenance of 
the Town Council’s street lighting. 
 
Wherever possible to pass 
responsibility for LTC Street Lights to 
WSCC, relevant resident’s 
associations or private landlords. 

 
 

 
 

• 25-year PFI agreement which 
commenced April 2010 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
Various   4. Community   
 
P&F 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Regeneration 
To support and promote a vibrant and 
prosperous Town. 

 
To work in partnership with public, private 
and voluntary sector bodies to attract 
investment to the Town. 

 
To exhort the principal authorities to 
prioritise the need to support and 
encourage the retail offer in the town 
centre to ensure its continuing health and 
the long-term future of the town. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Town Council will: 

• Work closely with local businesses, 
community groups and residents in 
progressing initiatives for the benefit of 
the Town. 

• Pursue an ambitious, but realistic, 
programme of regeneration for the 
Town Centre, which will include 
Community Wardens, Town centre 
events, High Street public realm work; 
Town Centre Strategy and support for 
a Town Centre Officer. 

• Look to work with the District Council 
and others to draw up a cohesive and 
comprehensive strategy for the future 
economic prosperity and vitality of the 
Town Centre and Wick, through 
strategic review of the retail centres. 

• Look to retain the concessionary 
parking scheme in the Town centre car 
parks and free on-street parking (with 
proper enforcement of parking 
regulations). 

• Work with relevant authorities to 
ensure that future developments 
address the needs of the Town 
including regeneration; deprivation; 
commerce; education; infrastructure 

 
 

• Work with Arun District Council 
on future proposals for St. 
Martins’ car park. 

40



Page 9 of 27  

 
 
 
 
 
 
 
 
 
 
 
 
 
P&F 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Community Safety 
To work with the Police and other 
relevant agencies to make Littlehampton 
a safer place. 

 
To facilitate access to the Police for all the 
Community. 
 

and facilities. 
• Strive for improvements to strategic 

transport links, including the A27 
Arundel by-pass; Arun Chord rail link 
and bus services. 

• Co-ordinate the Christmas 
illuminations for the town and work in 
partnership with the traders to provide 
a welcoming festive shopping 
experience. 

• Support the Wick Village Traders 
Association. 

 

The Town Council will: 
• Participate in policing and 

community safety initiatives, 
consultation and forums, actively 
representing the Town and its 
citizens. 

• In partnership with Arun District 
Council pilot a two-year 
Community Warden Scheme 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
 
CRC 

Grants and Community 
Organisations  
To prioritise, within the budget, funding 
for local community groups, either 
through Service Funding Agreements 
or through general community grants. 
In doing this the Town Council will: - 

• Assist local organisations 
to achieve their respective aims 
and objectives where these 
benefit the Town and the local 
community.  

• ‘Pump-prime’ initiatives to 
enable schemes to emerge, 
whilst not committing to long 
term revenue support. 

• Assist community groups to 
attract funding from local and 
national organisations to benefit 
local residents. 

• Identify, on occasions, specific 
needs and apply resources to 
meet them. 

• Provide Service Funding 
Agreements where appropriate, 
to assist with sustainable service 
provision. 

• Assist residents to form 
community groups and 
Residents Associations. 

The Town Council will: 
• Endeavour to increase awareness of 

grant funding 
• Identify groups who have previously 

not applied for General Grant 
funding. 

• Allocate all grants in accordance with 
agreed criteria reviewed by the 
Community Resources Committee 
from time to time. 
Actively seek other possible sources 
of grant funding which might be 
attracted through ‘pump priming’. 

• Maintain a strong audit trail to 
monitor Grant funding. 

• Make available criteria, timetable and 
application forms on the Town 
Council’s website. 

• Support, through small 
Grants, specific local arts 
initiatives. 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
 
Joint 
remit 
CRC & 
P&P 

 
Community Centres 

• To provide a full range of community 
centres across the town to meet the 
needs of the community. 

 
• Seek a reasonable income to offset 

operation costs. 
• Promote and increase 

community use of the 
Southfields Jubilee Centre. 

• Deliver a new youth facility in Eldon 
Way in partnership with Arun 
District Council 

• Deliver the new North Littlehampton 
Community Centre and youth facility 
as part of the North Littlehampton 
development 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
P&F 5. Press & Publicity   

 • To provide quality information 
through a range of media, 
including the website; press 
releases; notice boards 
Progress Newsletter; and 
Social Media.  

 
• To actively promote all the 

Councils assets to 
maximise use and income. 
 

• To develop branding for the 
Town and Town Council. 

The Town Council will: 
• Provide up to date information to the 

general public on its activities and 
services. 

• Use these media to market the 
Town to potential visitors and to 
promote events and activities. 

• Publish the Progress Newsletter 
four times a year. 

• Publish an email Progress 
Newsletter on a regular basis 

• Maintain the notice boards 
• Investigate opportunities to 

“Brand” the Town 

 

44



Page 13 of 27  

 Policy                                     Aims and Objectives 
Committee 6. Museum (0 – 3 years) short term (4+ years) medium/long term 
CRC To conserve and safeguard the Museum 

Collection, provide an education and 
outreach service and promote and 
preserve Littlehampton’s cultural heritage. 
 

The Town Council will: 
• Address the remainder of the Collections 

Documentation Backlog in accordance 
with the Documentation plan. 

• Fully support the volunteer journey as 
well as create new volunteering 
opportunities and diversify the skillset of 
volunteers 

• Deliver a programme of exhibitions, 
digital content, and events suitable for all 
audiences. 

• Redisplay of outdated exhibitions in 
gallery cases (deliver 1 redisplay per 
year) 

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

• Review and update the Museum Loan 
Box service, adult learning opportunities 
and schools resources 

• Expand the Museum’s reputation and 
reach through a new Marketing Strategy 
and Audience development work. 

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

• Begin a programme of collections 
Rationalisation/deaccessioning 

• Research options for and apply for 

• Review the Museum Forward   
Plan (alongside key plans and 
policies) in line with the 
requirements of The 
Accreditation (resubmission due 
2025) 

• Look at feasibility and available 
funding to deliver a searchable 
digital database that is 
accessible to the public 
(collections online) 
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external funding to support Museum 
projects as appropriate. 
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 Policy                                     Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
 7. Arts, sports & Events   
CRC Community Arts 

To support an innovative programme of 
community art activities to help local 
people to express their creativity, 
imagination and self-expression through 
all art media, provide a showcase 
opportunity for local artists and enable 
local people to develop their artistic skills 
through signposting and support. 

 
 
 
 
 Community Sport 
To support the development of a 
programme of sporting, recreational and 
physical activities to enable local people to 
experience new sports and activities and 
to keep fit and healthy. 
 

The Town Council will: 
• Examine new ways to raise the profile 

of the arts in the community. 
• Work in partnership with other 

statutory agencies regarding public 
art installations for Littlehampton. 

• To investigate the creation of 
a community arts forum 

• Provide continued support to the 
Dairy Arts Drop-in Group, reviewed 
annually by CRC during the Grant 
process. 
 
 

• Encourage the development of 
sports and art by establishing and 
supporting community led initiatives. 
Provide administrative support to 
the Littlehampton Sports Forum, 
which will encourage sports groups 
to work together to improve 
individual and group performance, 
share knowledge and promote 
excellence. 
 

• Provide a Sporting Excellence grant 
programme to enable emerging 
young sportspeople to progress 
with their chosen discipline. 
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 Policy                                     Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
 
CRC 

 
Community Events 

 
• The Town Council will facilitate, 

sponsor, support and provide a 
timetable of community events 
both universal and targeted to 
celebrate Littlehampton and the 
different special interests and 
social groups of the community. 

 
• Support the development of 

initiatives which increase 
opportunities for local residents 
and encourage civic pride thus 
raising the attractiveness of the 
Town.  

 
 

• In addition to its self-funded 
programme, the Council will 
seek to encourage other 
events providers to perform 
in the town-this could be 
assisted by financial support. 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+years) medium/long term 
CRC 8. Tourism   

 To work with relevant authorities, 
local tourist attractions and related 
businesses to promote tourism. 

The Town Council will: 
• Work with authorities, tourism providers 

and residents to ensure that the need 
for Littlehampton’s infrastructure to 
meet the needs of local residents and 
visitors is addressed by relevant 
organisations. 

• Develop innovative methods of 
promoting the Town so visitor 
spending is increased. 

• Improve accessibility to information 
about the Town to motivate potential 
visitors and enable them to make plans 
for their visit. 

• Encourage a “can do” mentality in the 
tourism sector. 

• Encourage investment in the town’s 
tourism economy. 

• Operate a Town Information 
Pack from the Manor 
House. 

• Identify principal catchment 
areas and effective methods 
of promoting Littlehampton 
as the premier family 
seaside “day out location” in 
West Sussex. 
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         Policy                                        Aims and Objectives 
Committee  ( 0 – 3 YEARS) SHORT TERM (4+ YEARS) MEDIUM/LONG 
P&F 9. Public Conveniences   

 Seek to retain and improve the 
Town’s public conveniences  
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long 
P&T 10. Planning & Transportation   

 Planning Applications 
• To deal efficiently and 

openly with planning 
applications. 

 
• To seek high standards of 

planning design and build, 
retaining the high quality of the 
conservation areas, areas of 
special character and 
significant buildings in 
Littlehampton. 

 
• To seek a higher standard of 

protection for flint walling as 
a distinctive characteristic of 
the area and to look for 
opportunities to provide 
more. 

