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14 October 2022 

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

Community Resources Committee 

Venue:  The New Millennium Chamber, Manor House, Church Street, 
Littlehampton BN17 5EW 

Date:  Thursday 20 October 2022 
Time:  6.30 pm 

Committee: 

Councillor Blanchard-Cooper – Chair 
Councillor Butcher 
Councillor Molloy 
Councillor Tandy 
Councillor Turner 
Councillor Dr Walsh KStJ 
Councillor Woodman 

Peter Herbert, Town Clerk 

Agenda 

2022 to 2023 

1.  To Consider the Business of the Adjourned Meeting on 8 September 2022 

Please refer to the Agenda from 8 September 2022 for information. 

2.  Minutes 

To confirm the Minutes of the adjourned meeting held on 8 September 2022, 
circulated herewith, pages 3 to 4. 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. 

3.  Arun Youth Projects Annual Report on Youth Services 

To receive a report, attached, pages 5 to 23, and presentation. 
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4. Allotments Working Group 

To receive the notes of the meeting held on 22 September 2022, pages 24 to 28. 

5. Officers Reports 

5.1.  Events Periodic Report  

Attached, pages 29 to 32. 

5.2.  Events Programme for 2023 to 2024 

Report attached, pages 33 to 41. 

5.3. Museum Collections Care and Conservation Plan 

Report attached, pages 42 to 62. 

5.4.  Community Resources Periodic Report 

Attached, pages 63 to 64. 

6.  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. 

This item is a confidential report for Members of the Council only in 
accordance with Paragraph 3 of Part 1 of Schedule 12A of the Local 
Government Act 1972, being information relating to the financial or 
business affairs of any particular person. 

7. Officers Exempt Report 

7.1. Service Funding Agreements Review 

Report attached separately. 

 

2



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

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

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

Minutes of the Community Resources Committee held in The Fleming Room, Manor 
House, Church Street, Littlehampton BN17 5EW on Thursday 8 September 2022 at 
6.30 pm 

Present: 

Councillor Blanchard-Cooper – Chair 
Councillor Butcher 
Councillor Tandy 
Councillor Turner 
Councillor Dr Walsh KStJ 
Councillor Woodman 

2022 to 2023 

16. Chair’s Announcement

Following the reports only that day of Her Majesty the Queen’s ill health, the Chair
said that the thoughts and prayers of the Council were with her and her family.

17. Evacuation Procedures

The evacuation procedures were noted.

18. Filming of Council Meetings, Use of social media and Mobile Phones

The procedures were noted.

19. Apologies

There were apologies from Councillor Molloy.

20. 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. In addition to the standing declarations, Councillor Tandy
declared a pecuniary interest in item 10.3, report item 3.3 as Treasurer and
Secretary of the Keystone Centre Management Committee.
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He confirmed that he would leave the meeting if there was any discussion 
regarding the Committee’s Service Funding Agreement with the Town Council. 

21. Announcement of the Death of The Queen

The Committee received the very sad news of the death of Her Majesty Queen
Elizabeth II. Members stood in silence for a couple of minutes out of respect.

It was Resolved that:
The meeting be adjourned and re-convened at a date to be arranged. 

The meeting closed at 18.34 pm. 

________________________ 
Chair 
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INTRODUCTION 
There is no way around it; the last two 
years have been difficult. Difficult for 
society. But perhaps, most notably difficult 
for young people. Their lives have been hit 
hard with endless disruption to schooling, 
long periods of isolation and losing support 
networks. 

I believe that youth organisations that 
support young people and transform their 
lives have never been more crucial, due to 
the clear increase in issues related to young 
people's mental health, with depression and 
anxiety continuing to rise. The Centre for 
Mental Health has shown that 1.5 million 
children and young people will need some 
mental health support due to the pandemic 
over the next 3 to 5 years. 

This report tells the story of our journey out 
of the pandemic by looking at services from 
August 2021 to July 2022, and highlighting 
key data and information on how Arun 
Youth Projects has been at the forefront of 
supporting young people and how we have 
been quick to adapt and respond to the 
demand and growing challenges in the 
wake of the pandemic. 

With a dedicated team of skilled youth 
workers and existing trusted relationships, 
we have strived to bring joy and fun to the 
lives of our young people. We have 
provided a safe, warm and positive space 
for them to meet and be themselves. We 
have encouraged them to learn and be 
active, and have provided opportunities for 
young people to volunteer and give back to 
their community. 

When I reflect personally over the last 12 
months, I am reminded that 2022 marks ten 
years since I came into post as Project 
Manager of Project 82. Even though the 
service has evolved, and my role has 
changed somewhat over the last decade, 
my commitment, passion and heart to 
impact young people’s lives in Littlehampton 
remains the same. It has been, and always 
will be, a privilege to serve this community! 

I would like to take this opportunity to thank 
The Littlehampton Town Council more than 
ever for its continued support. Without this 
help, we simply would not be able to deliver 
this much-needed service. As always, thank 
you for joining us on this journey, and I hope 
you find this an encouraging read! 

Emma 
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YOUTH CLUBS 
2 0 1 8 - 2 0 1 9 3 8 4 

3 4 5 9 2 4 0 
O P E N I N G H O U R S 
O F Y O U T H C L U B S V I S I T S Y O U N G P E O P L E 

2 0 1 9 - 2 0 2 0 2 1 4 
1 9 4 2 1 6 8 O P E N I N G H O U R S 

O F Y O U T H C L U B S V I S I T S Y O U N G P E O P L E 

2 0 2 0 - 2 0 2 1 2 3 5 
1 3 0 3 O P E N I N G H O U R S 1 8 3 

O F Y O U T H C L U B S V I S I T S Y O U N G P E O P L E 

2 0 2 1 - 2 0 2 2 3 3 0 3 6 7 1 3 0 5 O P E N I N G H O U R S 
V I S I T S O F Y O U T H C L U B S Y O U N G P E O P L E 

From the data above, it is clear to see that compared with 2020-2021, we have recorded 

higher engagements with a higher amount of opening hours. This is no surprise as we re-
opened our Youth Clubs with no restrictions for the first time in August 2021 since the 

beginning of the pandemic. During this time we have recorded the highest level of 
attendances across a tweleve month period ever, with November 2021 being our busiest 
month on record. 

Comparing the data over the last 4 years we can see that demand for our Youth Club 

sessions is higher than ever, with some sessions reaching or even surpassing pre-covid levels 

of attendance. 

We have also registered an unprecedented amount of new young people since our youth 

clubs opened again, with 136 coming through the door during this reporting period. Whilst 
this is an exciting prospect, we also recognise that young people have pressing needs that 
have changed since the beginning of the pandemic and as a priority we are trying to reflect 
this in our planning. 
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 YOUTH CLUBS 
Free Hot Meals: 
The cost of living crisis is having a severe impact on families with children. The Coronavirus 

pandemic, war in Ukraine, Brexit and austerity have all contributed to the rise in food and 

energy costs. 1 in 3 children in the UK were already living in poverty prior to the crisis. We 

know that over 3500 children are living in poverty in West Sussex alone. 

It has been our goal over the last year to ensure we are providing a free hot meal at every 

session. This is now more important that ever so we will be continuing to do this moving 

forward. We are currently looking into way in which external partners and organisations 

can assist us with sourcing ingredients for the meals. 

