
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 

27 June 2022 

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

Governance and Audit Committee 

Venue:  The New Millennium Chamber, The Manor House, Church Street, 

Littlehampton BN17 5EW 

Date:  5 July 2022 

Time:  6.30pm 

Committee: 
Councillor Northeast – Chair 
Councillor Buckland 
Councillor Price  
Councillor Molloy 
Councillor Rhodes 
Councillor Woodman 

Peter Herbert, Town Clerk 

2022 to 2023 

Agenda  
1. Evacuation Procedures

2. Filming of Council Meetings, Use of Social Media and Mobile Phones

During this meeting, the public are allowed to film the Committee and officers
only from the front of the public gallery, providing it does not disrupt the
meeting. Any items in the Exempt Part of an agenda cannot be filmed. If
another member of the public objects to being recorded, the person or
persons filming must stop doing so until that member of the public has
finished speaking. The use of social media is permitted but all members of the
public are requested to switch their mobile devices to silent for the duration of
the meeting.
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3. Apologies

4. Declarations of interest

Members and Officers are reminded to make any declaration of disclosable
pecuniary or personal and or prejudicial interests that they may have in
relation to items on this Agenda.

You should declare your interest by stating:

a. 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 Buckland is a member of Arun District Council
• Councillor Northeast is a member of Arun District Council and Chairman of

the Keystone Centre Management Committee
• 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. 

5. Minutes

To confirm the Minutes of the meeting held on 8 February 2022, circulated
herewith, pages 4 to 7. In accordance with the Town Council’s Standing
Orders, Section 9a, Members are reminded that no discussion of the draft
minutes of a preceding meeting shall take place except in relation to their
accuracy.

6. Chair’s Report and Urgent Items

7. Public Forum

Members of the public are invited to ask questions or raise issues which are
relevant and are the concern of this committee. A period of 15 minutes is
allocated for this purpose. If possible, notice of intention to address the
Committee should be given to the Clerk by noon of the day of the meeting.

8. Officers Reports

8.1. Internal Audit Report 2021 to 2022 

Report attached, pages 8 to 23. 
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8.2. Schemes of Delegation Reviews 

The Schemes of Delegation to Officers and Committees have recently been 
reviewed by the Town Clerk and the Deputy Town Clerk and Responsible 
Financial Officer. The review highlighted some changes were required to the 
Scheme of Delegation to Committees where services no longer exist or had 
been missed and to the Scheme of Delegation to Officers to mirror job titles 
in the current staff structure. These are highlighted on the attached 
documents, pages 24 to 49 for the Committee to note. Members are invited 
to read their copies in advance of the meeting and identify any issues for 
discussion at the meeting. 

8.3. Complaints Policy Review 

The Complaints Policy has been reviewed and changes are proposed to bring 
it up to date and include receiving feedback. The Committee is invited to 
consider and approve the updated policy, pages 50 to 54. 

8.4.  Draft Committee Workplan 2022 to 2023 

Attached for consideration, page 55. 

9. Exempt Business

It is Recommended that:
The public and accredited representatives of the press be excluded from 
the Meeting under Section 100 Local Government Act 1972 due to the 
confidential nature of the business to be conducted. 
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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 in The New 
Millennium Chamber, Manor House, Church Street, Littlehampton BN17 5EW 
on TUESDAY 8 February 2022 at 6.30 pm 

Present: 
Councillor Northeast – Chair 
Councillor Buckland 
Councillor Butcher 
Councillor Molloy 
Councillor Price  

2021 to 2022 

1. Evacuation Procedures

The evacuation procedures were noted.

2. Filming of Council Meetings, Use of Social Media and Mobile Phones

The procedures were noted.

3. Apologies

There were none.

4. Declarations of Interest

Members and Officers were reminded to make any declarations of disclosable
pecuniary or personal and/or prejudicial interests that they might have in
relation to items on the Agenda. The standing declarations were noted.
Councillor Northeast declared a personal interest as Chairman of the
Keystone Centre Management Committee. This was noted and would be
added to the standing declarations moving forward.

5. Minutes

The Minutes of the meeting held on 6 July 2021, previously circulated, were
confirmed as a true record and signed by the Chair.
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6. Chair’s Report and Urgent Items

There were none.

7. Public Forum

There were no representations.

8. Officer’s Reports

8.1. Internal Audit Report 2021 to 2022 

The Committee considered a report, previously circulated, which set out the 
first Internal Audit Report for the financial year 2021 to 2022. The Deputy 
Town Clerk and Responsible Financial Officer explained the audit process 
and highlighted the key findings. These centered on the outcome of the 
External Audit, budget monitoring and reporting and debtors ledger. It was 
noted that the External Audit findings were the subject of a separate report on 
the Agenda.  

The Internal Auditor had commented on the regularity of the budget 
monitoring reports recommending that they should be more timely and 
current, especially if the dates fell outside the Committee schedule. The 
Committee budget monitoring reports could be circulated to Members more 
frequently, however the Council’s accounting systems were dated. Members 
therefore considered it would also be beneficial that options be explored to 
update these systems and proposals prepared for consideration by Council in 
the coming year. Regarding the outstanding debts, the Deputy Town Clerk 
and Responsible Financial Officer outlined the nature of the debts and that a 
review was underway to determine the best course of action for consideration 
by the Policy and Finance Committee. 

Members were pleased to note that overall the Auditor was satisfied that the 
Council successfully maintained a strong system of financial control. 

It was therefore Resolved that: 
The Internal Auditor report for the 2021 to 2022 accounts and the 
action to implement the Auditor’s recommendations be noted. 

8.2. External Audit Report 2020 to 2021 

The Committee considered a report, previously circulated, regarding the 
outcome of the External Audit for the financial year 2021 to 2022. The Deputy 
Town Clerk and Responsible Financial Officer explained that the slightly early 
publication of the signed Annual Return did not meet the publication 
requirements. As reported to Full Council, this had subsequently been 
challenged but found to be accurate. Whilst the timing had not affected the 
public’s inspection rights, it had resulted in the Council receiving a qualified 
response to its submission which would be noted in next year’s Return. It was 
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noted that the Auditor was satisfied with the financial reporting and it was 
therefore Resolved that: 

The External Auditor Certificate, Report and findings for the 
2020 to 2021 accounts be noted. 

8.3. Annual Governance Review 

The Committee considered a report, previously circulated, which set out the 
outcome of the annual review of the Town Council’s Standing Orders and 
Financial Regulations. In addition, the Committee was asked to consider a 
suggestion from the Monitoring Officer to strengthen the Code of Conduct.  

The Town Council was recommended to insert a clause in its Code of 
Conduct to highlight that should a councillor fail to comply with the outcomes 
of a complaint investigation, that the non-compliance becomes a further 
breach of the Code. The recommendation was accepted, however, Members 
considered that this demonstrated the weakness of the Standards regime. 
Discussing the matter further Members concluded that this could be a further 
burden locally and should be raised at a higher level.  

It was therefore Resolved that: 
1. Full Council be Recommended to approve the inclusion of

the following clause in the Town Council’s Code of Conduct
“I will comply with any sanction imposed on me following a
finding that I have breached the Code of Conduct”.

2. That the District Council Standards Committee be requested
to consider making representations to Government seeking
a tightening of the Standards Regime.

3. The outcome of the Annual Governance Review and that no
changes are required to the Town Council’s Standing Orders
and Financial Regulations at this time be noted.