Neighbourhood Development 
Plan 

• To deliver, in conjunction 
with the community and 
where possible, the key 
objectives of the Plan. 

The Town Council will: 
• Ensure that the process for 

commenting on applications remains 
efficient and transparent. 

• Ensure that all planning applications 
received from the District and 
County Council for consideration are 
dealt with within the agreed 
timescale. 

• Support the Heritage Group in 
delivering the objectives of the 
Neighbourhood Plan. 
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 Policy Aims and Objectives 
Committee  ( 0 – 3 years) short term (4+ years) medium/long term 
P&T 

 
 
 
 
 
 
 
 
 
 
 
 
P&T 

Strategic Planning 
• Seek to ensure that the Town 

Council is involved in the 
development of major planning 
and infrastructure initiatives so 
that the voice of the town is 
heard and that local people are 
given the opportunity to be 
consulted and involved at an 
early stage. 

 
 
 
Transportation 

• To promote 
sustainable transport 
networks and cycle 
routes. 

 
• To press for improved 

traffic management in the 
Town. 

 
• To support the need for a 

community Bus / transport 
services. 

The Town Council will: 
• Seek to ensure that all major 

developments address the needs of 
the Town including regeneration; 
deprivation; infrastructure and are 
eco- compliant. 

• Pursue the replacement of telephone 
and electrical overhead cables with 
underground cabling and the removal 
of redundant poles by the utility 
companies. 

 
 
 
The Town Council will: 

• Promote the use of public transport 
and press for improved services. 

• Support the local Community 
Transport in initiatives 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The Town Council will: 
• Continue to press the 

responsible authorities to 
produce a clear view on the 
Town’s transport 
infrastructure needs in 
relation to current and future 
likely development. 

• Seek a study by West 
Sussex County Council on 
traffic flow and management 
and parking through the 
Town. 
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 Policy Aims and objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
CRC 11. Youth Services   

 To be committed to the ongoing 
provision of services to support the 
development of children and young 
people. 

 
To offer a range of targeted and 
universal services offering 
constructive activities, information and 
support for 8- 25 year olds at a 
number of venues throughout the 
Town, enabling them to develop the 
knowledge, attitudes and skills they 
need to become competent, caring 
and contributing adults. 

 
To support and work with local youth 
organisations to provide as wide a 
range of youth provision as possible. 
 
To support local young people looking 
for employment or who want to 
develop entrepreneurial skills   
 

The Town Council will: 
• Seek to reduce crime and anti- 

social behaviour and promote 
health through diversionary 
activities for young people. 

• Provide a diverse range of informal 
learning opportunities both targeted 
and universal, through the 
development of a youth work 
curriculum which is empowering, 
educative, voluntary and within a 
framework of equality and diversity. 

• Develop partnerships with local 
statutory and voluntary 
organisations, and schools and 
support the development of positive 
relationships between young people 
and the wider community. 

• To deliver a youth facility in North 
Littlehampton or as part of the 
new Community Centre 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
CRC 12. Leisure   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

To look to introduce or enhance in 
partnership with other key partners a 
range of leisure opportunities for 
residents and visitors. 

The Town Council will: 
• Consider whether to invest in a 

range of outdoor leisure 
opportunities as set out in the 
Town Councils priorities (2019 
onwards) 
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Section 3 General and Miscellaneous 

 
 
 

 Policy Aims and Objectives 
committee  (0 – 3 years) short term (4+ years) medium/long term 
P&F 1. Local Businesses 

The Town Council will promote the use of 
local business in all its services. 

  

P&F 2. Environment 
The Council will support and encourage 
all initiatives to improve the 
environment. 

To deliver several initiatives as set out in the 
Town Council priorities (2019 onwards)  

 

P&F 3. General Health and Wellbeing 
Policy To work with the relevant 
agencies to support and improve health 
provision in the Town and secure 
additional and high quality medical 
facilities 

  

P&F 4. Coastal Defences 
To work closely with the relevant 
bodies to pursue adequate provision 
for Coastal Defences and Flood 
Management to protect the Town from 
flooding 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
P&F 5. Equality and Diversity and 

Disability To maintain an Equality and 
Diversity Policy, which will be regularly 
reviewed. 

 
To ensure that all Town Council 
amenities and services comply 
with Equality and Diversity 
legislation. 
 
To support the provision of 
access to all facilities in the Town 
for people of all abilities 
 

  

Joint 
Remit 
P&F 
P&P 

6. Health and Safety 
To have a Health and Safety 
Policy and Accident Reporting 
Procedure. The Policy and 
reporting procedure shall be 
regularly updated. 
 

  

Joint   7. Business Continuity 
To have arrangements in place to 
ensure continuity of or minimum 
disruption to service provision in 
the event of an accident or 
national emergency. 

 
 

To have a Business Continuity Plan in place by 
Autumn 2021 

 
Remit 
P&F 
& 
P&P 
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Section 4 Internal Services 
 
 

 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
P&P 1. Manor House   

  
To maintain the Manor House in 
line with its civic importance within 
the town, its listed building status 
and its location within a 
conservation area. 

The Town Council will: 
• Keep the furnishings and decorations to 

a high standard of repair and 
decoration. 

• Maximise income through the hiring of 
its facilities. 

• Provide meeting rooms at a competitive 
cost to non-commercial hirers and local 
organisations. 

• Seek income from commercial hirers to 
offset the costs of the venue 

• Promote and publicise availability of 
the venue 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
P&P 2. Property Maintenance   

 To make responsible provision to 
secure and maintain Town Council 
capital assets to a high standard 
that complies with legislation for 
public buildings including Health & 
Safety requirements. 

The Town Council will: 
• Keep and maintain the Town 

Council’s buildings in good repair. 
• Deliver, through the Amenity Team, a 

rolling programme of general 
maintenance. 

• Progress the agreed rolling 
maintenance programme for the 
Manor House. 

 

P&F 3. Finance 
To prepare financial statements in 
accordance with applicable laws & 
regulations, which are currently found in 
Governance & Accountability for 
smaller authorities (England)- 
A practitioner’s guide. 

To ensure that the financial statements 
present fairly the financial position of the 
Council. 

To keep proper accounting records 
ensuring that all financial resources and 
fixed assets are managed efficiently, 
effectively and equitably. 

To manage prudently the Town 
Council’s treasury balances. 

To increase accountability by providing 
access to data in accordance with the 
Local Government Transparency Code. 

The Town Council will: 
• Prepare an annual budget to meet all 

financial liabilities during the year. 
• Comply with financial regulations. 
• Keep accurate records of all 

financial transactions and affairs. 
• Advise Councillors immediately of 

any financial irregularities. 
• Prepare the end of year accounts for 

audit and public inspection. 
• Inspect, legitimise, authorise and 

make payment of invoices received by 
the Council. 

• Facilitate the end of year audit of 
accounts in compliance with 
Finance and Audit Regulations. 

• Regularly report to each spending 
Committee the financial position 
relating to their budget. 
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 Policy Aims and Objectives 
Committee  (0 – 3 years) short term (4+ years) medium/long term 
P&P 4. HR/Training 

To ensure that comprehensive 
employment policies and 
procedures are in place. 

The Town Council will: 
• Provide Continuous Professional 

Development for all employees &, 
through the Staff Appraisal process, 
prepare annual workforce training & 
skills improvements schedules. 

• Review regularly policies & 
procedures. 

 

P&F 5. Democratic 
Representation/Corporate 
Management 
To provide a transparent and high-
quality structure for effective decision 
making. 
 
The Town Council will always take a 
position representing the best interests 
of the town and the Council. 
 
To work to achieve the devolution of 
services, where service improvements 
can be made, whilst not disadvantaging 
local residents and avoiding double 
taxation. 

The Town Council will: 
• Arrange and conduct meetings in 

compliance with its Standing Orders. 
• Comply with 

legislative 
requirements. 

• Ensure an efficient service 
to Councillors and the public 

• Provide an efficient service in 
handling Mayoral 
engagements, observing all 
protocols. 

• Promote the services of the Council and 
encourage a wider public interest. 
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Strategic Policies and Risks 2021 to 2022 

                   Committee Specific Policies 

1. Allotments 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To meet, where practical and 
reasonable, demand from the 
community for allotments.  
 
To work closely with the 
Littlehampton Allotments & Leisure 
Gardens Association (LALGA) and 
site representatives through the 
Allotment Working Group to ensure 
that the needs and views of the plot 
holders are considered. 
 
To seek new provision for additional 
allotments as a result of new 
housing developments 
 
To only let plots to residents of 
Littlehampton. Existing Plots let to 
non-residents to be continued until 
the agreement ends. 

Failure to meet the Duty on local 
councils. 
 
 
 
Council will be less well informed 
when making decisions and lose its 
ability to communicate on a regular 
basis with plot holders. 
 
 
 
Failure to identify or secure 
provision. Failure to meet the Duty 
on local councils. 
 