5 Ways to Wellbeing: 
Evidence suggests there are 5 steps you can take to improve your mental health and 

wellbeing. We have built the NHS '5 Ways to Wellbeing' into all sessions: 

Connect with other people - this is at the heart of everything we offer. There are 

multiple opportunities to connect with friends and new people at every sessions; games, 
debate nights, tournaments, workshops etc. 
Be Physically Active - all AYP Youth Club sessions have at least one pyhsical activity 

planned (e.g football, basketball, capture the flag). 
Learn New Skills - Every session now has at least one opportunity to learn a new skills, 
from learning to cook a curry in the kitchen to learning how to do plant sunflower seeds! 
Pay Attention to the Present Moment - young people have the opportunity to take part 
in arts and crafts, pool, table tennis, cooking - it is all part of paying attention to the 

present moment. 
Give to Others - Encouragement to volunteer for other AYP services and within the local 
community. We are also looking to be more involved in more community initiatives that 
will encourage our young people to give to others such local food banks. 

AYP is the only place I can go to relax because of the pressures 

from school and home! 

3 
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     THE HIGHS & LOWS 

It would be naive to think that coming out the other side of the pandemic is not going to bring with it 
some challenges and whilst we always look to celebrate the highlights of the last 12 months, it is 

important to address that it has been a tough year for the staff team. 

We have faced unprecedented level of disruptive and challenging behaviour during some of our 
Youth Club sessions. Whilst we cannot say for certain exactly what is causing this significant change 

in behaviour, we do know since the start of the pandemic there has also been significant increase in 

symptoms of depression and post-traumatic stress disorder (PTSD). The increase in mental health 

issues could be a contributing factor to some of the behaviour issues that have presented. 

We are hopeful that we can support these young people through this time by planning 

sessions/workshops around supporting young people's mental health and looking at other projects 

& services to best support them. Whilst instilling firm and clear boundaries and expectations at all 
sessions. We may be the only positive, consistent support in these young people's lives and AYP will 
continue to serve and support them moving forward. 

Additional positive's from the last 12 months have included: 
A new look AYP with complete rebrand. 
Brighton & Hove Albion FC trip to the Amex. 
Excellent engagement at Community Events, such as the Town Show. 
Building strong relationships with hard to reach Young People. 
Delivering shopping vouchers to families over the Christmas period. 
A visit from West Sussex Fire & Rescue Service. 
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SERVICE USER FEEDBACK 
We wanted to capture the voices and opinions of as many young people as possible in this 
review, as it is the only true way to know whether the service has a positive impact on their 
lives. We designed a small survey with nine questions about the AYP Youth Clubs. The 
questions were based around the Youth Work values: 

Utilising young people’s view of the world. 
Treating young people with respect. 
Seeking to develop young people’s skills and attitudes rather than remedy ‘problem 
behaviours’. 
Helping young people develop stronger relationships and collective identities. 
Respecting and valuing differences. 
Promoting the voice of young people. 

We had 30 responses from young people aged 8-16, and ensured we captured feedback 
from young people attending all sessions in Littlehampton. We understand gathering this 
type of feedback helps the service users feel empowered and valued and that their 
experience and perspective is going to be taken on board. 

Attending AYP Youth Club sessions had service 
users feeling... 

HEARD 100% INCLUDED 90% EMPOWERED97% 

POSITIVE 100%RESPECTED 100%SAFE97% 

I like coming here because I find new people to bond. Youth Club 

is the best, you can find new hobbies, learn new things to do. AYP 

means a lot to me and other people too! 

5 
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  SERVICE USER FEEDBACK 
97% 82%100% 

Has AYP had a positive impact Has AYP helped you build Has AYP taught or helped 
on your mental positive relationships with you develop a new skill? 

health/wellbeing? other adults & Young People? 

"AYP MAKES ME feel 

HAPPier" 

"My social skills 
have improved" 

"AYP has made me confident" 

"I am excited to 
come to club" 

"I have made new 

friends" 

"Coming to Club keeps 
my mind off things" 

"I feel safe around

the youth workers"

AYP is a safe space, where we can spend time with our friends 

and have a good time! It keeps me off the street and stops me 

from getting into trouble. 

6 
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AYP is a space to feel free,
it's not like being at home

or school.”

LITTLEHAMPTON'S YOUTH WORK LEGACY: CASE STUDY 
Casey has been attending AYP sessions for 10 years. We are thrilled that she has agreed to 

share her story since first coming through the doors in 2012. However, instead of looking at 
how the service has impacted Casey’s life over the last 12 months, we wanted to look at how 

providing a consistent youth service within a local community can have a long-lasting impact 
in someone’s life. 

Casey is currently 18 years old and lives with her Mum and 4 siblings in Littlehampton. She 

moved from London to a refuge in Worthing with her family when she was 5 years old, to 

escape domestic violence. Eventually, Casey and her family settled in Littlehampton. She 

started one of the local primary schools with her two older brothers and accessed Arun 

Church’s daily breakfast club after a referral from her social worker. 

A year or so later, after Casey’s brothers started attending Project 82 sessions (now AYP), 
her social worker suggested she attend our Juniors Youth Club. Casey explains ‘I first started 

to attend the Juniors Youth Club because me and my brothers didn’t have many friends in 

the area because we struggled to make friends straight away after moving here from 

London. My school, and Social Worker suggested we try local Youth Services to find new 

friends.’ 

When asked why Casey found AYP sessions so appealing she explains “I attended every 

week as an eight-year-old because it was fun, you meet different people, and it isn’t the 

same as being in school. I took part in craft, sport and cooking activities. AYP was and still is a 

space to feel free, not like being at home or being at school.” 

“I attended the Juniors Youth Club for 3 years; 
I went every single week. I then moved onto 
the Inters Youth Club at Project 82 and then I Over the last twelve months I 
eventually moved on to the Seniors Youth have designed a programme 
Club at The Flintstone Centre and Keystone of food to ensure we are 
Centre. I attended there for the last 4 years 

providing hot meals until the end of this summer, as I am now too 
old to go there.” at every session. 

7 
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Casey explains “AYP has impacted my 
mental health in many ways with full 
respect and care given. It’s always been the 
positive to many of the negatives I’ve been 
through in my life. I’ve been able to talk to 
the Youth Workers knowing full well they 
are going to help me find a solution to my 
problem and not judge me for the way I feel 
or who I am. AYP has given me a sense of 
happiness and as a person has built me to 
be a strong leader. 

She told us ‘I have embraced every aspect 
of AYP. I have taken part in Bonfire Night 
parades, I have attended trips, won awards 
for volunteering, taken part and volunteered 
for Soccer School, engaged in Wick Week 
events such as Wick’s Got Talent, 
volunteered at Arun Church events such as 
the Summer Playscheme and Summer 
Camps, completed fundraisers, competed 
at the Pancake Olympics, presented at 
Town Council meetings, led workshops at 
the Littlehampton Town Show, attended 
leadership residentials and an overseas trip 
to Romania. 

When asked about the other opportunities 
she has been involved in since being a part 
of AYP, Casey explains ‘I have accessed the 
bursary two years ago to fund my 
cheerleading programme for a year. 

AYP is a space to feel free, 
it's not like being at home 

or school.” 

My sister and two cousins have also 
received the bursary twice each over the 
last 2 years. This has allowed me and family 
members to keep accessing our hobbies.’ 

Casey has gone full circle within the service, 
she first started attending as an eight-year-
old girl who needed support and friendship. 
Amazingly, she is now volunteering at 
sessions 10 years later with the next 
generation of eight-year-old children who 
are looking for the same and who are now 
looking up to Casey as a role model. 

We asked Casey to tell us about her 
experience as an AYP young leader, she 
explained “being a Young Leader gave me a 
sense of belonging, pushed me to mature, 
gain leadership skills and improved my 
confidence. The biggest thing for me was 
that I am known as a role model in the 
community. I feel I have a lot of respect 
from people in the community and have a 
built up a good name for myself.” 