8.4. Annual Review of Internal Controls 

The Committee considered a report, previously circulated, which set out the 
Town Council’s Internal Controls for the Committee’s consideration and 
approval. There was one minor change requiring reports to be saved to the 
shared drive following the Information Technology system upgrade and 
migration to the Cloud. It was therefore Resolved that: 

1. The updated Council’s Internal Control systems be
approved.

2. Council be Recommended to confirm that statements
2, 5, 6 and 7 of the Annual Governance Statement had
been complied with.
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8.5. Annual Review of Corporate Risk Register 

The Committee considered a report, previously circulated, which set out the 
Town Council’s Corporate Risk Management Strategy and Procedures, 
together with the Council’s Corporate Risk Register. These had been updated 
to reflect the need to establish a reserve fund to meet the future maintenance 
costs of the War Memorial and the slight increase in the level of risk attributed 
to inadequate staffing provision. Members considered these were prudent 
particularly in the case of the War Memorial which required care and expertise 
to maintain due to its age and Listed status. 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.

8.6. Complaints and Compliments Review 2021 

The Committee considered a report, previously circulated, which set out the 
2021 Register of Compliments and Complaints and were pleased to note the 
positive feedback complimenting staff. It was Resolved to: 

Note the report. 

9. Exempt Business

There was none.

The meeting closed at 7.08 pm.

___________________________ 
Chair 
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Littlehampton Town Council 

Non-Confidential 

Committee:  Governance and Audit  

Date:  5 July 2022 

Report by:  The Town Clerk 

Subject:  Internal Audit Report 2021 to 2022 

1.  Summary 

1.1. Attached, as Appendix 1, is the final Internal Audit Report for Littlehampton 
Town Council for the financial year 2021 to 2022. 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 Committee is Recommended to: 
Note the Internal Audit report for the year ending 31 March 2022 
and the actions proposed. 

3. Background 

3.1. The Internal Auditor has made three visits in the year. The attached report 
covers those 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 advised that the Responsible Financial Officer should perform a 
daily back up of the RBS financial package when the Finance Assistant was 
away on leave. This has been noted and put into operation.  

3.4. Budget, Precept and Reserves 

3.4.1. The auditor advised that budget against actual figures should ideally be 
reported to committee within 4 to 6 weeks of each quarter end. A quote for an 
additional purchase order module has been supplied for review to aid the 
speed of this process.  

3.5 Income 

3.5.1 The auditor advised that debts outstanding should be reviewed urgently and 
monies owed collected where possible. It is also recommended that debts 
should be paid or considered for referral to debt collectors within 60 days of 
the due date. The Finance Team started work on this process after the second 
interim audit. An update regarding the recovery of outstanding debt and a 
Debt Recovery Procedure and Policy will be presented to the Policy and 
Finance Committee in September. 

3.6 Bank Reconciliations 

3.6.1 The auditor advised a different report on the accounting system to show paid 
transactions which will aid the year end process. This new report has been put 
into operation. 

3.7 Year End Accounts 

3.7.1 The auditor noted the external auditors’ comments that the exercise of public 
rights was not set correctly for the inspection period 2020 to 2021. An 
objection has been made to Moore’s, our external auditor and they stand by 
the initial decision which is why assertion statement 4 could not be met. This 
has been noted and the correct process confirmed.  

3.7.2 The auditor recommended that Council completes an annual review of 
earmarked reserves each year as part of the budget setting cycle. This has 
been noted and will become part of the budget cycle reporting this year. 

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. 

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 

Jon Short - RFO 

Littlehampton Town  Council 24 May 2022 

Dear Jon 

Littlehampton Town Council - Internal Audit 2021-22 

The internal audit of Littlehampton Town Council for the 2021-22 financial year is now 

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

of the Annual Governance and Accountability Return (AGAR) for 2021-22 with no 

comments.    

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 2021-22.   

The audit was carried out in three  stages.  The 2 interim audits were carried out on !6 

November  and 28 February. These  concentrated on in year financial transactions and 

governance controls.  The final audit was completed on 23 May and concentrated on the 

statement of accounts and balance sheet. 

I would like to thank you and Claire for your help with the audit. 

 Appendix 1
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A: Books of Account 

1st 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. Box 7 on the audited accounts for 20-21 was 

£2,572,592.   This agrees to the period 0 balance sheet on RBS.  

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 2021 submitted to HMRC. I checked that balances in the 

return could be agreed to schedules produced by the accounting system. The VAT 

refund of £17,424 was received in the Council bank account on 28 October 2021.   

I checked access controls to the Council’s Accounting system. I was able to confirm that all 

access levels were appropriate for the officers concerned, and that there are no issues with 

ex staff still having access to the system. The previous RFO’s profile has been closed and 

password access removed.  

I discussed options around improving commitment accounting with the RFO. I recommend 

that he contacts RBS to discuss the purchase order module of the accounting system, and 

reporting available if this is utilised.  

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 2020-21 accounts, as 

published on the Council website.   

The Council’s year end VAT return has been completed, and VAT reclaimed can be agreed 

to a schedule of transactions extracted from RBS.  VAT outstanding on the balance sheet 

agrees to the VAT return. The VAT return has been submitted to HRMC.  

The Council reviewed my interim audit report at the February 2022 meeting of Full Council. 

I have no recommendations in this area.  
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B: Financial Regulations & Payments 
1st 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 

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 8 higher value transactions from the payments 

over £500 schedule published on the Council website and I was able to confirm for all 

transactions that:  
• Transactions could be agreed back to invoice

• RFO had certified the invoice as ready for payment

• Payment approval slip was on file, authorized by RFO plus one councillor, in line

with financial regulation requirements

• VAT accounting correct

• Expenditure appropriate for the Council

 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.   

- Expenditure over £500 has been published to the end of September 2021

- Grant awards for 2021 have been published following the grant awards made by Council

in June 2021.

The Council has met publishing requirements at this point in time.  I will carry out further 

checks at year end once the annual update has been completed.  

I confirmed by sample check of 3 councillors that the following statutory forms have been 

signed in line with regulations: 

- Acceptance of Office Form

- Register of Members Interest

All forms were in place and had been signed off in line with regulations.

2nd interim audit 
I tested 5 further expenditure transactions, selected at random from cashbooks for months 

6-10.  All transactions were agreed from cashbook to invoice. All expenditure appeared 
appropriate for this Council. All payments have been authorised by RFO and councillor , as 
required by financial regulations, this is evidenced by signature on payment lists. I am 
therefore satisfied that the Council continues to follow financial regulations for all 
transactions tested.
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Final Audit  
Non pay expenditure per box 6 to the accounts amounted to £607,995, down from 

£678,582 in 2020-21.   

Year end creditors were £74,507. I selected three high value transactions from the year 
end creditor list and checked to payment at bank in the new financial year.   

I am satisfied that the Council met this control objective. 

C:  Risk Management & Insurance 
1st Interim Audit 

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

risk on an ongoing basis.   There is also a corporate risk register. 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 have checked this against the Governance 

and Audit Committee workplan. I will review the approved risk assessment at my year end 

audit.     

The Council is in year two of a 3-year deal with Zurich Municipal. I have seen the insurance 

policy; insurance was in date at the time of my audit with an expiry date of 1 October 

2022.  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 Council has a recently changed back up procedures for computer data. I recommend 

that the RFO ensures that a  test of backup  is carried out once the migration has been 

completed. He should ensure that he is satisfied that all key  council data can be accessed 

from the back up as part of this test.  

I confirmed that my most recent internal audit report was properly considered by 

Councillors at the July meeting of Governance and Audit Committee and an appropriate 

minute recorded.  Audit recommendations raised at last audit have been followed up, and 

any outstanding matters have been raised in the schedule of recommendation at appendix 

A.  

2nd interim and final audits 
The Council Risk Assessment was reviewed at the Governance and Audit Committee in 

January. This was considered at the Full Council meeting in March 2022 and an appropriate 

minute recorded.     