Availability for residents will be 
reduced 

2/1 
 
 
 
 

2/1 
 
 
 
 
 
 
 

2/1 
 
 
 

1/1 
 
 
 
 

1/1 
 
 
 
 

1/1 
 
 
 
 
 
 
 

1/1 
 
 
 

1/1 
 
 
 

• Development land availability 
• Effective management of waiting 

list 
 
 
• LALGA, Site Reps 
• CRC 
• Allotments Working Group 

(AWG) 
 
 
 
• Development land availability 
• Working with District on new 

developments 
 
• Postcode check on applications 
• Maintain clear promotional 

information 

ATC/TC 
 
 
 
 

ATC/CRO 
 
 
 
 
 
 
 

ATC/CRO 
 
 
 

ATC/CRO 
 

 

Appendix 3 
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2. Parks, Gardens, Roundabouts & Street Scene 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To maintain Rosemead Park, 
Manor House gardens, the War 
Memorial and other floral planting 
arrangements in and around the 
Town, and as valuable community 
resources. 
 
 
To provide an attractive 
environment in and around the town 
for both visitors and residents. 
 
 
 
 
Seek opportunities to secure 
financial support for future 
enhancements to these and other 
community facilities through 
Section 106 developer funding and 
the Community Infrastructure Levy 
as appropriate. 
 
 

Without regular maintenance, the 
sites could quickly become unsafe 
and unattractive, leading to 
possible litigation and longer term 
major expenditure. 
 
 
 
Complaints from residents and 
reduction of visitor numbers. 
 
 
 
 
 
Failure to identity opportunities or 
secure funding.  
 

2/1 
 
 
 
 
 
 
 

2/1 
 
 
 
 
 
 

2/1 

2/1 
 
 
 
 
 
 
 

2/1 
 
 
 
 
 

 
1/1 

• Reporting system 
• Playground monitoring 
• Daily checks & monitoring 

sheets to generate job tickets 
• Rolling schedule of work 
• Monitor contract for planting and 

Memorial Maintenance 
 
• Reporting system 
• District/County Liaison 
• Street Scene Enhancement 

Scheme 
• Monitor contract for planting 
 
 
• Working with District on new 

developments 
 

 
ATC/DTC/ 

CRO 
 
 
 
 
 

ATC/DTC 
 
 
 
 
 
 

TC/ATC 
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3. Street Lighting 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
 
To ensure the good maintenance of 
the Town Council’s street lighting.  
 
Wherever possible to pass 
responsibility for LTC Street Lights 
to WSCC, relevant residents’ 
associations or private landlords 
 

 
Crime or risk of accident in unlit 
areas 
 
 
none 

 
 

1/1 

 
 

1/1 

 
• Reporting/ 

Recording system 
• County Liaison/ 
• PFI Scheme 
• A Team 

 
TC 
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4. Community 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
Regeneration 
 
To support and promote a vibrant 
and prosperous Town. 
 
 
 
 
 
 
 
To work in partnership with public, 
private and voluntary sector bodies 
to attract investment to the Town. 
 
 
To exhort the principal authorities to 
prioritise the need to support and 
encourage the retail offer in the 
town centre to ensure its continuing 
health and the long-term future of 
the town. 
 
 
 

 
 
Degeneration and devaluation of 
the town and its assets. 
 
Lack of resources to deliver a 
programme of regeneration for the 
Town Centre (including a strategy, 
events and Town Centre Officer). 
Loss of reputation. 
 
As above, but also not 
understanding or being aware of 
relevant issues. 
 
 
As above 
 
 
 
 
 
 
 
 

 
 

3/1 
 
 
 
 
 
 
 
 

3/1 
 
 
 
 

3/1 
 
 
 
 
 
 
 
 

 
 

2/1 
 
 
 
 
 
 
 
 

2/1 
 
 
 
 

1/1 
 
 
 
 
 
 
 
 

 
• Working with all key 

stakeholders 
• Adequate budgetary provision. 
 
 
 
 
 
 
 
• Working with all key 

stakeholders 
 
 

• Adequate budgetary provision. 
• Close liaison with County & 

District 
• Liaison with Voluntary Action 

Arun & Chichester 
• Liaison with Police & Town 

Traders  
 
 

 
 

TC/CM 
 
 
 
 
 
 
 
 

TC/ATC/CM 
 
 
 
 

TC/CM 
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Community Safety 
To work with the Police and other 
relevant agencies to make 
Littlehampton a safer place. 
 
 
 
 
To facilitate access to the Police for 
all of the Community. 

 
 
 
Grants and Community 
Organisations 
 
To prioritise, within the budget, 
funding for local community groups, 
either through Service Funding 
Agreements or through general 
community grants. 
 
In doing this the Town Council will:- 

• Assist local organisations to 
achieve their respective 
aims and objectives where 
these benefit the Town and 
the local community. 

• ‘Pump-prime’ initiatives to 
enable schemes to emerge, 
whilst not committing to long 
term revenue support. 

 
Increased crime and anti-social 
behaviour and Town Council not 
being seen to be addressing key 
public concern. 
 
 
 
As above, and also lack of 
opportunity for police engagement 
with community. 
 
 
 
 
 
The collapse of the local voluntary 
sector and subsequent impact on 
demands on local council and 
principal authority budgets. 
 
 
 
Budget limitations mean that the 
impact level of the LTC funding is 
reduced and voluntary services 
cannot continue. 
 
 
 
 
 

 
2/1 

 
 
 
 
 
 

2/1 
 
 
 
 
 
 
 

3/1 
 
 
 
 
 

 
2/1 
 
 
 
 
 
 
 
 

 
2/1 

 
 
 
 
 
 

2/1 
 
 
 
 
 
 
 

2/1 
 
 
 

 
 
 

1/1 
 
 
 
 
 
 
 
 

 
• Liaison meetings 
• Reports to Committee 
• Youth Provision 
• Two-year pilot Community 

Warden Scheme in partnership 
with ADC 

 
• Liaison meetings 
• Reports to Committee 
 
 
 
 
 
 
• Committee 
• ATC/CRO role with Community 

Groups 
 
 
 
 
• Committee 
• ATC/CRO role with Community 

Groups 
• Events Forum 
• Sports Forum 
• Clear process for SFAs and 

Grants 
 

 
TC/ATC 

 
 
 
 
 
 

TC/ATC 
 
 
 
 
 
 
 

ATC/CRO 
 
 
 
 
 
 
 

ATC/CRO/ 
EO 

 
 
 
 
 
 

64



SR=Strategic Risk; OR=Operational Risk; I/L=Impact/Likelihood; TC=Town Clerk; DTC/RFO=Deputy Town Clerk & Responsible 
Financial Officer; ATC=Assistant Town Clerk; EO=Events Officer; CMM=Communications & Marketing Manager; CRO=Community 
Resources Officer       Page 6 of 24 

• Assist community groups to 
attract funding from local and 
national organisations to 
benefit local residents. 

• Identify, on occasions, 
specific needs and apply 
resources to meet them. 

• Provide Service Funding 
Agreements where 
appropriate, to assist with 
sustainable service 
provision. 

• Assist residents to form 
community groups and 
residents associations 

 
Community Centres 
 
To provide a full range of 
community centres across the town 
to meet the needs of the community 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Lack of facilities for community 
groups and local people. 
Reduced access to 
leisure/fitness/social groups. 
Lack of positive activities for 
children and young people to 
engage in. 
Lack of resources. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2/1 

 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2/1 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Committee 
• ATC/CRO 
• District liaison 
• Liaison with local developers 
• Capital Projects Programme 
• Budget 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TC/ATC/CRO 
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5. Press & Publicity 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To provide quality information 
through a range of media, including 
the website; press releases; notice 
boards; Progress Newsletter; and 
Social Media such as Facebook. 
 
To actively promote all of the 
Councils assets to maximise use 
and income. 
 
 
To develop branding for the Town 
and Town Council 

Inadequate consultation and an 
uninformed public. 
 
 
 
 
Rates charged may not be 
competitive 
 

 
Lack of resources to deliver quality 
branding. 
Failure to present a strong brand 
and capitalise on opportunity to 
market the Town. 
Lack of community and stakeholder 
engagement. 

3/1 
 
 
 
 
 

1/1 
 
 
 
 

3/2 
 

2/1 
 
 
 
 
 

1/1 
 
 
 
 

3/2 

• Communication Strategy 
• P&F 
• Public feedback  
 
 
 
• Seeking all opportunities or 

appropriate sponsorship/ 
partnerships 

 
 
• C&MM 
• Committee 

TC/C&MM 
 
 
 
 
 

C&MM 
 
 
 
 

TC/C&MM 
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6. Museum 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
 
To conserve and safeguard the 
Museum Collection, provide an 
education and outreach service and 
promote and preserve 
Littlehampton’s cultural heritage. 

 
Collection not properly maintained. 
Lack of resources. 
Lack of local cultural heritage on 
public display. 
Loss of visitor attraction. 
Loss of art exhibition facility. 

 
2/1 

 
1/1 

• Committee 
• Public feedback 
• County liaison 
• Littlehampton History Society 
• Qualified Curator 
• Accreditation, Forward Plan 
• Littlehampton Heritage Group 
• Budget, external funding  
• Volunteers 
• Collection storage review and 

rationalisation programme 
 

 
ATC/ 

Museum 
Curator 
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7. Arts, Sports & Events 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
Community Arts 
To deliver an innovative 
programme of community art 
activities to help local people to 
express their creativity, imagination 
and self-expression through all art 
media, provide a showcase 
opportunity for local artists and 
enable local people to develop their 
artistic skills through signposting 
and support. 
 
 
 
 
Community Sport 
To support the development of a 
programme of sporting, recreational 
and physical activities to enable 
local people to experience new 
sports and activities and to keep fit 
and healthy.  
 