8 
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Casey explains why volunteering at AYP 
now is so special to her ‘’I became a Young 
Leader at the age of 14. I went from being a 
young person at the youth club, to 
volunteering and helping people how I was 
helped as an eight-year-old when I was 
new to this community. When I first joined 
the service, I was the quiet kid because I 
didn’t know anyone. As a result of this, when 
we get new children/young people arrive at 
sessions and they are quiet or by 
themselves, they are the first kids I initially 
go and speak to. I want them to feel 
welcomed, just like I did when I first started 
attending sessions. If you look after them, 
they start to feel a part of something and 
that is a good feeling. I feel like I belong at 
AYP and that is why I have kept coming back 
for 10 years.” 

Casey has moved on from being a Young 
Leader recently, and now at the age of 18 is 
considered an adult volunteer. As a result, 
she is given more responsibility for planning 
and delivering activities. Due to the 
substantial rise in attendance at the Juniors 
Youth Club since reopening the sessions, her 
main role in the last year has been to plan 
and cook the food. ‘ 

’Over the last twelve months I have 
designed and developed a programme of 
food to ensure we are providing hot meals 
at every session. I try to make sure all meals 
have vegetables in as I want the children 
attending sessions to have access to healthy 
food. My favourite things to cook are 
spaghetti bolognese or chicken tikka curry. 
Sometimes I am cooking for around 40-50 
children during one session. I will invite the 
children into the kitchen to help prep the 
food, they learn skills such as chopping 
vegetables.” 

When asked why she believes it is important 
to be providing hot meals at every session 
Casey stated, ‘You have to look at it in the 
aspect of every child attending the session 
may not have dinner that night or the 
milkshake we had last week, might be their 
only dessert/treat for a month.’ Due to the 
success of Casey’s hot meals programme, 
as a service we have decided to deliver this 
across all 5 youth club sessions in 
Littlehampton and Rustington. Our goal over 
the last 12 months has been to ensure all 
young people attending our service can get 
access to a free hot meal at every session. 

We asked Casey to sum up how her time at 
AYP makes her feel “I feel good and if I have 
children, I want them to come here too! It 
has definitely changed me as a person, from 
the shy eight-year-old I used to be. I have 
built great leadership skill and I have 
become a peoples person. I would never 
have got these skills or confidence if I did not 
come here from such a young age. AYP 
means more to me than just going there to 
volunteer. I know each week I can help 
people. I feel I can deliver what I was given 
by AYP. Being a part of AYP has changed 
my life. It has been a fun 10 years, that’s for 
sure!!" 
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UNDERSTOOD IN A MISUNDERSTOOD WORLD: CASE STUDY 
Z is 13 years old and lives with his mother in Littlehampton. He has been accessing Arun 

Youth Project Services every week since he was 8 years old. Z’s older sister Shannon also 

accessed AYP services for 8 years, before moving to Bristol last year. She was a young 

leader for many years, and now he hopes to follow in her footsteps. 

We asked him what first attracted him to AYP, "I first started coming because my older 
sister used to come, and it seemed fun. I was only eight when I first started coming, so it 
wasn’t keeping me out of trouble back then. It was somewhere to go!" 

"Now I attend Southfields on a Tuesday and Friday nights at Keystone. I like seeing my 

friends, playing football and chatting to the Youth Workers. I have good relationships with 

them." 

We asked Z why he thinks AYP has made a difference in his life. He explained, "Adults in the 

community see me for being a lot older and a troublemaker. I used to get involved in 

arguments in town. There are people in the community that target me for doing things 

wrong because of who I hang around with. I also think sometimes people in the community 

misunderstand me because I am really tall. 

They think I am a lot older and expect more 

from me, but the Youth Workers at AYP get 
me. They treat me differently, but in a good 

way! They have known me since I was a kid, 
and that makes me feel safe. If I have any 

troubles, they will always help me.” 

He explains, "Half the time when I go out, I am 

getting into trouble or trouble finds us, so 

going to sessions keeps me away from all 
that! I am now more interested in volunteering 

and doing good!" 
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For the first time this summer, Z became interested in volunteering at AYP sessions and 
summer activities run by the Church. We asked him why he was keen to get involved. "At first 
I thought it would be a good way to get out of trouble. My name got brought up in many 
situations, and I just thought it wouldn’t hurt spending a week at Lodge Hill instead of 
sleeping all day. It kept me busy during the summer." 

He tells us about his experience of working with the children, "There is a difference in every 
child, you can tell what kids are going through stuff! The kids remind me of myself! I wanted 
to help them and make sure they had a good time." 

He explains, "Volunteering this summer was completely different! The way I am in the 
community is totally different. It brought out a different side to me that not many people 
see. I had to be patient, I couldn't get angry, and I was responsible for managing the 
behaviour of other kids. I wasn't sure I could do this, but I was proud of myself and for 
pushing myself out of my comfort zone. It was a good change for me!" 

We asked Z what is next for him in the future. "My goal is to get back into some form of 
mainstream education after being permanently excluded from TLA. In terms of volunteering, 
I want to get involved in all the summer activities, like Colour Fest (Arun Church Play 
Scheme) and Soccer School. I would love to go to places like Romania, just like my sister! 

This was a huge step for Z this summer, and we are so proud of him for doing this. He 
recognised he needed to change his behaviour in the community and was tired of getting 
into trouble. He pushed himself into something positive and wanted to create change in his 
life and others around him. Z has a big heart and has a lot to give to this community! We are 
looking forward to watching him continue his volunteering journey and we are hopeful he 
will become a regular on the AYP Young Leader Team. 

Volunteering this summer was different! It brought out a 

different side to me that not many people see. I had to be 

patient, I couldn't get angry, and I was responsible for managing 

the behaviour of other kids. I wasn't sure I could do this, but I 

was proud of myself and for pushing myself out of my comfort 

zone. It was a good change for me!" 
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 DETACHED SERVICE 
2 0 1 9 - 2 0 2 0 4 8 5 

D E T A C H E D 
Y O U T H W O R K 

E N G A G E M E N T S 

2 0 2 0 - 2 0 2 1 
6 1 3 

D E T A C H E D 
Y O U T H W O R K 

E N G A G E M E N T S 

2 0 2 0 - 2 0 2 1 3 9 9 
D E T A C H E D 

Y O U T H W O R K 
E N G A G E M E N T S 

4 3 
D E T A C H E D 

Y O U T H W O R K 
S E S S I O N S 

9 9 
D E T A C H E D 

Y O U T H W O R K 
S E S S I O N S 

5 4 
D E T A C H E D 

Y O U T H W O R K 
S E S S I O N S 

8 6 
H O U R S O F 
D E L I V E R Y 

1 9 8 
H O U R S O F 
D E L I V E R Y 

1 0 8 
H O U R S O F 
D E L I V E R Y 

The data highlight a decline in engagements and delivery hours compared to the previous year. Due 

to session closures in 2020/2021, the staff-team were often redeployed to deliver detached youth 

work sessions. Now, all sessions are operating back at a normal level, the detached sessions have 

reduced. 

In the last 12 months, there have been less sessions and delivery hours, resulting in one session per 
week on average being delivered. We were tasked with setting up a detached project in Bognor 
Regis and spent six months engaging with young people on the other side of the River. This project 
has now been handed over to 'Sussex Clubs for Young People', so we can fully focus our efforts in 

Littlehampton and surrounding areas such as Rustington and Angmering. We hope that in the next 
few months, with a drive on recruitment, we can get this back to two sessions a week. 

Due to the nature of detached youth work and the role that youth workers play within the 

community, we believe we are best placed to learn and understand what is happening in the lives of 
young people. We have made unprecedented progress over the last four years, not only with 

progress with young people, but also with services such as police to ensure they are sharing 

information on serious violent crimes and local hot spots, etc. This allows us to react quickly to issues 

within the local community. Looking at the data around serious violent crimes, we know there has 

been a reduction in Sussex. In September 2021, there was a -28% reduction in all public place 

serious violent crime offences. It is important to note that 31% of all offenders were aged 17 and 

under. 