I reviewed the risk assessment.  There is clear evidence of review and update in the course 

of the financial year. The finance section of the risk assessment records appropriate risks 

to the Council, and I confirmed that IT back ups are properly considered in the computing 

section of the risk assessment.  

The RFO confirmed that Council computer data is backed up daily, and he has checked 

back up arrangements with the Council’s IT contractor. I confirmed that the Council’s 

RBS 
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finance system is included within general back up arrangements, the back up file is created 

daily by the Finance Officer.  The RFO should also ensure that he runs the daily back up 

process for RBS when the Finance Officer is on leave.  

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

D. Budget, Precept & Reserves

1st Interim Audit 

The Council is the process of preparing the budgets for 22-23. The RFO  has shared the 

budget timetable with me.  Service Manager meetings were held 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 22-23 due at Full Council in January 2022.  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 

1 2021-22 had been presented to Policy and Finance Committee in September 2021.  I 

reviewed the budget v actual report on RBS as at mid November 2021.  There were no 

significant overspends that were not covered by funding from earmarked reserves.  There is 

scope to speed up budget reporting to members.  Ideally budget against actual reporting 

should be reported to committees within  4-6 weeks of each quarter end.  

2nd interim audit  

The RFO has confirmed that quotes have been sought from Rialtas and consideration is 

being given to adding the purchase order module to the accounting system.  This should 

streamline the PO process and improve commitment accounting at the Council.  The RFO 

should review the module before purchase to ensure that it meets Council requirements. 

I confirmed that the Council approved the budget and precept for the 22-23 financial year at 

an EGM on 21 January 2022.  A precept of £1.366K was approved and a three-year financial 

plan was also approved at this meeting.  Precepting authority deadlines were met.    

I will review Council reserves at my year end audit. I am satisfied that the Council is meeting 

this control objective  

Final Audit 
Reserves at 31 March 2022 were £2,696,463 ( 2020-21 £2,572,592).   
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Earmarked reserves were £2,391,245.  These are held for the following reasons 

Earmarked Reserve £ at 31.3.22 
Projects 486,255 

Capital 428,133 

Vehicle Maintenance 3,732 

PROJECT 82 10,500 

Building Maintenance 87,147 

Museum 13,133 

Capital Receipts 1,362,341 

I recommend that the Council completes a review of earmarked reserves each year as part 

of the budget setting cycle.  The purpose of this work is to ensure that reserves are 

properly set up to meet council priorities and financial obligations.  

General reserves at year end were £305K.   This represents    23% of precept, which is at 

the lower end of recommended levels set out in the NALC Practitioners’ Guide.    

However, given well developed earmarked reserves, the Council’s financial position is 

satisfactory.  

I am satisfied that this control objective was met. 

E. Income
1st Interim Audit 

I confirmed fees and charges for 21-22 had been properly approved at a meeting of the 

Council - Community Resources Committee – December 2021  

I tested a sample of  income credits selected at random from the cashbook for the first 6 

months of the financial year.  For each transaction I tested: 

- Cashbook could be agreed to invoice

- VAT accounting correct on invoice

- Invoice agreed to fees and charges , or to other calculations (eg recharged costs to

Arun DC)

- Cashbook entry agreed to bank

I was able to confirm correct invoicing for all transactions audited. 

I have reviewed the Council’s debtors ledger.  At the time of the audit, debts outstanding 

stood at £32,862.  Of this £28K is more than three months old.  The Council should 

examine these older  balances as a matter of urgency and collect monies owed where 

possible.  Debts should be prepared for write off review if it is considered that the debts 

are not collectable, or not properly owed to the Council.  

15



2nd interim audit 
I note that the RFO is looking to move allotment income onto direct debits.  I support this 

decision, and recommend that the Council should look to remove cheques and cash as a 

mechanism for payment by customers, except in exceptional circumstances. 

The debtors ledger has now been examined and the Council is chasing payment from a 

number of debtors.  Some debts may need to be written off.  The Council may need to raise 

a bad debt provision in the accounting system if these debts are not cleared before 31 March. 

I checked 4 income transaction from months 6-10.  I was able to agree all income tested 

from cash book to invoice.  Payment of all 4 invoices was checked to the Council’s bank 

account.  

Final Audit  
Precept per box 2 to the accounts was £1,311,681 (20-21 £1,279,268).  This has been agreed 

to third party documentation provided by external audit. 

Income per box 3 to the accounts was £101,622 (20-21 £95,300).  

The sales ledger issue I raised at the interim audit still needs to be worked on.  Debtors at 

year end were £34,678, of which £27,864 were more than 60 days old.  I recommend that 

these balances should be followed up as a matter of urgency.  Debt collection should be 

pursued where possible, and write-off considered where appropriate.  Going forward, the 

Council should aim to have all debts paid, or considered for referral to debt collectors within 

60 days of due date.   

I am satisfied that this control objective was met. 

F. Petty Cash

Petty cash at year end was £250.  This was counted by the Finance Assistant  and 

countersigned by the RFO.  

G. Payroll

1st 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 July 2021 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.     

I am satisfied this control objective is being met. 
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Final Audit  
Staff costs per box 4 to the accounts were £650,949 ( 20-21 £658,426).    I have reviewed 

RBS reports and it appears that correct costs have been included within the staffing  

costs cell on the statement of accounts.     

I carried out further testing of salary payments made to staff in January  2022. I agreed 

ledger payments back to telepay and summary payroll reporting for the month.  From there 

I selected 3 staff members.   I tested that:  

• Payslip produced for all staff

• Basic pay per payroll could be reconciled back to appropriate NJC pay grade, once

working hours adjustments had been made.

I also confirmed payments had been made to HMRC and to the Pension Fund for  March 

2022.  

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

H. Assets and Investments

2nd interim audit  
The RFO has confirmed that the asset register has been updated and that the sale of the 

youth centre has been recorded on the register.  I will audit the asset register in detail at 

year end when reconciling the annual accounts to accounting records.  The RFO may wish 

to consider presenting the asset register to F&G committee in March.  

H. Assets and investments
Final Audit
Fixed assets per box 9 to the accounts were £ 3,060,211 ( 20-21 £3,147,144).

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, 

with sufficient detail to locate all assets listed.  

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

removed from the asset register, again at cost.   

Additions of £30,545 were added to the register.  This is due to the addition of vehicles and 

equipment for grounds maintenance staff.  The Youth Centre has been disposed of and 

removed from the asset register.  An error was identified in my initial review of the accounts, 

this has now been rectified.   

I am satisfied that the asset register can be reconciled to the fixed asset balance recorded in 

the accounts.  
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I: Bank Reconciliations 

1st 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 

2021 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. These are now significantly reduced as the Council makes more

use of electronic  banking

• Arithmetic checked for accuracy

2nd interim audit 

I checked the December bank reconciliations.  I confirmed these have been completed and 

that the reconciliations have been subject to councillor review, on both the face of the 

reconciliation and on the bank statements.  

The January bank reconciliations have not yet been reviewed by a councillor, this will be 

completed in due course.  I reperformed the month end bank reconciliation.  

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

cashbooks

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

cheques / lodgements.

• Arithmetic checked for accuracy

I note that the Council marks transactions as paid on the finance system prior to 

authorisation of payments at bank by councillors.   This is likely to cause problems at year 

end as BACS payments will show as unpresented items on the year end bank reconciliation, 

which is not correct.   I have discussed this process with the finance team and identified a 

different report on the accounting system that should be used to present payments to 

councillors for authorisation.  This will remove the risk of BACS transactions appearing as 

unpresented cheques on the bank reconciliation.    

I am satisfied this control objective is being met, and that bank reconciliations continue to 

be completed promptly and accurately, with councillor review, as required by financial 

regulations.  
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Final Audit  
Borrowings per box 10 to the accounts were £nil (20-21 £ 30,000)  This has been agreed to 

the year end PWLB loan statement published on the Debt Management Office website.  