 
 
 
 

 
Cultural offer of Littlehampton 
would be limited.  
Artists may seek opportunities in 
other Towns, reducing the cultural 
offer for residents and visitors 
 
 
 
 
 
 
 
 
 
 
People with limited access to 
sporting opportunity could be 
further marginalised. 
Reductions in healthy lifestyles 
 
 
 
 
 
 
 

 
2/1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2/1 
 
 
 
 
 
 
 
 
 

 
1/1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1/1 
 
 
 
 
 
 
 

 
 

 
• Committee reports 
• ATC/EO 
• Creation and delivery of a 

diverse program of events 
• Museum Arts & Exhibition 

programme 
• Inclusion in Event Programme 

of Town 
• Littlehampton Organisation of 

Community Arts 
• Small Arts Grants Grants 
• Service Funding Agreements 
 
 
• Sports Forum 
• Committee 
• Service Funding Agreements 

with local sports clubs 
• ATC/CRO support with local 

groups 
• General Grants & Sports 

Excellence Awards 
• Arun Youth Project 
• Public feedback 
 

 
 

ATC/ 
EO/ 

Museum  
Curator 

 
 
 
 
 
 
 
 
 
 
 
 

TC/EO/ 
ATC/CRO 
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Community Events 
The Town Council will facilitate, 
sponsor, support and provide a 
timetable of community events both 
universal and targeted to celebrate 
Littlehampton and the different 
special interests and social groups 
of the community. 
 
Support the development of 
initiatives which increase 
opportunities for local residents and 
encourage civic pride thus raising 
the attractiveness of the Town. 

Lack of opportunity to showcase 
the diversity of the Town and for 
the community to participate in 
local events. 
 
 

2/1 2/1 • Committee  
• ATC/CRO liaison with groups 
• Significant events budget 
• Extensive events programme 
• Annual Town Show 
• Public feedback 
 

 
 

TC/EO/ 
ATC/CRO 
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8. Tourism 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
 
To work with relevant authorities, 
local tourist attractions and related 
businesses to promote tourism. 

 
Reduced income for the town  
Lack of profile for Littlehampton as 
a visitor destination 
Degeneration of the town 

 
3/1 

 
1/1 

• Committee 
• Local liaison 
• Working with ADC  
• Advertising  
• Tourism initiatives 
• Visit LA Website 

 
TC/EP/ 
C&MM 

 

9. Public Conveniences 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
 
To retain and improve the Town’s 
public conveniences  

Lack of facilities for local people 
and visitors. 
Reduction in Tourism 
(No longer within the direct control 
of LTC from April 2015) 

 
3/1 

 
1/1 

 
• Monitoring District proposals 

 

 
TC 
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10. Planning & Transportation 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
Planning Applications 
To deal efficiently and openly with 
planning applications  
 
 
 
 
To seek high standards of planning 
design and build, retaining the high 
quality of the conservation areas, 
areas of special character and 
significant buildings in Littlehampton. 
 
To seek a higher standard of 
protection for flint walling as a 
distinctive characteristic of the area 
and to look for opportunities to 
provide more. 
 
To deliver, in conjunction with the 
community and where possible, the 
key objectives of the Littlehampton 
Neighbourhood Development Plan. 
 
 
Strategic Planning 

 
The local voice not being heard and 
considered in local planning 
applications decided by Arun 
District or West Sussex County 
Councils. 
 
 
An unattractive and badly planned 
Town. 
 
 
 
Loss of local heritage 
 
 
 
 
 
 
Loss of reputation for leadership. 
Possible loss of community 
ownership for new developments 
 
 
 

 
3/1 

 
 
 
 
 

2/1 
 
 
 
 
 
 
 
 
 
 
 

2/1 
 
 
 
 
 
 

 
2/1 

 
 
 
 
 

1/1 
 
 
 
 
 
 
 
 
 
 
 

1/1 
 
 
 
 
 
 

 
• Committee 
• Committee Training- keeping 

updated 
• Regular liaison with ADC 
 
 
• Working with planning authority 

on Local Plan 
• Community Liaison Group 
• Civic Society 
• Committee 
• Neighbourhood Plan 
• Community asset registration 
• Littlehampton Heritage Group 
 
 
 
• Oversight of Neighbourhood 

Plan by Planning & 
Transportation Committee 

 
 
 
 

 
ATC 

 
 
 
 
 

TC/ATC 
 
 
 
 
 
 
 
 
 
 
 

TC/ATC 
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Seek to ensure that the Town 
Council is involved in the 
development of major planning and 
infrastructure initiatives so that the 
voice of the town is heard, and that 
local people are given the 
opportunity to be consulted and 
involved at an early stage. 
 
Transportation 
To promote sustainable transport 
networks and cycle routes. 
 
 
 
To press for improved traffic 
management in the Town. 
 
To support the need for a community 
bus/transport services. 

 
The local voice not being heard and 
considered when major planning 
and infrastructure applications are 
decided at government level. 
Lack of Community involvement. 
 
 
 
 
Accessibility to key facilities 
reduced.  
Congestion; environmental 
damage and impact on tourism 
 
As above and impact on local 
economy. 
 
As above and loss of North to South 
connectivity adding to severance 
issues in North of Town. 
 
 
 
 

2/1 
 
 
 
 
 
 
 
 
 

2/1 
 
 
 
 

2/1 
 
 

3/1 

1/1 
 
 
 
 
 
 
 
 
 

1/1 
 
 
 
 

1/1 
 
 

2/1 

• Public consultation and Forums 
• Committee 
• Liaison with District and County 
 
 
 
 
 
 
 
• Working with County & District 

on Section 106 agreements and 
CIL 

 
 
• JEAAC 
• Liaison with County 
 
• Budget financing 
• Liaison with principal authorities 
• Committee 
• Public consultation 

TC/ATC 
 
 
 
 
 
 
 
 
 

TC/ATC 
 
 
 
 

TC/ATC 
 
 

TC/ATC 
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11. Youth Services 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To be committed to the ongoing 
provision of services to support the 
development of children and young 
people. 
 
To offer a range of targeted and 
universal services offering 
constructive activities, information 
and support for 8 to 25 year olds at 
a number of venues throughout the 
Town, enabling them to develop the 
knowledge, attitudes and skills they 
need to become competent, caring 
and contributing adults. 
 
To support and work with local 
youth organisations to provide as 
wide a range of youth provision as 
possible. 
 
 
To support local young people 
looking for employment or who 
want to develop entrepreneurial 
skills. 

Loss of facilities for young people in 
Littlehampton 
Potential increase in anti-social 
behaviour 
 
 
 
 
 
 
 
 
 
 
 
As above and financial impact on 
LTC. 
Loss of cohesive approach to the 
provision of youth facilities, leading 
to increased costs and duplication. 
 
Implications need to be explored 
before risks can be identified. 
 

3/1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2/1 
 
 
 
 
 
 

 

2/1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1/1 
 
 
 
 
 
 

 

• Committee 
• Liaison with service 

providers 
• Budgetary provision 
• Review of Service 
• Monitoring Contract 
• Grants – Sports Excellence 

and Holiday Activities 
Support 

• Events Programme 
 
 
 
 

• Committee  
• Liaison with local authorities 

and other relevant 
stakeholders (e.g. police, 
youth offending services) 

• Community Liaison 
 

• Committee  

ATC/CRO/EO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ATC/CRO 
 
 
 
 
 
 

TC/ATC 
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12. Leisure 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To look to introduce or enhance in 
partnership with other key partners 
a range of leisure opportunities for 
residents and visitors. 

Lack of facilities for local people 
and visitors. 
 
Costs unknown and no budget 
specified. 

1/1 1/1 • Committee 
• Liaison with District Council  

TC/ATC/ 
CRO/EO 
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General and Miscellaneous 

1. Local Businesses 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
The Town Council will promote the 
use of local business in all of its 
services. 

Businesses may not wish to 
engage with LTC. Closure of 
businesses 

3/1 1/1 • Representation on 
trader’s partnership 

• Utilising local contractors 
where possible 

• Sponsorship 
opportunities 

 
TC/ATC/CRO 
C&MM/EO/ 
DTC&RFO 

 

2. Environment 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
The Council will support and 
encourage all initiatives to improve 
the environment.  

Failure to fulfil environmental 
aspirations. For some initiatives it 
may not be prudent or considered 
best value.  
 
Resources to deliver.  
Loss of reputation. 
 

2/1 1/1 • Committee 
• Budget 

TC/ATC 
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3. General Health and Wellbeing Policy 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To work with the relevant agencies 
to support and improve health 
provision in the Town & secure 
additional & high quality medical 
facilities. 

Insufficient budget available to 
deliver schemes. Growing 
populations health needs remain 
unmet or poorly serviced 

2/2 1/1 • Public consultation 
• Liaison with District 

/County Councils and 
Health Authority 

TC 

 
4. Coastal Defences 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To work closely with the relevant 
bodies to pursue adequate 
provision for Coastal Defences and 
Flood Management to protect the 
Town from flooding. 

Town Council is important lobbyist 
– flooding key issue for 
Littlehampton residents and 
businesses. 

2/1 1/1 • Liaison with District & 
County 

• Civic Society/ 
Littlehampton Flood 
Action group 

• Flood action & resilience 
plans. 

 
TC 
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5.  Equality and Diversity and Disability 

 
POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 

PERSON 
  I/L I/L   

To maintain an Equality and 
Diversity Policy, which will 
regularly be reviewed.  