Last year, we were fortunate enough to have our funding for this project extended by ADC. It is now 

funded through the Violence Reduction Partnership. The Partnership was successful in its bids for 
more than £500,000 of additional funding to help support the county’s most vulnerable young 

people and combat the root causes of violent crime. 

12 
18



 

              
  

               
                     
               

          

        
    

      
     

        
    

       
     

       
       

    

               
 

              
                 

                  
                 

                 

  

 DETACHED SERVICE 
17.8% 

Universal 
44.4% 

Category of Risk 
Potential Risk The category of risk is the predominant target group 

identified during each engagement/session. 
Known Risk 

31.1% 

Universal: indicates young people who are not 
Involved in Violence/Crime 

6.7% currently involved in criminal activity. 

Potential risk: is Young people associated with high risk 
areas or high risk peers. 

Known risk: highlights Young people with known risk 
factors including Adverse Childhood Experiences and 
suspected to be involved in criminal activity. These 
young people may be known to police/authorities but 
have not received a conviction. 

Involved in Violence/Crime: indicates Young people with known risk factors and are involved in the criminal 
justice system. 

The Chart highlights the majority of engagements between August 2021-July 22 took place with young 
people who are not currently involved in any criminal activity (Universal). All four categories of risks were 
presented over this reporting period. Known risk is the second highest target group with 31.1%. This is to be 
expected due to the large amount of engagement in the Town Centre. This area of Littlehampton is 
activitive to groups of young people known to be involved in ASB and potential criminal acitiviy. 

Presenting Risks 
Inappropriate Peer Groups/Relationships 

Anti-Social/offending Behaviour20.5% 
25.3% 

Drugs & Alcohol Misuse 
13.3% 

ACEs (Truma) 
14.5% 

Being a victim of crime/Feeling Unsafe 
8.4% 

Exploitation 
12% 

Presenting risk are the topics/issues addressed during the engagements with young people on the detached 
sessions . 

The chart shows anti-social behaviour/Offending behaviour as the main presenting risk. It is no surprise this 
issue is so high, due to the nature of the service, we are mostly responding to reports of ASB in the local 
area and visit well known hotspots during sessions. Young People are challneged on thier involvement of 
ASB by the team and the conquences are explained. 

13 
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 DETACHED SERVICE 
The map below highlights all engagements recorded from August 2021 - July 2022 during detached 

youth work sessions. The Town Centre records the highest level of engagement, followed by the 

skate park, Southfields and the River Walk. This follows a similar patern when compared to last 
years data with the Town Centre and Skate Park providing a very popluar location for young poeple 

to spend their time . 

Rosemead, Netley Court, The Wick Estate, Worthing Road Park, Mewsbrooks and Wick Parade 

recorded some level of engagement over the last 12 month, yet not as busy as previous years. 
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BURSARIES 
7 £ 1 0 0 0 2 0 1 8 - 2 0 1 9 

A P P L I C A T I O N S T O T A L 
A M O U N T 
A W A R D E D 

2 0 1 9 - 2 0 2 0 2 £ 3 9 0 
A P P L I C A T I O N S T O T A L 

A M O U N T 
A W A R D E D 

2 0 2 0 - 2 0 2 1 6 £ 1 4 5 5 
A P P L I C A T I O N S T O T A L 

A M O U N T 
A W A R D E D 

2 0 2 1 - 2 0 2 2 1 5 £ 3 1 2 6 
T O T A L 

A P P L I C A T I O N S 
A M O U N T 
A W A R D E D 

Research shows that people with hobbies are less likely to suffer from stress, low mood, and 

depression. It is more important than ever that young people continue to pursue their passions and 

interests. We also understand that due to the cost of living crisis, families could choose to stop paying 

for pleasures such as hobbies. Our bursary fund is now vital to ensure that young people living in our 
local community continue to pursue their interests. 

We are pleased to see an increase in the number of applications we received over the last 12 

months. We have donated more funds than the three previous years combined. Our goal last year 
was to increase awareness of the bursary to ensure more young people did not miss out on 

Our hope is that the Arts & Social Clubs Bursary will continue to be used in the same way over the 

next 12 months. 

Between August 21-July 22 we have received 15 applications for the bursaries that include: 

Specialist basketball shoes. 
Annual rugby membership to local male rugby team. 
Annual football memberships to local female football team. 
Annual cheerleading expenses, including kits, fees and travel. 
Carpentry equipment. 

'This funding would secure my place as an athlete at a local cheerleading Squad for 
the season. Cheerleading has helped me a lot over the years, it’s helped me gain my 
confidence and massively helped towards my mental health. I was an athlete with 
them for over 6 years but took last season out as my mum struggled to pay for it, 

after my dad passed away. 
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ADD QUOTE

YOUNG LEADERS 
1 0 Y O U N G2 0 1 8 - 2 0 2 0 

6 9 0 L E A D E R S 
V O L U N T E E R 
H O U R S 

9 Y O U N G 2 0 2 0 - 2 0 2 1 
2 6 5 L E A D E R S 
V O L U N T E E R 
H O U R S 

8 Y O U N G 2 0 2 1 - 2 0 2 2 
7 5 0 L E A D E R S 
V O L U N T E E R 
H O U R S 

The young leader team currently consists of eight young people. All with a mixture of leadership 

experience, some have been volunteering at AYP for over five years, and others started in August 
2021. It was no surprise that the young leader team recorded significantly less volunteer hours in the 

previous 12 months due to session closures in response to the COVID-19 pandemic. 

The data above highlights an increase in volunteer hours during this reporting period. Sessions have 

been fully open with no restrictions since August 2021, and this is reflected in the sheer number of 
volunteer hours compared to last year's data. This group is a dedicated bunch who give up their time 

to volunteer at the Juniors Youth Club every Wednesday after school. Some of them rush from 

schools such as Worthing High and Felpham Community College to ensure they are in time to assist 
with the session set up. 

We have supported this group to plan and facilitate their own youth club sessions, and have 

continued to develop their leadership skills. We are planning some ad-hoc in-house training sessions 

to cover topics such as safeguarding, food hygiene, etc. 

The biggest thing for me was that I am known as a role model. I 

feel I have a lot of respect from people in the community and 

have a built up a good name for myself. 
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PARTNERSHIPS 
It is essential that AYP continues to build on existing partnerships and work with local organisations to ensure 

that we truly understand the holistic needs of the most vulnerable young people in our community and offer 
them the most useful support. We want to offer the best possible support, and this is impossible without 
joining up with other agencies. 

Our current existing partnerships include: 

Local Councils: Other agencies: 
Littlehampton Town Council - Local Schools - White Meadow Primary 
supporting the Littlehampton AYP Offer. Academy (Soccer School) & The 
Rustington and East Preston Parish Angmering School (The Smallholdings 
Council - supporting Rustington and EP Project) 
AYP offer. Police - Information sharing. 
Arun District Council - Supporting ad- Child Social Care - Joined up working 
hoc projects and information sharing, regarding individual young people.. 
Arun Peer Conference. GO Sketch - Community Projects. 
West Sussex County Council - Community Wardens - Information 
supporting detached project. sharing and attending Youth Club 

Sessions . 

SUMMARY 
AYP August 2021 - July 2022 

Highest attendence recorded. 
Highest level of new young poeple registered. 
Highest number of bursary applications. 
Highest number of volunteer hours. 
Increased funding for detached project. 

Over the last 12 months, we have seen: 

17 
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How to contact us 
Write to: Manor House, Church Street, 

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

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

Notes of the Meeting of the Allotment Working Group held in the Fleming Room, 
Manor House, Church Street, Littlehampton on Thursday 22 September 2022 at 
6.30 pm 

Committee: 

Councillors Blanchard-Cooper – Chair, Tandy, Molloy, Turner 

Co-Opted Members: 
Messrs Benson, Farquhar, Oliver, Simmons, Lovegrove 

Also Present: 
Juliet Harris – Assistant Town Clerk, Felix Gillett – Community Resources Officer 

2022 to 2023 

13. Evacuation Procedures

The evacuation procedures were noted.