Cash per box 8 to the accounts was £2,779,610  (20-21 £2,675,786)  I reperformed the 
year end bank reconciliations, and was able to agree balances on bank reconciliations back 

to bank statements and to the RBS system.  

All year end reconciliations had been reviewed by a councillor by the time of my audit and 

this review evidenced.  

I have no recommendations to raise in this area. 

J. Year-end accounts

2nd interim audit 

I completed a preliminary check of year end reports on the finance system.   These reports 

showed that the accounts are in good order and that the Council should be able to 

complete a successful year end.  I was pleased to note that the Finance Team is receiving 

year end training from RBS.  

Final Audit  
LTC 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, for 

external audit review, and creditor and debtor listings support this reconciliation.  

An explanation of year-on-year variances has also been prepared and provides detailed 

explanations for review by external audit.   

I am satisfied this control objective has been met.  

L:  Exercise of Public Rights  - Inspection of Accounts 

Inspection periods for 2020-21 accounts were set as follows  

Inspection – Key date 2020-21 Actual 
Accounts approved at 
Full Council 

25 June 

Date Inspection Notice 
Issued and how 
published 

25 June  

Inspection period begins 28 June 

Inspection period ends 6 August 

Correct length Yes 30 working days 

The external auditors reported that the inspection period for 2020-21 was not set 

correctly.  The audit certificate also refers to the incorrect date for the Full Council meeting 

where the accounts were approved ( Certificate says 18 June, Meeting was 25 June ).   
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The announcement notice was dated on the same date as the meeting at which the accounts 

were approved.    The Council does not believe that this qualification is correct.  I agree 

with this judgement, I believe that the Council is permitted to publish the inspection notice 

on the same day as the approval of accounts meeting, as long as this occurs after the 

meeting has concluded.  Given that the relevant Full Council meeting commenced at 

8.30am, it is probable that due process was followed.  This issue must be resolved before 

the accounts are prepared for 2021-22-year end.     

L: : The Authority publishes information on a free to access website/webpage 
up to date at the time of the internal audit in accordance with any relevant 
transparency code requirements 

As a larger Council, with income / expenditure in excess of £200K, LTC is required to 

follow the 2015 Transparency Code.     I was able to confirm that data required by the 

Code could be located at various pages on the Council website, and specifically confirmed 

that the following information was up to date 

- Grants awarded

- Payments over £500

I am satisfied the Council has met obligations in this regard. 

N: Publication  requirements 2021 AGAR 

The Council has published the Accounts ,Annual Governance Statement and the external 

audit certificate on the Council website.  The Conclusion of Audit Certificate was published 

17th November 2021, after the statutory deadline of 30 September.  The Council should 

ensure that the statutory deadline is met for the current financial year.   

0. Trusteeship

Council not  a trustee, therefore test not applicable at this Council. 

I attach my invoice for your consideration, together with the internal audit report from the 

AGAR.    Thanks for your help with the audit and please do not hesitate to contact me if I 

can be of any assistance.  

Yours sincerely 

Mike Platten CPFA 
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Points Forward – Action Plan – Interim Audit 

Matter Arising  Recommendation Council Response 
The Council has a recently 

changed back up 

procedures for computer 

data.     

I recommend that the RFO 

ensures that a  test of backup  

is carried out once the 

migration has been completed.  

He should ensure that he is 

satisfied that all key  council 

data can be accessed from the 

back up as part of this test.   

Contacted IT 
Provider, IT 
contractor 
confirmed backup is 
completed every 24 
hours and ran 
through procedure 
with the RFO.  

I was able to confirm that 

budget monitoring reports 

for quarter 1 2021-22 had 

been presented to Policy 

and Finance Committee in 

September 2021.   

There is scope to speed up 

budget reporting to members. 

Ideally budget against actual 

reporting should be reported 

to committees within  4-6 

weeks of each quarter end. 

RFO is looking to 
install a purchase 

order module at the 
Council to improve 

commitment 
accounting .  

I have reviewed the 

Council’s debtors ledger.  

At the time of the audit, 

debts outstanding stood at 

£32,862.  Of this £28K is 

more than three months 

old.   

The Council should examine 

these older  balances as a 

matter of urgency and collect 

monies owed where possible.  

Debts should be prepared for 

write off review if it is 

considered that the debts are 

not collectable, or not 

properly owed to the 

Council.  

Debtors ledger has 
been examined. 
Finance Team is 
looking to chase 
debts for existing 
hirers, will prepare  
some debts for write 
off.  

The external auditors 

reported that the 

inspection period for 2020-

21 was not set correctly.  

The announcement notice 

was dated on the same date 

as the meeting at which the 

accounts were approved.    

The Council does not 

believe that this 

qualification is correct.  I 

agree with this judgement.  

The external auditors should 

be contacted and an objection 

raised to the audit certificate 

for 20-21.   

Now cleared, Moore 
contacted and 
confirmed no 
further action 
required  
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The Council has published 

the Accounts ,Annual 

Governance Statement and 

the external audit 

certificate on the Council 

website.  The Conclusion 

of Audit Certificate was 

published 17th November 

2021, after the statutory 

deadline of 30 September.   

The Council should ensure 

that the statutory deadline is 

met for the current financial 

year 

Confirmed process 
for 21-22 

Points Forward – Action Plan – 2nd Interim Audit 

Matter Arising  Recommendation Council Response 
I confirmed that the 

Council’s RBS finance 

system is included within 

general back up 

arrangements, the back up 

file is created daily by the 

Finance Officer.  .  

The RFO should also ensure 

that he runs the daily back up 

process for RBS when the 

Finance Officer is on leave 

Now actioned 

I note that the Council 

marks transactions as paid 

on the finance system 

prior to authorisation of 

payments at bank by 

councillors.   This is likely 

to cause problems at year 

end as BACS payments will 

show as unpresented 

items on the year end bank 

reconciliation, which is not 

correct.    

I have discussed this process 

with the finance team and 

identified a different report on 

the accounting system that 

should be used to present 

payments to councillors for 

authorisation.  This will 

remove the risk of BACS 

transactions appearing as 

unpresented cheques on the 

bank reconciliation 

Now actioned 

The debtors ledger has 

now been examined and 

the Council is chasing 

payment from a number 

of debtors.  Some debts 

The Council may need to 

raise a bad debt provision in 

the accounting system if 

these debts are not cleared 

before 31 March.  

Still work to do in 
this area – 
recommendation 
reraised at final 
audit 
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may need to be written 

off.   

Points Forward – Action Plan – Final Audit 

Matter Arising  Recommendation Council Response 
Earmarked reserves I recommend that the Council 

completes a review of 

earmarked reserves each year 

as part of the budget setting 

cycle.  The purpose of this 

work is to ensure that 

reserves are properly set up 

to meet council priorities and 

financial obligations.  

The sales ledger issue I 

raised at the interim audit 

still needs to be worked 

on.  Debtors at year end 

were £34,678, of which 

£27,864 were more than 

60 days old.   

I recommend that these 

balances should be followed 

up as a matter of urgency. 

Debt collection should be 

pursued where possible, and 

write-off considered where 

appropriate.  Going forward, 

the Council should aim to 

have all debts paid, or 

considered for referral to 

debt collectors within 60 days 

of due 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 or her, within the meaning of section 151 of the Local 
Government Act 1972 and to the Monitoring Officer within the meaning of 
subsection 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 
f. 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 and Town Centre Strategy ManagerOfficer 
• Museum Curator 

g. 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. 

h. Any reference to an Act of Parliament includes reference to any subordinate 
legislation made under it and to any modification or replacement of it or of 
such subordinate legislation. 

i. 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. 

j. The Town Clerk shall deputise for the Responsible Financial Officer in their 
absence. 
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k. This Scheme of Delegation came into effect on 1st June 2014. 
l. 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 section 151 of the 
Local Government Act 1972 and subsections 112 to 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 subsection 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. 