 
 
To ensure that all Town Council 
amenities and services comply 
with Equality and Diversity 
legislation. 
 
To support the provision of access 
to all facilities in the Town for 
people of all abilities. 

Litigation 
Reputation 
Inaccessible services 
 
 
Litigation 
Lack of access to all 
 
 
 
Local voice not heard. 
Inaccessible services. 
Reputation. 
 
 

 

 

3/1 
 
 
 
 

3/1 
 
 
 
 

1/1 

3/1 
 
 
 
 

1/1 
 
 
 
 

1/1 

• Committee 
• Staff and Councillor training 
• Equality & Diversity Policy made 

known to staff, Councillors & on 
website 

• Compliance with law 
 
 
 
 
• Committee 
• Liaison with District, Council and 

other organisations 

TC/DTC 
 
 
 
 

TC/DTC 
 
 
 
 

TC/ATC 
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6.  Health and Safety 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To have a Health and Safety Policy 
and Accident Reporting Procedure.  
The Policy and reporting procedure 
shall be regularly updated. 

Litigation 
Staff Injury 
Unreported accidents and injuries 
 
New risks not identified or existing 
risks not updated, resulting in 
Litigation, Staff Injury and  
unreported accidents and injury 

3/1 3/1 • Committee 
• Management 
• Staff training/ Induction 
• Regularly reviewed & updated 

H & S Policy 
• Regularly reviewed accident 

books through database 

TC/DTC 
 
 
 
 

TC/DTC 

 
7.  Business Continuity 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To have arrangements in place to 
ensure continuity of or minimum 
disruption to service provision in the 
event of an accident or national 
emergency. 

Failure to develop and record 
leaves business at risk. 
 
Capacity and resources to 
develop. 
 
Reputation. 

3/2 

 

3/2 

3/2 

 

2/2 

• Committee 
• Management 
• Staff training 

TC/DTC 
 
 
 

TC/DTC 
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Internal Services 

1. Manor House 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
Manor House 
To maintain the Manor House in 
line with its civic importance within 
the town, its listed building status 
and its location within a 
conservation area. 
 
 

 
Reputation 
Loss of Civic Asset 
Future budgetary implications if left 
to deteriorate. 
Loss of key facility in the town 
centre. 
Loss of Income for the Town 
Council 

 
 
 
 

2/1 
 
 

 
 
 
 

2/1 
 
 

 
• Committee  
• Sufficient Budgetary provision 
• Programmed maintenance 
 

 
TC/DTC 

 
2. Property Maintenance 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To make responsible provision to 
secure and maintain Town Council 
capital assets to a high standard 
that complies with legislation for 
public buildings including Health & 
Safety requirements. 

Reputation 
Future budgetary implications if left 
to deteriorate 
Health & safety of staff and public 
Closure of public rooms & museum 
Loss of income from room hire 

 
2/1 

 
2/1 

• Committee  
• Health &Safety Policy 
• Building maintenance planning 
• Sufficient Budgetary provision 

TC/DTC 
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3. Finance 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To prepare financial statements in 
accordance with applicable laws & 
regulations, which are currently 
found in Governance & 
Accountability in Local Councils 
(England)-  
A practitioner’s guide. 
 
To ensure that the financial 
statements present fairly the 
financial position of the Council. 
 
To keep proper accounting records 
ensuring that all financial resources 
and fixed assets are managed 
efficiently, effectively and equitably. 
 
 
To manage prudently the Town 
Council’s treasury balances. 
 
 
To increase accountability by 
providing access to data in 
accordance with the Local 
Government Transparency Code. 

Adverse Auditor’s certificate 
 
 
 
 
 
 
 
Adverse Auditor’s certificate 
 
 
 
Adverse Auditor’s certificate 
Reputation in Community. 
Loss of assets. 
Improper use of funds. 
 
 
Financial loss- future budgetary 
impact. 
 
 
Adverse Auditor’s Certificate. 
 
 

3/1 
 
 
 
 
 
 
 

3/1 
 
 
 
 

3/1 
 
 
 
 

3/1 
 
 
 

3/1 
 

 
 

2/1 
 
 
 
 
 
 
 

2/1 
 
 
 
 

2/1 
 
 
 
 

2/1 
 
 
 

2/1 
 

 
 

• RFO 
• Training 
• Committee 
• Internal & external Auditors 
 
 
 
 
• As above 
 
 
 
• As above 
• Budget Reports to Committee 
• Robust budget setting and 

monitoring 
 
• RFO 
• Committee 
• Annual review of Investment 

Strategy 
 
• RFO 
 

 

RFO 
 
 
 
 
 
 
 

RFO 
 
 
 

RFO 
 
 
 
 
 

RFO 
 
 
 
 

RFO 
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4. HR/Training 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To ensure that comprehensive 
employment policies and 
procedures are in place. 
 

Litigation 
Employment Tribunal 
Injury to staff 
Retention of staff 
Unable to recruit staff 
Reputation 

3/1 2/1 • Regular reviews & update of 
HR Policies 

• Staff Training/ induction/ 
Appraisals 

DTC 

 
5. Democratic Representation/ Corporate Management 

POLICY IDENTIFIED RISK SR OR CONTROLS NOMINATED 
PERSON 

  I/L I/L   
To provide a transparent and high 
quality structure for effective 
decision making.  
 
The Town Council will always take 
a position representing the best 
interests of the town and the 
Council. 

 
To work to achieve the devolution of 
services, where service 
improvements can be made, whilst 
not disadvantaging local residents 
and avoiding double taxation. 

Democratic deficit. 
Poor decision making process. 
Reputation 

3/1 
 
 
 

3/1 
 
 
 
 

2/1 

3/1 
 
 
 

1/1 
 
 
 
 

2/1 

• Council 
• Management 
• Clear reports 
 
• Council/ Committee 
• Access for public to 

Council/Committees 
 
• Council 
• Working with District/ County 

TC/ATC 
 
 
 

TC/ATC 
 
 
 

TC/ATC 
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Key 
 

 Nominated Person 
 

Risk Score 

SR      Strategic Risk   
OR Operational risk 
I/L Impact/Likelihood  

TC                    Town Clerk 
DTC & RFO      Deputy Town Clerk &  
                          Responsible Financial  
                          Officer 
ATC                  Assistant Town Clerk 
EO                    Events Officer 
C&MM              Communications & Marketing Manager     
CRO Community Resources Officer 
 

1  =  Low 
2  =  Medium 
3  =  High 
 

 
 
…………………………………….     ……………………………………. 
Peter Herbert  Laura Chrysostomou 
Town Clerk       Deputy Town Clerk & Responsible Finance Officer 
Date         Date 
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LITTLEHAMPTON TOWN COUNCIL 
SCHEME OF DELEGATION TO OFFICERS 
1. GENERAL 

 
1.1 Powers 

 
This Scheme of Delegation is made pursuant to the Local Government Act 1972 
Section 101 and is part of Littlehampton Town Council’s Standing Orders. 

 
1.2 Preliminary 

 
(a) Where the Council, a Committee or Sub-Committee or this Scheme of 

Delegation to Officers gives authority for the doing of any thing, the 
officer designated shall be entitled to take all necessary steps to 
complete the task. 

 
(b) Where authority is given but without naming an officer such authority 

shall be deemed as authorising the Town Clerk to take such steps. 
 

(c) The Town Clerk may exercise the powers delegated to any other Officer, 
except in relation to those functions allocated to the Deputy Town Clerk 
and Responsible Financial Officer as Responsible Financial Officer 
(unless deputising for him/her) (within the meaning of s 151 of the Local 
Government Act 1972) and to the Monitoring Officer (within the meaning 
of ss 5, 5A of the Local Government and Housing Act 1989). 

 
(d) The Town Clerk is the head of paid service. 

 
(e) The Monitoring Officer for The Town Council is the Arun District Council 

Monitoring Officer 
 

(e) The Heads of Service for the purpose of this Scheme of Delegation: 
Deputy Town Clerk and Responsible Financial Officer 
Assistant Town Clerk  
Communications and Marketing Manager  
Events Manager Officer 
Museum Curator 

 
 

(f) In the event that a Head of Service’s post ceases to exist or his or her 
responsibilities are transferred to another Head of Service (as the case 
may be), temporarily or permanently, then the powers given by this 
Scheme of Delegation shall be exercisable by the officer in whose area 
of responsibility the power falls to be exercised. 

 
(g) Any reference to an Act of Parliament includes reference to any 

subordinate legislation made under it and to any modification and/or 
replacement of it or of such subordinate legislation. 
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(h) The Deputy Town Clerk and Responsible Financial Officer shall be the 
first deputy for the Town Clerk and the Assistant Town Clerk shall be the 
second deputy if both the Town Clerk and Deputy Town Clerk and 
Responsible Financial Officer are absent. 

 
(i) The Town Clerk shall deputise for the Responsible Financial Officer in 

their absence. 
 

(j) This Scheme of Delegation came into effect on 1st June 2014. 
 

(k) Nothing in this Scheme of Delegation shall prejudice the validity of any 
actions taken by the officers before 1st June 2014 under any previous 
scheme or delegation. 