14. Mobile Phones

Members were reminded that the use of mobile phones – other than on silent
– was prohibited.

15. Apologies

Mrs Burke, Mr and Mrs Oliver.

16. Declarations of Interest

There were none.

17. Notes of the Last Meeting

17.1. It was noted that a stand pipe was not required at Worthing Road and had 
been incorrectly minuted at the last meeting. 

17.2 It was therefore Resolved that: 
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Subject to an amendment to minute 10.6 to reflect this, the notes of the 
meeting held on 19 May 2022, previously circulated, be confirmed as a true 
record and signed by the Chair.  

18. Allotment Strategy

The Working Group had before it a draft of the proposed new Allotment
Strategy. This had been drafted following research undertaken by the
Allotments Strategy Task and Finish Group to develop a plan for the future
management of the Town Council’s allotments. The draft was also informed
by feedback from the earlier engagement exercise with allotment holders and
included an action plan highlighting key objectives for the first five years.
The Working Group proceeded to review the draft in more detail, taking each
section in turn. The following points were noted from the ensuing discussion:

1. Allotment Sites – The number of plots was questioned, and it was agreed
that this would be checked before the draft was finalised.

2. Current and Prospective Plot Holders – Regarding communication
between the Town Council and Site Representatives, it was thought that
this could improve, particularly when plots were changing hands. This was
especially pertinent when perspective new plot holders were getting
started. It was noted that plots were offered only after they had been
viewed and that this practice would continue.

It was also thought that more information could be put online, for
inexperienced plot holders, to highlight the expectations and commitment
a plot requires.

3. Finance – The prospective increases in the fees proposed in the Strategy
were questioned by the Site Representatives who wished to understand
how the costs had escalated.

The Assistant Town Clerk stated that the fee increases in recent years had
failed to keep pace with rising costs including administration, maintenance,
infrastructure and staff costs. She explained that also, the Council was not
exempt from financial pressures, and that whilst increasing costs was not
something that the Council wanted to do, it was having to look closely at
all areas to find efficiencies. This included the extent to which it subsidised
the provision of allotments, hence the proposal to reduce the gap between
income and expenditure to a more manageable level within the first five
years of the strategy. It was noted that should this be approved the
Council, and therefore council tax payers, would continue to subsidise the
service.

The Chair spoke about the Town Council’s obligation to provide
allotments, but that it had to be balanced moving forward, with a plan to
control costs. This was particularly important as the number of sites was
set to expand and an overall strategy setting out expectations and targets
for the next five to ten years was essential. Coupled with this was the
objective of annual reviews of the strategy as proposed in the Action Plan.
This would ensure that not only costs, but the other objectives would be
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monitored and allow for adjustments to be made to the Strategy if deemed 
appropriate by future administrations.  

Other avenues for funding would continue to be explored although it was 
noted that the Town Council, as a local authority may not be eligible. The 
Representatives asked if LALGA could apply for the Town Council’s 
annual grant scheme. In view of the ongoing subsidy this was not thought 
likely but it was agreed that their eligibility would be checked.  

It was acknowledged that maintenance costs attributed to plots that had 
fallen into decline had increased. The strategy contained a number of 
suggestions to address this problem including incentives and additional 
sources of information which it was hoped would help people take a more 
realistic view of the work required to maintain an allotment. The 
Representatives were keen that initiatives should not dissuade those on 
low income. 

4. Pest Control – It was agreed that the effectiveness of the current pest
control contract needed to be reviewed. It was also noted that removing
chickens from the current sites where they were permitted was not
favoured by the Site Representatives.

5. Administration – It was noted that the renewal date had been changed in
the past and the seasons had no impact.

6. Land, Plot Size and Plot Splitting – The Representatives supported
maintaining a mixture of allotment sizes, including 10 rod plots.

7. Tenancy Agreement – It was noted that the intention was to review the
existing agreement and aim for a Plain English version that could be more
easily understood and would lend itself better to translation.

8. Future Growth – Boundaries and the need for better, possibly taller,
fencing was highlighted.

19. Reports of Allotment Sites

The Assistant Town Clerk thanked allotment holders for their patience over
the summer as some actions from the last meeting were clearly still
outstanding. Introducing the new Community Resources Officer, she
explained that these would be reviewed and prioritised alongside matters
raised at this meeting.

The following site-specific matters were discussed:

19.1. Fort Road 

The Site Representative highlighted the need for clearer communication 
regarding the changes to the key deposit and reported that the site notice 
needed to be updated. He also reported that the plants running along the 
fence on the public footpath had become overgrown. 
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Action: Community Resources Officer to update website, 
investigate and check signage at all sites, and look into the 
overgrown vegetation.  

19.2.  Howard Road 

There was nothing to report. 

19.3.  Kingley Gate 

The Representative asked for better communication regarding plots changing 
hands. This was noted and would be picked up by the Community Resources 
Officer.  

19.4.  Mill Lane 

The Representative was thankful for the tree works that took place recently on 
the eastern boundary, but he noted they don’t need any more of the chipping 
that remained.  

Action: Community Resources Officer to liaise with contractor and 
the Amenity Team regarding disposal of chippings.  

19.5.  Trinidad 

The Assistant Town Clerk reported there was no update regarding the rabbit 
issue, and that enquires regarding the boundary were ongoing. The Assistant 
Town Clerk and the Community Resources Officer would continue to chase 
this up as access to the other side of the boundary was essential for the pest 
control contractor, if this was to be resolved.  

Action: Community Resources Officer to liaise with Arun District 
Council and keep the Site Representative updated.  

19.6.  Worthing Road 

The Site Representative expressed his frustration at the various issues at the 
site and that new plot holders aren’t prepared for the commitment of a plot. 

He asked about the proposed fencing on the southern border that he thought 
had been approved. The Assistant Town Clerk recognised this is outstanding, 
but it was a matter of priorities and managing resources. He also highlighted a 
recent plot issue that he felt could have had a simple resolution but had been 
over-complicated by the need to follow procedure. 

Although a hole in the hedge that was being accessed by intruders had been 
temporarily fixed, there were other areas of illegal access that needed a long-
term fix. 

Action: Community Resources Officer to look at the individual 
issues raised by the Representative, alongside the Town 
Council’s list of outstanding maintenance work.  
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20. North Littlehampton – Proposed New Allotments at Holly Drive

The Assistant Town Clerk reported that the planning application for the new
site had been submitted and a decision was awaited.

21. Date of Next Meeting

It was noted that the Draft Allotment Strategy was being put forward before
approval to the Community Resources Committee in October. A further
meeting of the Working Group would therefore be convened after the
Committee.
The Chair welcomed any thoughts or ideas from the Representatives
regarding the strategy, to be considered at the Community Resources
Committee meeting, and it was agreed that these be submitted no later than
Friday 7 October 2022.

The meeting closed at 8.01 pm.

__________________________ 
Chair 
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Littlehampton Town Council 

Non-Confidential 

Committee: Community Resources 

Date:   20 October 2022 

Report by:  Town Clerk 

Subject:  Events Periodic Report 

1. Summary

1.1. The report sets out an update of the 2022 to 2023 events programme. It 
includes a summary of the cancellation of the Town Show and Family Fun 
Day event and the associated costs and provides an update on the 
Remembrance Sunday and Christmas Lights Switch on events. It also 
outlines a recommendation to purchase a new PA system for use at 
events. 