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. 

25



 

 

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. 

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

None Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

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

Town Clerk Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

Deputy Town 
Clerk and 
Responsible 
Financial Officer 

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. 

Town Clerk and 
Deputy Town 
Clerk and 
Responsible 
Financial Officer 
and Assistant 
Town Clerk for the 
areas over which 
they have line 
managerial 
responsibilityHead
s of Service 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. Or in 
their absence 
Assistant 
Town Clerk 2 
None 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

2.3. Overtime, Leave etc 

a. The authorisation of 
overtime working by 
personnel where 
unavoidable. 

Town Clerk Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 2. 

Heads of 
Service 

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

Town Clerk Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 2. 

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

Town Clerk Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 2. 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

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

Town Clerk Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 2. 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

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

Town Clerk Assistant 
Town Clerk 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. 
Deputy Town 
Clerk and 
Assistant 
Town Clerk 
Responsible 
Financial 
Officer 2. 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

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

Town Clerk Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 2.  

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

2.4.  Adjustment to Staffing 
The authorisation of minor 
regrading, most notably 
declining a regrading 
application and accelerated 
increment progression 
within grade. 

Town Clerk None Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

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. 

Town Clerk, 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. 
Assistant Town 
Clerk 2. 

Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 
2. 

None 
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2.6. Entertainment 
The incurring of expenditure 
to receive or otherwise 
provide on the reception and 
entertainmntentertainment by 
way of official courtesy of to 
persons representative of or t 
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. 

Town Clerk Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 

None 

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. 

Town Clerk Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 
2. 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

b. The compilation of select 
lists of tenderers. 

Deputy Town 
Clerk and 
Responsible 
Financial Officer 

Town Clerk Assistant 
Town Clerk 1. 

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. 

Town Clerk Assistant 
Town Clerk 
1. and 
Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 2. 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

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. 

Town Clerk Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 
2. 

None 
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b. The issue and service of 
any notice, fixed penalty 
notice or requisition for 
information concerned. 

Town Clerk Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 
2. 

None 

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

Town Clerk Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 
2. 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

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. 

Town Clerk 
 

Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 
2. 

Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 

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

Town Clerk Deputy 
Town Clerk 
and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 
2. 

None 

2.10.  Consultation Responses 
The responding to formal 
consultations from external 
organisations. 

Town Clerk Deputy Town 
Clerk and 
Responsible 
Financial 
Officer 1. 
Assistant 
Town Clerk 
2. 

Relevant 
Committee 
Chair 

3. Powers Delegated Solely to The Town Clerk 

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

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. 

3.2. Staff 
a. The confirmation or 

otherwise of appointments 
on completion of 
probationary period. 

Deputy Town Clerk and 
Responsible Financial 
Officer 

Deputy Town Clerk 
and Responsible 
Financial Officer and 
Heads of Service 

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 and 
Heads of Service 

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. 

Deputy Town Clerk and 
Responsible Financial 
Officer 1. Assistant 
Town Clerk 2. 

Deputy Town Clerk 
and Responsible 
Financial Officer and 
Assistant Town Clerk 
– where that post has 
line management 
responsibilities 

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

Deputy Town Clerk and 
Responsible Financial 
Officer 1. Assistant Town 
Clerk 2. 

Deputy Town Clerk 
and Responsible 
Financial Officer 

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

Deputy Town Clerk and 
Responsible Financial 
Officer 1. Assistant Town 
Clerk 2. 

Deputy Town Clerk and 
Responsible Financial 
Officer 

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

Deputy Town Clerk 
and Responsible 
Financial Officer 

Deputy Town Clerk and 
Responsible Financial 
Officer 

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

Assistant Town Clerk None 
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3.4. Elections  
The taking of any action 
required in connection with 
the organisation or holding 
of local elections or 
referenda. 

Deputy Town Clerk 
and Responsible 
Financial Officer 

None 

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

Assistant Town Clerk 
1 and Deputy Town 
Clerk and 
Responsible Financial 
Officer 2. 

None 

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

Assistant Town Clerk  Deputy Town Clerk 
and Responsible 
Financial Officer 

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 Town Clerk and 
Responsible Financial 
Officer 1. Assistant Town 
Clerk 2. 

Chair of Property and 
Personnel Committee – 
excluding allotments, 
rental, room or hall hire 

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

Assistant Town Clerk None 

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

Assistant Town Clerk None 

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

Assistant Town Clerk 1, 
Deputy Town Clerk and 
Responsible Financial 
Officer 2. 

None 

3.11. Social Wellbeing 
The exercise of the 
Council’s functions 
concerning social wellbeing. 

Assistant Town Clerk None 
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3.12. Anti-social behaviour  
The taking of any action to 
combat anti-social 
behaviour. 

Assistant Town Clerk None 

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

Assistant Town Clerk None 

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

Assistant Town Clerk None 

3.15. Events, Tourism, Arts 
and Sports 
The exercise of the 
Council’s functions 
regarding Events and 
Tourism. 

Events Officer & Town 
Centre Strategy 
Manager 1. Assistant 
Town Clerk 2. 

Events & Town Centre 
Strategy 
ManagerOfficer 

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

Assistant Town Clerk 1. 
and Deputy Town Clerk 
and Responsible 
Financial Officer 2. 

Assistant Town Clerk 

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

Communications 
and Marketing 
Manager 

Communications 
and Marketing 
Manager 

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. 

Assistant Town Clerk 1. 
PA to the Town Clerk 2. 

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

Assistant Town Clerk Assistant Town Clerk 

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

Assistant Town Clerk Assistant Town Clerk 

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

Deputy Town Clerk and 
Responsible Financial 
Officer 

Deputy Town Clerk and 
Responsible Financial 
Officer 

3.22. Buses, Bus Services and 
Bus Shelters 
The exercise of the 
Council’s functions 
regarding buses, bus 
services and bus shelters. 

Assistant Town Clerk Deputy Town Clerk 
and Responsible 
Financial Officer 

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

Deputy Town Clerk and 
Responsible Financial 
Officer 1, Assistant Town 
Clerk 2. 

None 

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

Deputy Town Clerk and 
Responsible Financial 
Officer 1 and PA to the 
Admin and Mayoral 
Support Assistant 2, PA 
to Town Clerk 3. 

The Town 
Mayor or 
Deputy Mayor 

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. 

Deputy Town Clerk and 
Responsible Financial 
Officer 1, Assistant 
Town Clerk 2. 

None 
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3.26. Charge Card 
To be used in line with 
Financial Regulations. 

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

None 

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

Assistant Town 
Clerk 1 and 
Responsible 
Financial Officer 2. 
Amenity Team 
Leader up to £150 

Deputy Town Clerk and 
Responsible Financial 
Officer  

3.28. Mayor’s Discretionary 
Fund 
Funding approved by Town 
Clerk on the 
recommendation of the 
Mayor. 

Deputy Town Clerk 
and Responsible 
Financial Officer 

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

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. 

Deputy Town Clerk 
and Responsible 
Financial Officer 

Town Mayor or 
Deputy Mayor 

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

Deputy Town Clerk 
and Responsible 
Financial Officer 

Chair of Policy 
and Finance 
Committee 

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

Deputy Town Clerk and 
Responsible Financial 
Officer 

None 
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3.32. Authorisation of 
Payments 
Authorisation of invoices 
for payment. 

Deputy Town Clerk and 
Responsible Financial 
Officer 1. Assistant 
Town Clerk 2. 