 
1.3 Absence of Town Clerk (and deputies as set out in paragraph 1.2 (i) 

 
The Town Clerk may appoint one or more deputies to exercise his or her 
functions owing to absence or illness and such deputy is or such deputies are 
authorised to exercise the functions of the Town Clerk pursuant to the Standing 
Orders, Financial Regulations and this Scheme of Delegation except in relation 
to those functions allocated to the Deputy Town Clerk and Responsible 
Financial Officer as Responsible Financial Officer (within the meaning of s 151 
of the Local Government Act 1972 and ss 112-114A of the Local Government 
Finance Act 1988 (unless he or she is qualified under s 113)) and to the 
Monitoring Officer (within the meaning of ss 5, 5A of the Local Government and 
Housing Act 1989). 

 
1.4 General Principles 

 
Where decisions are taken by officers under delegated powers the following 
principles and conditions shall apply: 

 
(a) Powers shall be exercised in accordance with the Policies, Standing 

Orders and Financial Regulations of the Council. 
 

(b) The officer exercising such power shall give effect to any resolution of 
the Council, Committee or Sub-Committee upon any matter of principle 
or policy in relation to the functions concerned. 

 
(c) Where an officer is authorised to take decisions, action to implement 

such decisions shall be taken in the name of (but not necessarily 
personally by) that officer but where the officer is the Town Clerk or a 
Head of Service he or she may authorise any other officer or an officer 
of another body referred to and by virtue of an agreement under the 
Local Government Act 1972 Section 113 specifically or generally to take 
such action either in the name of the Town Clerk or the Head of Service 
(as the case may be) or the sub-delegate's own name. Such sub- 
delegation must be evidenced in writing and a copy of the written 
authority must be sent to the Town Clerk, the Deputy Town Clerk and 
Responsible Financial Officer and Assistant Town Clerk. 
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(d) The officer dealing with a matter shall arrange any inter-team or 
member-level consultation that shall be required. If inter-team 
agreement is not reached at Head of Service level, the matter shall be 
referred to the Town Clerk for consideration. 

 
(e) In any case where the officer exercising the power considers that a new 

departure in policy is likely to be involved, or if the implications are such 
that the officer considers that such course is necessary, the matter shall 
be referred to the Town Clerk for consideration before reference to the 
appropriate body. 

 
(f) Decisions within the meaning of The Openness of Local Government 

Bodies Regulations 2014 taken by officers shall, where indicated, be 
reported to the Town Clerk, who shall record the action taken in a 
register which shall be available for inspection in hard copy and online 
by Members and the public. 

 
(g) The Town Clerk may decide to seek Council, Committee or Sub- 

Committee authority rather than to exercise delegated authority in any 
matter. 

 
(h) The exercise of delegated authority shall be subject to there being 

appropriate and adequate budgetary provision both in the year of 
exercise and future years. Where an officer (`the instructing officer') 
requests another officer to exercise powers delegated to the other officer 
the instructing officer shall ensure that appropriate and adequate 
budgetary provision has been made. 

 
(i) The exercise of delegated authority shall be documented in the 

prescribed form (including the use of any electronic database) and 
copies sent to the Town Clerk and Deputy Town Clerk and Responsible 
Financial Officer. 

 
(j) Any decision which could attract legal liability to the Council shall be 

taken in consultation with the Town Clerk (see 1.2(j)) 
 

(k) Any decision which has financial implications shall be taken in 
consultation with the Council’s Responsible Financial Officer (within the 
meaning of the Local Government Act 1972 section 151) (see 1.2(j)) 

 
(l) Any decision which could involve the exercise by the Council's 

Monitoring Officer of any of his or her powers shall be taken in 
consultation with him or her or in his or her absence, the Deputy 
Monitoring Officer. 

 
(m) The exercise of functions delegated under the Scheme of Delegation 

shall have regard to all relevant considerations and shall not take into 
account irrelevant matters. In particular officers exercising delegated 
authority must take proper account of the Council’s duties to promote 
compliance with the Convention rights scheduled in the Human Rights 
Act 1998, to reduce crime and disorder, to promote harmonious race 
relations and to assess and manage relevant risks. 
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2. POWERS DELEGATED TO OFFICERS 
 

Function Delegated to Deputy Consultation 
2.1 Appointment of Staff 
(a) The selection, interview and 
appointment of candidates for 
appointment to all posts on the 
establishment not specifically the 
responsibility of the Council. 
(See Appendix 1 for the interview 
panel criteria). 

 
(b) The temporary appointment of 
relief staff where essential during 
periods of absence through 
maternity, sickness or holidays or 
as a result of resignation. 

 
2.2 Discipline and Dismissal of 
Staff 
The discipline of all employees 
and, with the agreement of the 
Town Clerk, the dismissal of any 
employee in accordance with the 
Council’s disciplinary procedures. 

 
2.3 Overtime, Leave etc 
(a) The authorisation of overtime 
working by personnel where 
unavoidable. 

 
 
 
 
 

(b) The approval of the carrying 
over of more than the automatic 
entitlement of up to 3 days 
annual leave. 

 
Town Clerk & 
Heads of Service 
within the criteria 
of Appendix 1 

 
 
 

Town Clerk 
 
 
 
 
 
Town Clerk & 
Heads of Service 

 
 
 
 

Town Clerk 
 
 
 
 
 
 
 
 
Town Clerk 

 
None 

 
 
 
 
 
 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 

 
None 

 
 
 
 
 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 
Heads of 
Service 

 
 
 
 
 
 
 
None 
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(c) Approval of taking more than 
2 weeks consecutive leave. 

 
 
 
 
 
 
 

(d) The granting of concessionary 
leave on compassionate grounds 
up to seven days a year. 

 
 
 
 
 
 

(e) The granting of unpaid leave 
in accordance with the Council’s 
local conditions of service. 

 
 
 
 
 
 

(f) The authorisation of 
timesheets, mileage and 
Subsistence claims and other 
expenses. 

 
 
 
 
 

2.4 Adjustment to Staffing 
The authorisation of minor 
regrading and accelerated 
increment progression within 
grade. 

Delegated to 
Town Clerk 

 
 
 
 
 
 
 
 
Town Clerk 

 
 
 
 
 
 
 
 
Town Clerk 

 
 
 
 
 
 
 
 
Town Clerk 

 
 
 
 
 
 
 
 
Town Clerk 

Deputy 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Assistant 
Town Clerk 
(1) 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (2) 

 
None 

Consultation 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 
 
 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 
 
 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 
 
 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 
 
 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 
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2.5 Visits etc. 
The authorisation of attendance 
by staff at such meetings, 
discussion groups, exhibitions, 
and conferences as may appear 
to be desirable in the interests of 
the Council and the granting of 
any reasonable and proper 
expenses. 

 
2.6 Entertainment 
The incurring of expenditure on 
the reception and entertainment 
by way of official courtesy of 
persons representative of or 
connected with local government 
or other public services whether 
inside or outside the United 
Kingdom in the sum not 
exceeding an annual total of 
£500. 

 
2.7 Contracts * 
(a) In relation to his or her area of 
responsibility, the acceptance of 
tenders where required and the 
entering into of contracts for 
supplies or services or the 
carrying out of works in line with 
Contract Standing Orders. 

 
 

(b) The compilation of select lists 
of tenderers. 

 
 
 
 
 
 

(c) The selection of suitable 
persons for contracts in line with 
Contract Standing Orders. 

 
* The exercise of the power given 
by Paragraph 2.7 shall be subject 
to the requirements of Contract 
Standing Orders and all other 
requirements relating to the 
Council’s contracts. 

Delegated to 
Town Clerk, 
Deputy Town 
Clerk and 
Responsible 
Financial Officer 
(1) Assistant 
Town Clerk (2) 

 
 

Town Clerk 
 
 
 
 
 
 
 
 
 
 
Town Clerk 

 
 
 
 
 
 
 
 
Deputy Town 
Clerk and 
Responsible 
Financial Officer 

 
 
 
 

Town Clerk 

Deputy 
Assistant 
Town Clerk 

 
 
 
 
 
 
 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 

 
 
 
 
 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Town Clerk 

 
 
 
 
 
 
 
Assistant 
Town Clerk 
(1) & 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 
(2) 

Consultation 
None 

 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 
 
 
Assistant 
Town Clerk 
(1) 

 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 
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2.8 Licences, Notices etc. 
(a) Subject to this Scheme of 
Delegation the determination of 
any application for permissions, 
consents or licences or for 
registration. 

 
 
 
 

(b) The issue and service of any 
notice, fixed penalty notice or 
requisition for information 
concerned. 

 
 
 
 
 

(c) The carrying out of works in 
default following non-compliance 
with any notice. 

 
 
 
 
 
 

(d) Subject to Paragraph 4.1 
(legal proceedings), the 
management of any appeal, 
challenge or objection process 
against or in support of any of the 
Council’s decisions. 

 
 
 

2.9 Contract Standing Orders 
etc 
The taking of any action 
authorised by Contract Standing 
Orders and Financial 
Regulations. 

Delegated to 
 
Town Clerk 

 
 
 
 
 
 
 
 
Town Clerk 

 
 
 
 
 
 
 
 
Town Clerk 

 
 
 
 
 
 
 
 
Town Clerk 

 
 
 
 
 
 
 
 
Town Clerk 

Deputy 
 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

Consultation 
 

None 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 
 
 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

 
 
 
 

None 
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2.10 Consultation Responses 
The responding to formal 
consultations from external 
organisations. 