2. Recommendations

2.1. The Committee is Recommended to: 

1. Note the review of the Town Show and Family Fun Day event –
paragraphs 3.1.1 to 3.1.6. refer.

2. Note the update on the Remembrance Sunday event – paragraphs
3.2.1 to 3.2.6 refer.

3. Note the update on the Christmas Lights Switch on event – paragraphs
3.3.1 to 3.3.5 refer.

4. Approve the recommendation to purchase a new PA system for Town
Council events at a maximum cost of £1,500 – paragraphs 3.4.1 to
3.4.3 refer.

5. Otherwise note the report.

3. Summer Events Programme

3.1. Town Show and Family Fun Day 

3.1.1. The Nineteenth Town Show and Family Fun Day was due to be held on 
Saturday 10 September 2022 at Rosemead Park. Following the 
announcement of the death of Her Majesty Queen Elizabeth II on 
Thursday 8 September 2022, the event was cancelled. The decision that 
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an event such as this should not proceed during the period of national 
mourning was made by the Council in 2019 as part of the protocol based 
on guidance that was developed nationally and agreed if the Sovereign 
passed away. Only one communication of complaint was received. 

3.1.2. A total of 48 – up from 2021 – community groups were booked to attend 
this year’s event with information and fundraising stalls. Members, the 
Town Show Committee, contractors, stallholders, caterers and local 
residents were notified of the event cancellation via telephone, email and 
social media on Friday 9 September 2022.  

3.1.3. The Horticultural Craft Show and the Town Show Committee had attracted 
many entries and notified exhibitors of the event cancellation at their 
earliest given opportunity. It has been agreed that the Town Show 
Committee will attend the Christmas Lights Switch on event to run their 
auction and sell their calendars in order to compensate for the cancellation 
of the Town Show. The Town Show Committee will also attend the two 
Love Local Christmas Fun Day events on Saturday 26 November and 
Saturday 10 December to sell their calendars. 

3.1.4. Other attractions that were due to be a part of the Town Show and Family 
Fun Day included tie dye workshops, Arun Youth Projects silent disco, 
children’s rides, and inflatables, laser tag zone and the LOCA chill out 
area. Although the Town Council were unable to secure refunds, Officers 
were able to defer the bookings of the tie dye workshop and laser tag zone 
to a future event. The combined cost of the two attractions was £1,045. 
Officers were also able to defer the booking of the children’s character 
walkabouts at a cost of £250. Savings were also made on the hire of fire 
extinguishers, medical provision and the Regis Jazz Band.  

3.1.5.  Many of the caterers that were scheduled to attend the had already bought 
produce for the event and some have had their bookings transferred to the 
Christmas Lights Switch on event free of charge to compensate for loss of 
earnings due to the late cancellation of the event.  

3.1.6. The 2023 Town Show and Family Fun Day will be the twentieth event of 
its kind. Officers will book high quality bands and entertainment early in 
the new year to ensure the event is highly anticipated by the local 
community. 

3.2. Remembrance Sunday 

3.2.1. The event will be held on Sunday 13 November in line with national 
celebrations throughout the United Kingdom. 

3.2.2. Starting at 11am, the service will honour the service and sacrifice of our 
Armed Forces community, the British and Commonwealth veterans, the 
Allies that fought alongside us and the civilian servicemen and women 
involved in the two World Wars and later conflicts. 

3.2.3. Russell Hayler of the 1087 (Arun Valley) Squadron, Air Training Corps will 
act as Parade Marshal once again and has approved the parade orders. 
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3.2.4. Veteran Derek Moore MBE of the Royal British Legion Poppy Appeal will 
recite the exhortation and Father Williams of St Mary’s Church will lead the 
service. A bugler has been sourced to sound the Last Post and Reveille. 

3.2.5. The tendered Sound and Production contractor, CCA Events LLP, will 
provide the necessary equipment which will allow for more consistent and 
reliable coverage.  

3.2.6. A service will take place in St Mary’s Church read by Father Mark Williams 
after the Memorial Service at the War Memorial. Members and dignitaries 
will also be invited to a reception at the New Millennium Chamber after the 
Church Service and hosted by the Mayor.  

3.3. Christmas Lights Switch on and Late Night Shopping 

3.3.1. The event will be held in the High Street on Saturday 19 November and is 
supported by the Traders Partnership. Starting at 3 pm, there will be live 
performances from local performers Electric Feel, Jamie B and West 
Sussex Music on the main stage and further non amplified performances 
outside Sainsbury’s including the Churches’ Nativity. Other attractions 
include a performance from children’s entertainer, Nick Clark, the Town 
Show Committee’s live auction, Santa’s Grotto, children’s rides in Clifton 
Road and Duke Street and festive stalls and food stalls. Many High Street 
stores will be staying open late for the event. 

3.3.2. A Christmas decoration trail based on the twelve days of Christmas 
following a similar format from the Egg Trail is being prepared in 
partnership with Artswork as part of the Love Local programme to 
encourage local children to visit local businesses during the festive period. 
The decorations will be designed by local artists in conjunction with local 
schools. Two decorations will be developed at free workshops taking place 
with local artists at the Manor House on 26 October and 12 November. 
The trail will launch at the Christmas Lights Switch on and will end on 
Sunday 18 December. There are twelve prizes up for grabs, with the main 
prize being a Nintendo Switch games console. This is being delivered by 
the Policy and Finance Committee. 

3.3.4. Assisting the Mayor in switching on the Christmas Lights will be the winner 
of this year’s ‘Design the Mayor’s Christmas card’ competition. 

3.3.5. V2 Radio will be creating an advert for the event to broadcast in the 14 
days leading up to the event at a cost of £650. An eight-page Christmas 
what’s on guide has been designed and will be distributed to local schools 
and businesses in the coming weeks. Roadside banners and A4 posters 
have also been designed. 

3.3.6 The event is part of a wider festive programme which includes the festive 
High Street events on Saturday 26 November and Saturday 10 December. 
These events are organised as part of the Love Local programme jointly 
funded by the Town Council and Arun District Council. This is being 
delivered by the Policy and Finance Committee. 
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3.4. Public Address System 

3.4.1. The Town Council currently uses its own Public Address system at small 
scale or one-off events which include Beacon Lighting events, the Sports 
Awards Ceremony, and the District Council’s Armistice Day. It is also used 
at the Town Show and Family Fun Day by the Town Show Committee and 
was used in the High Street as part of the Town Centre events 
programme. 

3.4.2. The current PA system has served a purpose for several years, but is 
extremely dated and has proven to be unreliable at events. Sound quality 
has also proven to be an issue at Armistice Day events and previously at 
the Sandcastle Competition and Remembrance Sunday events before the 
Sound and Production tender was awarded. An updated PA system would 
enable reliable and consistent coverage and playback at the Town 
Council’s small-scale events and could also be hired out externally to local 
organisations and community groups to use at their own events. External 
contractors would still be required for the larger events such as Armed 
Forces Day. 

3.4.3. Officers have researched the market and is it recommended that to 
purchase a PA system that can resolve the issues that have been 
identified with the existing equipment, £1,500 is allocated to meet the 
costs. The updated system would include a rechargeable Li-Ion battery, a 
speaker, stand, microphone, and cable. These types of PA system also 
offer more hours of playback and wireless connectivity via Bluetooth. In 
comparison, hiring the updated equipment costs circa £100 per week and 
incorporating it into an existing contract, circa £300 per event. The existing 
equipment is unreliable and would be recycled if replaced. 

4. Financial Implications

4.1.  A budget of £19,200 was allocated to the Town Show and Family Fun Day 
event from the 2022 to 2023 Community Budget. Expenditure on the event 
was £16,835.70 with a net of £14,835.70 due to the Council being able to 
retain the £2,000 sponsorship that had been secured.  

4.2. A budget of £1,900 has been allocated to the Remembrance Sunday 
event from the 2022 to 2023 Community Budget. Expenditure is expected 
to be within budget. 