None 

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

Deputy Town Clerk and 
Responsible Financial 
Officer 1. Assistant 
Town Clerk 2. 

None 

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. 

Museum Curator 1. 
Assistant Town Clerk 2. 

Deputy Town Clerk 
and Responsible 
Financial Officer 

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. 

Communications and 
Marketing Manager 1. 
Deputy Town Clerk and 
Responsible Financial 
Officer Events and 
Town Centre Strategy 
Manager2. 

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. 

Town Clerk 

4.2.  Investments 

The investment of available 
funds on appropriate terms. 

Town Clerk 

4.3. Payments 

The making of any 
payments due. 

Town Clerk 

4.4. Asset Management 

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

Town Clerk 

4.5. Investment Transfers 

The transfer of funds 
between the Council’s bank 
or investment accounts 
including transfers to new 
fixed deposits. 

Town Clerk 

4.6. Earmarked Reserves 

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

Town Clerk and Report 
to Council 

4.7. Mayor’s and Deputy 
Mayor’s Allowances 

To pay in line with policy 

Town Clerk 

4.8. Councillor’s Allowances 

To pay in line with policy 

Town Clerk 
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5. Proper Officer Appointments 

5.1. Local Government Act 1972 

 Proper Officer Deputy 
S83 1 – members’ acceptance of 
office 

Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 

S84 – resignation of members Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 

S88 2 – filling of casual vacancy Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 

S89 1b – filling of casual vacancy Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 

Part VA – access to information Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 

S115 2 – account for money Deputy Town Clerk and 
Responsible Financial 
Officer 

Town Clerk 

S146 1a and b – transfer of 
securities 

Deputy Town Clerk and 
Responsible Financial 
Officer 

Town Clerk 

S151 – financial administration Deputy Town Clerk and 
Responsible Financial 
Officer 

Town Clerk 

S225 1 – deposit of documents Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 

S229 5 – public inspection of 
documents 

Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 

S234 1 and 2 – authentication of 
documents 

Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 

Schedule 12 – Council minutes Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 

Schedule 14 Para. 25 7 – public 
health resolutions 

Town Clerk Deputy Town Clerk and 
Responsible Financial 
Officer 
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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 
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Appendix 1 

Member Involvement in The Interview Process 
 

Town Clerk • An Extraordinary Meeting of Property and 
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 and 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 and Finance and Chair of 
Property and 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 and Finance, Property and 
Personnel or Community Resources 
Committees, with the Town Clerk. 

PA to Town Clerk • Town Clerk and Deputy Town Clerk and 
Responsible Financial Officer 

Management Team –  
Communications and 
Marketing Manager, 
Museum Curator, 
Community Resources 
Officer, Events and 
Town Centre Strategy 
Manager 

• One Member from the Chair or Vice Chair of the 
Community Resources or Property and 
Personnel Committees with the Town Clerk or 
Deputy Town Clerk and Responsible Financial 
Officer or Assistant Town Clerk. 
Museum Curator: advice from West Sussex 
Museums Council 

Admin and Mayoral 
Support Assistant’s 
Secretary 

• Mayor or Deputy Mayor, Town Clerk and Deputy 
Town Clerk and Responsible Financial Officer 

All other staff • At least one of Town Clerk, Deputy Town Clerk 
and Responsible Financial Officer and Assistant 
Town Clerk. 
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Littlehampton Town Council 
 

Scheme of Delegation to Committees 
 

1. Community Resources Committee 

Membership: Council Nominations 
Matters 
Delegated To 
Committee: 

All matters including the preparation of a draft budget for 
consideration by the Policy and Finance Committee and 
Council and the recommendation to Council of fees and 
charges relating to: 

• Youth Services.  
• The Littlehampton Museum – excluding the provision and 

maintenance of the building. 
• Parks and Open Spaces, including Rosemead Park. 
• Community Arts and Events. 
• Allotments. 
• Community Centres excluding the provision and 

maintenance of the buildings. 
• Tourism including Visit Littlehampton website. 
• Leisure. 
• Community Grants and Service Funding Agreements. 
• Wick Community Initiatives. 
• The planting of roundabouts, the purchase of additional 

cuts of highway verges, tree planting and the occasional 
cleaning of alleyways etc. 

• Stage-by-the-Sea. 
• Ferry. 
• Christmas Illuminations 
• War Memorial 
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2. Policy and Finance Committee 

Membership The Chair or Vice-Chair of the other Committees and 
Council nominations 

Matters 
Delegated to 
Committee 

• The development of policy for recommendation to Council. 
• The annual review of the Council’s expenditure and income; 

the receipt of budget requests from other Committees and the 
formulation of the Council’s annual budget for Council 
approval. 

• The funding and monitoring of the Council’s support for 
economic regeneration. 

• Police liaison. 
• Health liaison. 
• Liaison with other local authorities and outside bodies. 
• The Mayoralty, for recommendation to Council. 
• All matters relating to the day-to-day administration of the 

Council. 
• Town Centre events, liaison and support. 
• Retail, employment and business matters. 
• Community Right to Challenge issues for approval by Council. 
• New Homes Bonus and Community Infrastructure Levy. 
• The oversight and delivery of the use of Section.106 sums 

and Community Infrastructure Levy sums allocated to the 
Town Council. 

• The Ferry 
• Council communications including Progress Newsletter and 

main website. 
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3. Governance and Audit Committee 

Membership: Council nominations to include Chair and Vice-Chair from a 
minority political group. 

Matters 
Delegated To 
Committee: 

Governance, Standards, Ethics and Probity 

• To promote a culture of openness, ready accountability 
and probity in order to ensure the highest standards of 
conduct of Councillors and employees. 

• To lead on all aspects of Corporate Governance by 
promoting the values of putting people first, valuing public 
service and creating a norm of the highest standards of 
personal conduct. 

• To oversee and manage probity for Councillors and 
employees and on the Members Code of Conduct. 

• To be responsible for the Council’s Register of Members’ 
interests. 

• To be responsible for written guidance and advice on the 
operation of the system of declarations of Members’ 
Interests and to receive reports from the Monitoring Officer 
and Town Clerk on the operation of the system of 
declarations from time to time. 

• To establish, monitor, approve and issue advice and 
guidance to Councillors on the scheme of dispensation. 

• To establish when required a Standards Sub-Committee to 
determine how to comply with the recommendations of the 
Monitoring Officer – Standards Committee on Code of 
Conduct cases. 

• To receive regular reports on the performance of the 
complaints process and to form a panel to act as final 
arbiter when a complaint has been lodged against the 
Council. Furthermore, to recommend consequent revisions 
to related policies and procedures as appropriate. 

• To ensure the external operation of the Equal Opportunities 
policy. 

• The periodic review of the Council’s Standing Orders. 
• The setting up and monitoring of control systems for the 

oversight of Council expenditure. 
 

Continued… 
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Membership: Council nominations to include Chair and Vice-Chair from a 

minority political group. 
Matters 
Delegated To 
Committee: 

Audit Role 
 
• To provide independent assurance on the adequacy of the 

risk management framework and the internal control and 
reporting environment, including – but not limited to – the 
reliability of the financial reporting process and the Annual 
Governance Statement. 

• To be satisfied and provide assurance that appropriate 
action is being taken on risk and internal control related 
issues identified by the internal and external auditors and 
other review and inspection bodies. 

• To receive, and make recommendation on, such reports as 
are required in relation to all audit matters and including the 
Strategic Internal Audit Plan. 