Delegated to 
Town Clerk 

Deputy 
Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

Consultation 
Relevant 
Committee 
Chair 

 

3. POWERS DELEGATED SOLELY TO THE TOWN CLERK 
 

Function Deputy Consultation 

3.1 Urgency 
The taking on the Council’s 
behalf of any action requiring 
urgency. 

 
 
 
 
 
 

3.2 Staff 
(a) The confirmation or otherwise 
of appointments on completion of 
probationary period. 

 
 

(b) The implementation of the 
Council’s approved training 
policy including the assessment 
of training needs, the approval of 
attendance at courses as 
necessary and the determination 
of appropriate conditions. 

Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

 
 
 
 
 
Deputy Town Clerk 
and Responsible 
Financial Officer 

 
 
 

Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

Town Mayor or Deputy 
Mayor for Council 
matters. Relevant 
Committee Chair where 
matter delegated to 
Committee and Deputy 
Town Clerk and 
Responsible Financial 
Officer where finance is 
involved. 

 
Deputy Town Clerk and 
Responsible Financial 
Officer & Heads of 
Service 

 
 

Deputy Town Clerk and 
Responsible Financial 
Officer & Heads of 
Service 

91



 
 

 
(c) The determination of the 
need to fill vacant posts and the 
advertising of any vacancy in the 
Council’s establishment. (Subject 
to Appendix 1). 

 
 

(d) The implementation of all the 
conditions of service on which 
the Council’s staff are employed. 

 
 

(e) The application of all 
legislation and regulations 
relating to industrial relations, 
employment and health and 
safety. 

 
(f) The application of the 
Pensions Regulations including 
admissions to the scheme. 

 
3.3 Planning Applications etc. 
The seeking of planning 
permission by the Council. 

 
 

3.4 Elections 
The taking of any action required 
in connection with the 
organisation or holding of local 
elections or referenda. 

 
3.5 Emergencies, disasters 
and emergency planning 
The exercise of the Council’s 
powers in respect of 
emergencies, disasters and 
emergency planning. 

 
 

3.6 Planning Agreements 
The entering into of planning or 
other agreements regulating or 
controlling the use or 
development of land. 

Deputy 
Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

 
 

Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

 
Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

 
Deputy Town Clerk 
and Responsible 
Financial Officer 

 
Assistant Town Clerk 
 

 
 
 
 
Deputy Town Clerk 
and Responsible 
Financial Officer 

 
 

Assistant Town Clerk 
(1) & 
Deputy Town Clerk 
and Responsible 
Financial Officer 
(2) 

 
 
Assistant Town Clerk  

Consultation 
Deputy Town Clerk and 
Responsible Financial 
Officer & Assistant 
Town Clerk (where that 
post has line 
management 
responsibilities) 

 
Deputy Town Clerk and 
Responsible Financial 
Officer 

 
 

Deputy Town Clerk and 
Responsible Financial 
Officer 

 
 

Deputy Town Clerk and 
Responsible Financial 
Officer 

 
None 

 
 
 
 

None 
 
 
 
 

None 
 
 
 
 
 
 
Deputy Town Clerk and 
Responsible Financial 
Officer 
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3.7 Asset Management 
The determination as land owner 
or landlord of applications for 
licences, consents and 
permissions in respect of the 
Council’s buildings or land. 

Deputy 
Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

Consultation 
Chair of Property & 
Personnel Committee 
(excluding allotments, 
rental, room / hall hire) 

 
3.8 Community Safety 
The implementation of the 
Council's policies regarding 
community safety and the 
reduction of crime and disorder. 

 
3.9 Leisure Functions 
The exercise of the Council’s 
functions relating to the provision 
and management of recreational 
facilities and activities. 

 
3.10 Leisure Management and 
Maintenance etc 
The management and 
maintenance of parks, gardens, 
open spaces, recreational 
facilities, museums, youth 
centres and allotments within the 
Council’s ownership or control. 

 
3.11 Social Well-being 
The exercise of the Council’s 
functions concerning social well- 
being. 

 
3.12 Anti-social behaviour 
The taking of any action to 
combat anti-social behaviour. 

 
3.13 Community Development 
The implementation of the 
Council’s policies regarding 
community development. 

 
3.14 Parking 
The exercise of the Council’s 
functions regarding off-street 
parking. 

 
Assistant Town Clerk 

 
 
 
 

Assistant Town Clerk 
 
 
 
 

Assistant Town Clerk 
(1), Deputy Town 
Clerk and 
Responsible 
Financial Officer (2) 

 
 
 

Assistant Town Clerk 
 
 
 

Assistant Town Clerk 
 
 

Assistant Town Clerk 
 
 
 

Assistant Town Clerk 

 
None 

 
 
 
 

None 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 

None 
 
 

None 
 
 
 

None 
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3.15 Events, Tourism, Arts and 
Sports 
The exercise of the Council’s 
functions regarding Events & 
Tourism. 

 
3.16 Community Centres 
The exercise of the Council’s 
functions regarding community 
and youth centres. 

 
 

3.17 Publicity and Progress 
Newsletter 
The exercise of the Council’s 
functions regarding publicity and 
the Progress newsletter. 

 
3.18 Allotment Management 
The exercise of the Council’s 
functions relating to its 
allotments, including (in line with 
policies) 
(a) The administration and 
collections of fees and charges. 
(b) Letting of vacant plots. 
(c) Ensuring adherence to the 
allotment rules and regulations. 
(d) The resolution of disputes. 
(e) The promotion of allotments. 
(f) The repossession of plots. 

 
3.19 Grants and Service 
Funding Agreements 
The exercise of the Council’s 
functions regarding grants and 
service funding agreements. 

 
3.20 Highways Functions and 
Other Delegated Function 
The delivery of any such scheme 
that has been approved by 
Council. 

 
3.21 Non-Strategic Policies 
The making of minor 
amendments to ensure the 
policies are contemporaneous 
and remain legal. 

Deputy 
Events Officer (1) 
Assistant Town Clerk 
(2) 

 
 

Assistant Town Clerk 
(1) & Deputy Town 
Clerk and 
Responsible 
Financial Officer (2) 

 
Communications 
& Marketing 
Manager  

 
 

Assistant Town Clerk 
(1) PA to the Town 
Clerk (2) 

 
 
 
 
 
 
 
 
 
 
Assistant Town Clerk 

 
 
 
 
Assistant Town Clerk 

 
 
 
 

Deputy Town Clerk 
and Responsible 
Financial Officer 

Consultation 
Events Officer 

 
 
 
 

Assistant Town Clerk 
 
 
 
 
 
Communications & 
Marketing 
Manager  

 
 

Assistant Town Clerk 
 
 
 
 
 
 
 
 
 
 
 
 
Assistant Town Clerk 

 
 
 
 

Assistant Town Clerk 
 
 
 
 

Deputy Town Clerk and 
Responsible Financial 
Officer 
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3.22 Buses, Bus Services and 
Bus Shelters 
The exercise of the Council’s 
functions regarding buses, bus 
services and bus shelters. 

 
3.23 Complaints/Freedom of 
Information/Data Protection 
The delivery of the Council’s 
responsibilities arising from 
complaints and requests under 
Freedom of Information and Data 
Protection. 

 
3.24 Mayoralty 
The exercise of the Council’s 
functions regarding the 
Mayoralty. 

 
 

3.25 Other Town Council 
Property, Land and Equipment 
The exercise of the Council’s 
responsibilities and functions 
regarding any land, building or 
equipment owned by or licensed 
to or otherwise in the keeping of 
the Town Council. 

 
3.26 Charge Card 
To be used in line with Financial 
Regulations. 

 
 
 
 
 
 

3.27 Purchases 
To approve purchases within 
Budget and in line with the 
Council’s Standing Orders and 
Financial Regulations 

 
 
 

3.28 Mayor’s Discretionary 
Fund 

Funding approved by Town Clerk 
on the recommendation of the 
Mayor. 

Deputy 
Assistant Town Clerk 

 
 
 
 

Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

 
 

Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
& PA to the Mayor 
(2) PA to Town Clerk 
(3) 

 
Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

 
 
 

*Deputy Town Clerk 
and Responsible 
Financial Officer  
* In accordance with 
Financial Regulation 
7.18 

 
 
 
 
Assistant Town 
Clerk (1) & 
Responsible 
Financial Officer 
(2) 
Amenity Team 
Leader up to £150 

 
 
Deputy Town Clerk 
and Responsible 
Financial Officer 

Consultation 
Deputy Town Clerk and 
Responsible Financial 
Officer 

 
 

None 
 
 
 
 
 
 
The Town Mayor 
(Deputy Mayor) 

 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
Deputy Town Clerk and 
Responsible Financial 
Officer 

 
 
 
 
 
Deputy Town Clerk and 
Responsible Financial 
Officer to report to 
Council at next meeting 

95



 
 

 
 

3.29 Legal Proceedings 
(subject to Standing 
Orders) 

(a) The institution, 
prosecution or 
termination of any 
proceedings which the 
Council is empowered 
to undertake in or 
before any court, 
tribunal or inquiry. 

(b) The defence or 
settlement of any 
proceedings brought 
against the Council. 

(c) The taking of any action 
incidental or conducive 
to or which would 
facilitate any action 
under this Paragraph 
(3.29). 

 
3.30 Writing off Debts* 
The writing off of debts not 
exceeding £500. 
* In accordance with Financial 
Regulation 11.6 

 
3.31 Cheque Signing 
The signing of petty cash 
cheques as agreed from time to 
time in line with Financial 
Regulations. 