4.3. A budget of £5,800 has been allocated to the Christmas Lights Switch on 
event from the 2022 to 2023 Community Budget. Expenditure is expected 
to be within budget. 

4.4. No budget has been allocated for a new PA system. It is proposed that if 
approved, the costs be met from the 2022 to 2023 Event Support 
Earmarked Reserve which is £7,000. 

Peter Herbert 
Town Clerk 
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Littlehampton Town Council 

Non-Confidential 

Committee:  Community Resources 

Date:   20 October 2022 

Report by:  Town Clerk 

Subject: Events Programme for 2023 to 2024 

1. Summary

1.1. This report sets out a draft programme of Town Council led events and 
initiatives for 2023 to 2024. The 2023 to 2024 Community Events 
programme is being put together with consideration for the financial 
constraints faced by the Council. Consideration must be given to 
determine how savings can be made without compromising on the quality 
of each event. 

2. Recommendations

2.1. The Committee is Recommended to: 

1. Comment and agree in principle the draft programme of events and
initiatives for consideration as part of the 2023 to 2024 budget
discussions.

2. Consider a budget allocation for the King’s Coronation Event in 2023
– paragraph 3.3.5 refers.

3. Approve the proposal to increase the budget of the Armed Forces
Day, Town Show and Family Fun Day, Remembrance Sunday and
Christmas Lights Switch on events – paragraphs 3.3.6 to 3.3.13
refer.

4. Approve the proposal to cancel the Sussex Day Event indefinitely –
paragraph 3.3.6. refers.

5. Approve the proposal to postpone the Sports Awards Ceremony for
2023 – paragraph 3.3.11 refers.

6. Approve the proposal to postpone the Screen on the Green event for
2023 – paragraph 3.3.9 refers.

7. Note that it will be proposed as part of the Budget cycle that the
Pancake Olympics and Christmas Lights Switch On, including the
Christmas lights contract, be transferred to the Policy and Finance
Committee.
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8. Approve production of the events guide in the existing format at a
cost of £1,100 – paragraph 3.4.1 refers.

9. Approve the recommendation to allocate no funds to the 2023 to
2024 Event Support Fund – paragraph 3.5.1 refers.

10. Otherwise note the report.

3. Background

3.1. Town Council events provide a tangible and visible link for the local 
community to the Town Council. They boost the corporate image and 
reputation of the Council among the local community, boost the local 
economy, attract tourists to the town, bring the community together and 
provide opportunities for local organisations to network and fundraise. 
Many challenges will be faced throughout the 2023 to 2024 programme. 
Officers have economised wherever possible, but there will be many 
constraints caused by the current economic crisis, including increased 
contractor and material costs.  

3.2.  The combination of soaring inflation, utility costs and salaries are putting 
considerable strain on the Town Council’s budget for 2034 to 2024 and 
potentially onwards. It is therefore sensible to start looking at the Events 
Programme to identify potential savings now while the budget position is 
still fluid. Some possible savings have already been identified and these 
are set out in this report. Members views are sought on these proposals 
so that Officers can continue the work to refine the programme of events 
for 2023 to 2024 for inclusion in the Budget paper in December. It should 
be noted that any decision taken at this point will be subject to the 
outcome of the Council’s Budget discussions in December to January.  

3.3. Proposed Events Programme 2023 to 2024 

3.3.1. The 2022 to 2023 summer programme of events has been extremely 
successful. The Armed Forces Day and Screen on the Green events 
were very well attended, residents were particularly excited to celebrate 
Armed Forces Day in person again after a two-year absence. The Town 
Show and Family Fun Day was cancelled due to the death of Her 
Majesty Queen Elizabeth II. Residents continue to attend the Sandcastle 
Competition with their families and the 2022 event attracted a large 
number of tourists from various towns and cities nationwide and 
internationally.  

3.3.2. It is proposed that the Screen on the Green event is postponed for 2023. 
The event is well attended but does not particularly meet the aims and 
objectives of the Town Council event programme in the way that other 
events such as The Pancake Olympics, Armed Forces Day, the Town 
Show and Family Fun Day and Christmas Lights Switch on do. The 
Pancake Olympics 2024 and Christmas Lights Switch On in 2023 should 
transfer to the Town Centre events budget and be overseen by the Policy 
and Finance Committee. They both align to the Town Centre Strategy 
and the envisaged work of the Town Centre Action Group. The budgetary 
proposal for these will then need to be considered by Policy and Finance. 
No changes to the remainder of the events programme are considered 
necessary at this time. In deciding the programme, it should be noted 
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that the budgets proposed are based on expenditure during the 2022 to 
2023 budget cycle. Tendered contractors anticipate that their costs will 
rise 5% on average for the next financial year 

3.3.3. Members are also asked to give consideration to an event to mark the 
King’s Coronation which is rumoured to be taking place in June. The 
2023 to 2024 Events Programme would have to be revised to bring it 
within the current budget.  

April 

3.3.4. Easter Out and About – Wednesday 5 and 12 April 2023 

Current Budget: £800 
Background: Two Easter Out and About events are proposed. The 
sessions are a chance for young families to get ‘out and about’ and enjoy 
a variety of outdoor activities at two local parks: Mewsbrook and 
Southfields. 

The 2022 sessions were very well attended, particularly the Mewsbrook 
session which attracted a record 422 children. 154 children attended the 
Southfields session. The Easter sessions comprised of a free bunny hunt 
and children’s entertainment courtesy of a local entertainer. The 
Freedom Leisure Team attended both sessions with their outdoor games 
as they have done in previous years. The current format works well, and 
both sessions are well attended due to the close proximity of residential 
housing and ample parking facilities. The play areas at both parks and 
basketball/football court at Southfields Park also appeal to slightly older 
children. It Is recommended that the budget remains at £800. 

May 

3.3.5. King’s Coronation Screening – Saturday 6 May 2023 

Background: King Charles III acceded to the throne on 8 September 
2022. The coronation of King Charles III is to be the symbolic high point 
of his accession and the first of its kind since 1953. The coronation will 
be a state occasion funded by the British government.  
The coronation will be celebrated nationwide and throughout the 
Commonwealth and will be broadcast on live television worldwide. It is 
expected to be shorter, more inclusive of other faiths and communities, 
and less expensive than previous coronations. The coronation date has 
been confirmed as Saturday 6 May 2023 by Buckingham Palace. 
Members are asked to consider a budget and options of how best the 
Town Council can celebrate the coronation taking the severe budget 
constraints into consideration. Options that may be considered for the 
celebration include providing local community groups with a small grant 
to coordinate and run their own events or a similar event to that of the Big 
Jubilee Lunch. Members are asked to consider the proposal above and 
advise Officers on how to proceed. 

June 
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3.3.6. Sussex Day – Event cancellation proposed 

Background: Sussex Day is celebrated each year to celebrate the rich 
heritage and culture of Sussex. The event takes place on St Richard's 
Day, the feast day of St Richard of Chichester, Sussex's patron saint. 
Members have previously indicated a desire to facilitate an event to 
recognise the Sussex Day celebrations. Officers have previously 
facilitated a photography competition which encouraged residents to 
submit their best photos of Littlehampton to have a chance of winning a 
£50 prize. This year the competition only attracted 12 entries and has 
declined in popularity each year. It is recommended that the competition 
is postponed indefinitely. 

3.3.7. Armed Forces Day – Saturday 24 June 

Current Budget: £13,500 
Funding breakdown 

LTC Budget £13,500 
Sponsorship £1,500 to £3,000* Not confirmed 
MOD Grant £3,000** Not guaranteed 

*Harbour Park have contributed to the event annually since its inception. In 2022 they
contributed £1,500 due to loss of earnings throughout the pandemic. In previous years
they have contributed £3,000. Officers will meet with representatives of Harbour Park at
the end of the 2022 event season to discuss the event and their contribution.