• The Committee shall specifically have responsibility for 
oversight of and provision of assurance on the following 
functions: 
- Internal audit, including its efficiency; 
- ensuring that Council assets are safeguarded; 
- maintaining proper accounting records; 
- ensuring the independence, objectivity and 

effectiveness of internal and external audit; 
- the arrangements made for cooperation between 

internal and external audit and other review bodies; 
- considering the reports of internal and external audit and 

other bodies, ensuring recommendations are considered 
by the appropriate standing Committee; 

- the scope and effectiveness of the internal control 
systems established by management to identify, assess, 
manage and monitor financial and non-financial risks – 
including measures to protect against, detect and 
respond to fraud and the Whistle Blowing Policy; 

- to recommend to Council any matters relating to 
improving Financial Regulations. 

- to recommend to Council the Annual Governance 
Statement. 

 
Continued… 
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Membership: Council nominations to include Chair and Vice-Chair from a 
minority political group. 

Matters 
Delegated To 
Committee: 

Performance oversight 
 
• The development and formulation of strategies, policies and 

procedures for the assessment and monitoring of 
performance. 

• The agreement of targets for service delivery after 
consultation with other Committees. 

• The review of the effectiveness of service delivery in all 
areas of the Council’s functions and the making of 
recommendations to relevant Committees on the 
implementation of improvements. 

• The review of performance against agreed targets and 
subsequent making of recommendations to other 
Committees – and Council where appropriate for 
improvement. 

• The examination of the Council’s policy on consultation 
including its effectiveness and the identification of areas for 
improvement. 

• The comparison of the Council’s performance against 
other service providers and similar councils and 
subsequent making of recommendations to other 
Committees – and Council where appropriate – for 
improvement. 
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4. Planning and Transportation Committee 

Membership: One Member from each Ward and other nominated 
Councillors. 

Matters 
Delegated To 
Committee: 

• The making of representations to the local Planning 
Authority on applications for planning permission as 
notified by Arun District Council. 

• The making of representations in respect of appeals 
against the refusal of planning permission. 

• Monitoring and commenting upon Strategic and Local 
Plans. 

• The making of representations to the Planning Authority on 
other planning matters, including Tree Preservation 
Orders. 

• Monitoring and commenting to the Highway Authority on all 
highway matters. 

• Street naming. 

• Commenting on licence applications for licensed premises. 

• Making representations to Arun District Council on Public 
Entertainment Licences as notified by that authority. 

• Commenting on the South Downs National Park. 

• Community and Public Transport matters. 

• All transportation matters – excluding the ferry. 

• Minerals and Waste Plans. 

• Neighbourhood Plan, Neighbourhood Development Orders 
and Community Right to Build. 

• Liaison with community groups and regarding the 
Community Right to Build and making recommendations to 
Council thereon. 

• Assets of Community Value – the nomination thereof and 
consultation with the community thereon. 
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5. Property and Personnel Committee 

Membership: Council nominations. 
Matters 
Delegated To 
Committee: 

All matters, including the preparation of a draft budget for 
consideration by the Policy and Finance Committee and 
Council, relating to: 
 
Property 
• The provision and maintenance of all buildings, land and 

capital equipment within allocated budgets. 

• The Manor House and its environs – excluding the 
operation of the Museum. 

• Southfields JubileeYouth and Community Centres with the 
exception of the policy and operation of them Community 
Centres. 

• The acquisition and disposal of land as agreed by Council, 
within allocated budgets. 

• The production of an annual programme for the 
refurbishment and maintenance of Council owned property, 
together with budget estimates for consideration and 
approval by Council, following appropriate consultation with 
the responsible service Committee. 

• The provision and maintenance of street furniture and litter 
bins in the ownership of the Council. 

• The provision and maintenance of all street and footway 
lighting owned by the Town Council and to provide light in 
open spaces, including decorative lighting if required. 

• The drawing up of legal agreements licences and leases in 
connection with Council owned property – excluding 
allotment plot rentals and room bookings at Project 82. 
 

Continued… 
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Membership: Council nominations. 
Matters 
Delegated To 
Committee: 

Personnel 
 
• The overseeing of the conditions of service of employees 

of the Town Council and making recommendations to 
Council on the following matters: 
- Staffing levels. 
- Salary structures and pay. 
- Local Government Pension Scheme 
- Leave entitlement, including sick, maternity and special 

leave. 
- Hours of work. 
- Special conditions of service that might relate to a 

specific post or individual. 
- Allowances, expenses and subsistence. 
- Trade Union Membership. 
- Smoking at work. 
- Sickness. 

• The internal operation of the Equal Opportunities Policy. 

• The operation of the Health and Safety Policy. 

• The operation and final arbiter, through a panel, for all staff 
appeals. 

• Appraisals. 

6. Chairs’ Meetings 

Membership: Mayor and Chairs of Policy and Finance, Community 
Resources, Property and Personnel, Governance and Audit 
and Planning and Transportation Committees. 

Terms of 
Reference: 

• To agree an appropriate way through the Committee cycle 
for issues that affect more than one Committee. 

• To make recommendations to Council on matters of 
Committee administration, including agenda layout, public 
fora, training needs etc. 

• To discuss the draft budget, if necessary, to enable an 
understanding of the pressures on other Committees when 
trying to achieve a budget target. No formal 
recommendations would come from this meeting on this 
matter, but the Chairs would then be able to understand 
why there were pressures on their Committees and report 
this accordingly to their next service Committee meeting. 
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7. Editorial Board 

Membership: Nominated representatives from each political group and the 
independent member – each group to have a substitute. 

Matters 
Delegated To 
Board: 

• Report to Policy and Finance Committee. 

• Publish four publications of the Newsletter annually. 

• Ensure that these publications: 
i. Are non-party political. 
ii. Are produced to a timetable agreed by the Policy and 

Finance Committee. 
iii. Include comprehensive coverage of all major issues 

affecting the Town and Town Council. 
iv. Include all necessary performance and Quality Council 

Information. 

• Ensure that the Procurement Policy is adhered to at all 
times in the publication process. 

• Ensure that the publication remains within budget. 

• Undertake regular consultation with the public of 
Littlehampton regarding the efficacy of Progress. 

• Report annually to the Policy and Finance Committee on 
the delivery of its Terms of Reference. 

• Report on all Town Council initiatives of importance or 
content. 

• Quote the relevant Chairs and or Vice-Chairs of 
Committees and where appropriate Ward Councillors, 
when reporting stories. 

• Adhere strictly to the timetable agreed by the Policy and 
Finance Committee. 

• Be advised by the Town Clerk and Assistant Town 
ClerkCommunications and Marketing Manager. 

8. Merit Awards Panel 

Membership: The Mayor, the Chairs of the Policy and Finance and 
Community Resources Committees or their Deputies 

Matters 
Delegated To The 
Panel: 

To agree the recipients of the of the Annual Town Merit 
Awards. 
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Complaints Policy 
 

Date 5 July 2022 
 
Document Number Propose Policy is changed to Feedback and Complaints 

Policy 
 
Edition Number 1 
 
Replaces Not applicable 
 
Policy Maker Assistant Town Clerk 
 
Responsibility Full Council 
 
Resolution Number please insert resolution number from minutes 
 
Review Cycle Every three years 

 
 

This information pack contains: 
 
Feedback and Complaints Policy 
Introduction and objectives 

Procedure 

Process 

Panel 

Contact details 
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Littlehampton Town Council 
Feedback and Complaints Policy 

1. Introduction 

1.1. Littlehampton Town Council is committed to providing an excellent standard 
of service to its customers. 

1.2. Feedback and complaints play a role in maintaining and improving standards 
and the quality of service provided. When we receive feedback or a 
complaint, we view this as a way of understanding how our services are 
delivered and importantly, how we can improve.  

1.3. This policy details the way in which feedback and complaints will be 
managed, investigated, and acted upon. It covers all activities of the Town 
Council and may be used by members of the public who have a specific 
complaint about the conduct, administration, or operation of the Council. 