 
3.32 Authorisation of 

Payments 
Authorisation of invoices for 
payment. 

 
 

3.33 Salaries 
To pay salaries monthly as per 
agreed pay scales. 

 
 

3.34 Museum Collection Care 
The day-to-day management of 
the Museum collection, including 
acquisitions, disposals, display, 
exhibitions and presentation, all 
within Council policies. 

Deputy 

Deputy Town Clerk 
and Responsible 
Financial Officer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Deputy Town Clerk 
and Responsible 
Financial Officer 

 
 

Deputy Town Clerk 
and Responsible 
Financial Officer 

 
 

Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

 
Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

 
Museum Curator (1) 
Assistant Town Clerk 
(2) 

Consultation 
 
Town Mayor / Deputy 
Mayor 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Chair of Policy & 
Finance Committee 

 
 
 

None 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 
 
Deputy Town Clerk 
and Responsible 
Financial Officer 
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3.35 Websites 
The day to day management of 
the Town Council’s websites 
including material and editorial 
control of the content in line with 
Council policies. 

Deputy 
 
Communications and 
Marketing Manager 
(1) Deputy Town 
Clerk and 
Responsible Financial 
Officer (2) 

Consultation 
 
None 
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4. POWERS DELEGATED TO THE DEPUTY TOWN CLERK AND 
RESPONSIBLE FINANCIAL OFFICER (IN CONSULTATION WITH THE 
TOWN CLERK) 

 
Function Consultation 

4.1 Insurance 
The making of payments into the 
insurance fund and the 
settlement of any claims where 
the Council’s insurers may be 
involved. 

 
4.2 Investments 
The investment of available funds 
on appropriate terms. 

 
4.3 Payments 
The making of any payments 
due. 

 
4.4 Asset Management 
The management and 
maintenance of the Council’s 
property portfolio. 

 
4.5 Investment Transfers 
The transfer of funds between the 
Council’s bank/investment 
accounts including transfers to 
new fixed deposits. 

 
4.6 Earmarked Reserves 
In line with Financial Regulations 
to earmark relevant underspends 
at year end. 

 
4.7 Mayor’s and Deputy 
Mayor’s Allowances 
To pay in line with policy 

 
4.8 Councillor’s Allowances 
To pay in line with policy 

Town Clerk 
 
 
 
 
 
Town Clerk 

 
 
 
Town Clerk 
 
 

Town Clerk 
 
 
 

Town Clerk 
 
 
 
 

Town Clerk & Report 
to Council 

 
 

Town Clerk 
 
 
Town Clerk 
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5. PROPER OFFICER APPOINTMENTS 
 

5.1 Local Government Act 1972 
 

 Proper Officer Deputy 

S83(1) (members’ acceptance of Town Clerk Deputy Town Clerk 
office)  and Responsible 

  Financial Officer 

S84 (resignation of members) “ “ 

 
S88(2) (filling of casual vacancy) 

 
“ 

 
“ 

 
S89(1)(b) (filling of casual 

 
“ 

 
“ 

vacancy)   

 
Part VA (access to information) 

 
“ 

 
“ 

 
S115(2) (account for money) 

 
Deputy Town Clerk 

 
Town Clerk 

 and Responsible  
 Financial Officer  

S146(1)(a) & (b) (transfer of “ “ 
securities)   

S151 (financial administration) “  

  “ 
S225(1) (deposit of documents) Town Clerk Deputy Town Clerk 

  and Responsible 
  Financial Officer 

S229(5) (public inspection of “ “ 
documents)   
S234(1) & (2) (authentication of “ “ 
documents)   
Schedule 12 (Council minutes) “ “ 

Schedule 14 Para. 25(7) (public “ “ 
health resolutions)   
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5.2 Any other provision for which arrangements are not specifically made 
under this Scheme of Delegation 

 
Proper Officer Deputy 
Town Clerk Deputy Town Clerk 

and Responsible 
Financial Officer 

 
6. AUTHORISATION TO ENTER LAND OR PREMISES 

 
6.1 GENERAL 

 
(a) This authorisation authorises those Officers named in Paragraph 1.2(f) to enter 

land or premises for or in connection with their duties and pursuant to the 
functions mentioned. 

 
(b) The authority to enter land or premises shall be exercisable subject to any 

statutory constraints and Paragraph 1. 
 

(c) A reference to any Act shall include reference to any amendment or re- 
enactment and any subordinate legislation. 

 
(d) ‘Head of Service’ shall have the same meaning as in Paragraph 1.2(d). 

 
(e) In the event that a post ceases to exist or the name of the post is changed or 

the responsibilities of that post are transferred to another post, temporarily or 
permanently, then the authority given by this authorisation shall be exercisable 
by the officer in whose area of responsibility the right to enter falls to be 
exercised. 

(f) The right to enter given by Paragraph 6 shall extend to the exercise of the power 
to make inspections, to provide samples and to examine and seize goods. 

 
(g) A person authorised to enter land may take with him or her such other 

persons and equipment as may be necessary. 
 

(h) This authorisation entitles a person authorised to enter land to seek a warrant 
to enter. 

 
(i) The authorisation of an officer to enter land shall be taken as the appointment 

of that officer among other things for that purpose. 
 

6.2 ALL PURPOSES 
 

The following are authorised to enter land or premises for any purposes for 
which the Council is empowered to authorise entry: 
Town Clerk 
The Deputy Town Clerk and Responsible Financial Officer 
Assistant Town Clerk 
 

 
 
Approved by Full Council 15th October 2020 - Reviewed 6th July 2021 – Minor 
changes highlighted in red. 
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APPENDIX 1 
 
 

MEMBER INVOLVEMENT IN THE INTERVIEW PROCESS 
 
 

Town Clerk • An Extraordinary Meeting of Property & 
Personnel Committee to be called within 7 
days of resignation to agree process to fill 
vacancy 

• Interview panel to comprise Mayor and Chair 
of Property & Personnel (Deputy Mayor or 
Vice Chair in their absence) and a third 
Member to achieve some political balance. 

• Advice to panel from Town Clerk and/or a 
Town Clerk from another Quality Town 
Council. 

Deputy Town Clerk and 
Responsible Financial 
Officer 

• Two Members from the Mayor, Deputy 
Mayor, Chair of Policy & Finance and Chair 
of Property & Personnel, together with the 
Town Clerk. 

• Further advice to be sought from the 
Responsible Financial Officer from another 
Best Value and Quality Town Council. 

Assistant Town Clerk • Two Members from the Mayor, Deputy 
Mayor, Chairs of Policy & Finance, Property 
& Personnel or Community Resources 
Committees, with the Town Clerk. 

PA to Town Clerk • Town Clerk and DTC &RFO 
Management Team 
(Project 82 Manager,  
Communications and 
Marketing Manager 
Museum Curator, 
Community Resources 
Officer) 

• One Member from the Chair or Vice Chair of 
the Community Resources or Property & 
Personnel Committees with the Town Clerk 
or DTC &RFO or ATC. 
(Museum Curator: advice from West Sussex 
Museums Council) 

Mayor’s Secretary • Mayor or Deputy Mayor, Town Clerk and 
DTC and RFO 

All other staff • At least one of Town Clerk, DTC &RFO and 
ATC. 

 
Approved by Full Council 15th October 2020 - Reviewed 6th July 2021 – Minor 
changes highlighted in red.  
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GOVERNANCE AND AUDIT COMMITTEE WORK PLAN 2021 TO 2022 
 

Description * Frequency Date of last 
review 

Date of Next 
review 

Annual Governance 
Review incorporating: 
a) Members Code of 

Conduct  
b) Register of Members’ 

interests  
c) Scheme of Dispensation 

Annually / dictated by 
changes to legislation 

Feb.2021 Feb.2022 

Standing Orders *  Quadrennially Feb. 2020 Feb. 2023 
Scheme of Delegation to 
Committees * 

Annually July 2020  Report to this 
meeting 

Scheme of Delegation to 
Officers * 

Annually July 2020  Report to this 
meeting 

Review Financial 
Regulations *  

Every 2/3 years Feb. 2021  Feb. 2022 

Annual Governance 
Statement  

Annually Feb.2021 Feb. 2022 

Internal Audit Report 
 

Half yearly Feb. 2021 Report to this 
meeting  

Review List of Internal 
Control Systems  

Annually  Feb 2021 Feb. 2022 

Corporate Risk 
Management Strategy and 
Procedures  

Annually Feb 2021 Feb. 2022 

Corporate Risk Register   
(LCRS & Strategic Policies 
Risk Register) 

Every 2/3 years Feb 2021 Feb. 2022 

Council’s Aims and 
Objectives 

Performance Review 
Annually / Every 2 /3 
years as required 

Wide ranging 
review following 
election of new 
Council in May 
2019, concluded 
June 2020 

Strategic Aims and 
Objectives to be 
reviewed by new 
Council - next  
review 2023 

Complaints / Complements 
Review 

Annually Feb 2021 Feb 2022 

Complaints Policy Every 2 /3 years as 
required 

July 2020 July 2022 / 2023 

Electronic Communications Quadrennially June 2015 Review on hold, to 
be revisited post 
COVD19 Pandemic  

 
* unless there is a change to key staff / as a result of legislative or regulatory    
change.  
 
Frequency of Meetings: Tuesday 8th February 2022 and Tuesday 5th July 2022 
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