1.4. Feedback is information about your reaction or opinion as a result of the 
actions or behaviour undertaken by the Council. It can be either positive or 
negative and is used as a basis for service improvement. All feedback is 
recorded, and a copy is sent to the relevant service manager to review and 
feed into their work plans accordingly. 

1.5. A complaint can be defined as “An expression of dissatisfaction about the 
standard of the Town Council’s service, actions or lack of action by staff, 
particularly where a problem has not been remedied to the satisfaction of the 
complainant”. 

1.6. This Policy does not cover: 
i. Complaints against services or actions for which the Town Council is not 

responsible such as those provided by District, County or Central 
Government, to whom the complaint must be made direct; 

ii. Complaints made about elected Town Council Members. These 
complaints must be made direct to the Monitoring Officer, at Arun District 
Council. The address is Arun Civic Centre, Maltravers Road, 
Littlehampton, West Sussex BN17 5LF. The telephone number is 01903 
737500. 

2. Objectives of the Complaints Policy 

2.1. The objectives of the Policy are: 
a. To provide the public with a formalised system if a complaint is made 

against the Town Council. 
b. To fix the timescales during which a complaint must be investigated. 
c. To state how the complaint will be investigated. 
d. To state who will investigate the complaint. 
e. To formalise how the response to the complainant will be made. 
f. To allow the Town Council to review its procedures to prevent a further 

occurrence of this nature. 
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3. Procedure For Making a Complaint 

3.1.  Members of the public may make a complaint about Town Council services 
and administration in the following ways: 
a. To a Town Councillor. 
b. In person at the Town Council offices. 
c. By writing to the Town Clerk at the Council offices. 
d. Via the ‘contact us’ page of the Council’s website. 
e. By email. 
f. By telephone or fax. 
g. Through a representative, e.g., friend, advocate, or solicitor. 

Contact details are set out at the end of this policy. 

3.2. When making a complaint the complainant is encouraged to give as much 
detail as possible, for example: 
a. What service, policy, person, or aspect of the Council is the complaint 

about. 
b. If appropriate, the date, time, and location where an incident may have 

taken place and who may have been affected. 
c. The expectations held of Council services, particularly as a result of 

information provided or that staff or Councillors may have given. 
d. Name, address, and contact details so that the Council can respond to 

the complaint. 
e. Anything else which would help to make the point and the subsequent 

investigation. 

3.3.  We understand that it is frustrating when we do not meet your expectations. 
We will do everything we can to resolve your complaint. In return we ask that 
you: 
• Treat our staff with respect 
• Do not use abusive language or behaviour when communicating with us 
• Engage with all reasonable requests made in an effort to resolve 

your concerns 

3.4. Should a complaint be specifically about the conduct of the Town Clerk the 
complaint should be sent to either the Town Mayor or Deputy Town Clerk 
and Responsible Financial Officer who will conduct the investigation to 
progress the complaint. 

4. The Complaints Process 

4.1. Upon receiving a complaint, the Town Clerk or Deputy Town Clerk and 
Responsible Financial Officer will acknowledge this in writing to the 
complainant. 

4.2. The complaint will be kept on file and logged in a spreadsheet specifically 
kept for this purpose. 
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4.3. The complaint should be resolved and answered within ten working days. If 
this is not possible we will provide you with regular updates at least every ten 
working days. These will detail the reason for the delay and when you can 
expect to receive a response. Our response can be provided by letter, email, 
face to face or telephone. Where a response is given by telephone or in 
person, we will offer to provide written confirmation of our discussion. 

4.4. The Town Clerk or Deputy Town Clerk and Responsible Financial Officer 
should investigate the complaint and record the result in the Complaints 
spreadsheet and when the complaint has been investigated, write to the 
complainant with the results. If the complaint involves one of these Officers, 
then another should deal with the complaint. 

4.5. If the complaint cannot satisfactorily be resolved in this way, a panel will 
be convened comprising three of the following Councillors: 
• Mayor 
• Deputy Mayor 
• Committee Chair 
• Committee Vice-Chairs. 

4.6. The complainant should be informed of the date of the panel and should be 
invited to attend either personally or with a friend. 

4.7. The Panel should be conducted in accordance with the National Association 
of Local Council’s guidance as set out in Legal Topic note 9, as set out in 
paragraph 5 of this policy. 

4.8. A summary report on the Panel’s judgement must be reported to the next 
meeting of the appropriate Committee or Full Council. 

4.9. The Panel hearing is the final stage of the Complaints Procedure. The Panel 
and Town Council are not covered by the Local Government Ombudsman. 

5. The Panel Hearing 

5.1. The public and press are not permitted at Complaints Panel hearings. 
However, the Town Mayor will report on the complaint at the next appropriate 
Council meeting. The order of business for the Complaints Panel meeting is 
in accordance with the National Association of Local Council’s guidance as 
set out in Legal Topic note 9 as follows: 
a. Chair to introduce everyone. 
b. Chair to explain procedure. 
c. Complainant or representative to outline grounds for complaint. 
d. Members to ask any question of the complainant. 
e. If the Panel believe that the matter has legal or technical complexities, 

support – in the form of advice and guidance – from a Senior Officer of the 
Council, who has not been involved, or in exceptional circumstances from 
another Council, will be sought. 

f. If relevant, the Town Clerk or other proper Officer in attendance will 
explain the Council’s position. 

g. Members to ask any question of the Town Clerk or other proper Officer. 
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h. The Town Clerk or other proper Officer and the complainant to be offered
opportunity of last word, in this order.

i. The Town Clerk or other proper Officer and the complainant to be asked
to leave the room while Members decide whether or not the grounds for
complaint have been made. If a point of clarification is necessary both
parties to be invited back.

j. Clerk or other proper Officer and complainant return to hear the decision
or to be advised when the decision will be made.

k. Following the conclusion of the meeting the complainant will be advised of
the decision of the Panel, which is final with no right of further appeal. This
will be confirmed in writing within seven days with details of any action to
be taken.

6. Contact Details

Address:
Littlehampton Town Council  
Manor House 
Church Street 
Littlehampton 
West Sussex BN17 5EW 

Telephone:  01903 732063 Email: ltc@littlehampton-tc.gov.uk 
Fax:  01903 731690 Website: www.littlehampton-tc.gov.uk 
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Governance and Audit Committee Work Plan 2022 to 2023 
 

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 or dictated 
by changes to 
legislation 

February 2022 February 2023 

Standing Orders* Quadrennially February 2020 February 2023 
Scheme of Delegation to 
Committees* 

Annually July 2021  Report to this meeting 

Scheme of Delegation to 
Officers* 

Annually July 2021  Report to this meeting 

Review Financial 
Regulations* 

Every 2 or 3 years February 2022  February 2023 

Annual Governance 
Statement 

Annually February 2022 February 2023 

Internal Audit Report Half yearly February 2022 Report to this meeting  
Review List of Internal 
Control Systems  

Annually  February 2022 February 2023 

Corporate Risk 
Management Strategy and 
Procedures  

Annually February 2022 February 2023 

Corporate Risk Register – 
LCRS & Strategic Policies 
Risk Register 

Every 2 or 3 years February 2022 February 2023 

Council’s Aims and 
Objectives 

Performance 
Review Annually or 
Every 2 or 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 and 
Complements Review 

Annually February 2022 February 2023 

Complaints Policy Every 2 or 3 years 
as required 

July 2020 Report to this meeting 

 
*unless there is a change to key staff or as a result of legislative or regulatory    

change.  
 
Frequency of Meetings: Tuesday 5 July 2022, Tuesday 7 February 2023 and 
Tuesday 4 July 2023 
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