**If a grant for the MOD is successful there is no way to guarantee the amount awarded. 
A grant of £2,592.84 was awarded in 2022. Officers will reapply for a grant in 2023 but it 
cannot be assumed that the application will be successful.  

Background: Organised in line with national celebrations to honour those 
who serve and have served in the Armed Forces. 2023 will be the 
fourteenth year of Littlehampton Armed Forces Day. The current format 
of the event works well on East Green with activities and attractions 
taking place throughout the day. Officers will meet with representatives of 
local uniformed groups and Harbour Park in December to discuss how 
the event can be improved with cost-effective attractions and 
entertainment. It is recommended that the budget is increased to £14,000 
– £500 increase – excluding potential sponsorship from Harbour Park
and a MOD grant to cover the increased contractor costs.

August 

3.3.8. Sandcastle Competition – early August, date is tide-dependent 

Current Budget: £500 
Background: A small budget event aimed at children and families. Each 
year a mixture of local families and tourists take part in building castles 
and sand sculptures. 320 children entered the competition this year. 
There are 3 age group categories, with winners in each category 
receiving prizes donated by local businesses. Harbour Park contribute 
£85 towards the cost of the buckets as well as a variety of prizes. 
Officers approach local businesses to donate prizes for each age 
category. This Prizes were also donated by Bah Humbug Sweets, East 
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Beach Café, Morrisons and Mewsbrook Park Café. A PA system is 
provided by the Town Council’s Sound and Production contractor. The 
current format works well and therefore it is recommended that the 
budget remains at £500 

3.3.9. Screen on the Green – Event postponement proposed 

Current Budget: £13,500 
Background: The 2022 Screen on the Green event was the ninth 
instalment of its kind. The event is popular and is a highly anticipated 
event in the town’s calendar. This year Encanto was shown on the big 
screen, and it is estimated that roughly 3,000 people attended the event. 
Local caterers attended the event and trailer toilets were hired to provide 
a safe and convenient alternative to the Coastguard and Norfolk Gardens 
public toilets. A double-sided A5 flyer was designed to promote both the 
Screen on the Green, Waterfront Festival and Thundercat Racing events 
simultaneously. Although the event is popular with the local community, it 
does not attract many spending visitors. The vast majority are locals who 
bring their own picnics so in terms of benefitting the local economy it has 
very low impact. It is one of three high budget events; the other two being 
Armed Forces Day and the Town Show and Family Fun Day both with 
different aims but successful in attracting visitors, showcasing local talent 
and supporting voluntary organisations. Shelving the event would ease 
financial pressures across the Council, in particular if funds for a 
Coronation event become needed. It is therefore recommended that the 
Screen on the Green event is shelved for 2023 and revisited in next 
year’s budget discussions for the following financial year. 

September 

3.3.10. Town Show and Family Fun Day – Saturday 9 September 

Current Budget: £19,200 
Background: A community focused event. 2023 will be the twentieth 
Town Show and Family Fun Day. The event is built around the Town 
Show and Community Marquees. Other key features of the event are the 
main stage, catering provision and activities for children which are 
provided by local non-for-profit organisations. Officers approached 
sponsors for the event in 2022 and were able to sell the gold package to 
MyLife: West Sussex for £2,000. Due to the death of Her Majesty Queen 
Elizabeth II on Thursday 8 September 2022, the event was cancelled in 
line with the Death of a Senior National Figure policy. Due to the late 
cancellation of the event, the vast majority of contractors were paid in full 
in line with their invoicing terms. 
Matters for Consideration: 
The event consistently runs close to the budget due to the increased 
contractor costs such as marquee hire. In order to decrease expenditure 
in 2022 Officers removed the 9m x 15m Youth Tent and combined this 
space with the Community Marquee. This will be trialled again at the 
2023 event. It is recommended that the budget is increased to £20,000 – 
£800 increase – for 2023 which could be met from the reallocation of 
funds from postponed events. 
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October 

3.3.11. Littlehampton Sports Forum Sports Awards Ceremony – Event 
postponement proposed 

Current Budget £3,000 

Background: The Sports Forum is supported by the Town Council and 
aims to act as an advisory, consultative and co-ordinating body with 
Sport England, Sussex County Sport Partnership, sports clubs, schools, 
and other interested organisations in the town. The Sports Forum is 
made up of representatives from local clubs and sports providers and it 
offers members the opportunity to share information and express their 
views on current sporting issues. The existing sponsorship agreements 
are due to run through until 2026. The 2022 event took place at an 
external venue, which has worked well for the previous three years in 
accommodating a larger audience. Former professional footballer, Steve 
Hodge was the guest speaker. The quantity of nominations for the Sports 
Awards has decreased significantly year on year and 2022 attracted just 
20 nominations across 10 award categories. It is recommended that the 
Sports Awards Ceremony is postponed for 2023. The quarterly Sports 
Forum meetings attended by local sports clubs and the Sports 
Excellence Grants will still continue in their current capacity. The 
responsibility of managing the Sports Forum has now moved over to the 
Community Resources Officer who will be taking forward a review with 
the Forum members.  

November 

3.3.12. Remembrance Sunday – Sunday 12 November 

Current Budget: £1,900 
Background: The Town Council have co-ordinated the Remembrance 
Sunday event since 2013. The Events Team works in conjunction with 
the Royal British Legion Poppy Appeal and local cadet groups to facilitate 
the War Memorial Service and Return Parade. A Church Service takes 
place at St Mary’s Church after the War Memorial Service. 
Matters for Consideration: Amenity Team staffing costs and contractor 
costs will be increased for 2023. It is recommended that the budget is 
increased to £2,000 – £100 increase – which could be met from the 
reallocation of funds from postponed events. 

3.3.13. Christmas Lights Switch on Saturday 18 November 

Current Budget: £5,800 
Background: A key town event to mark the start of the festive season in 
Littlehampton. The Switch On and late-night shopping is designed to 
bring people into the Town, showcase the Christmas Lights and support 
local businesses at the start of the festive season. For the first time this 
year, the event will take place on a Saturday to prevent a crossover and 
clash with the Friday Market traders, which has become a health and 
safety concern. It is proposed that this be transferred and ran through the 
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Town Centre events programme overseen by Policy and Finance 
Committee as it meets the criteria.  

February 2024 

3.3.14. Pancake Olympics 

Current Budget: £700 
Background: Local organisations compete in three disciplines to win 
medals and win money for their chosen charities. The Chair of this 
Committee comperes at the event. Morrisons support the event by 
providing free pancakes for the event and offering snacks and 
refreshments for participants and spectators. It is proposed that this be 
transferred and ran through the Town Centre events programme 
overseen by Policy and Finance Committee as it meets the criteria.  

Summer 2023 Seafront Event 

3.3.15. Background: Members had previously expressed a desire to utilise the 
area of the seafront on the promenade near the lighthouse to host a 
summer event in 2023. Due to budget constraints, such an initiative is 
difficult to achieve and should not be considered in this cycle. 

3.4. Events and Exhibitions Guide 2023 

3.4.1. The current format for the March to October events guide works well. 
Local organisers are asked to submit their listings by the end of January 
for inclusion in the guide. Any events submitted after the deadline are 
included on the Visit Littlehampton website. No changes to the format are 
recommended for 2023. Events are compiled into a 16-page guide, an 
example of which can be seen below in figure 1. £1,100 was allocated in 
2022 to 2023. It is proposed that the No changes to the current budget is 
recommended. 

Figure 1 – What’s on Events Guide March to November 2022 
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3.5. Event Support Fund 

Current Budget: £2,000 
3.5.1. Background: The Event Support Fund has previously been used to allow 

external organisations to develop events to supplement the town’s event 
programme and benefit the local community. Funds were allocated on to 
groups on the assumption that the events would return each year. The 
Town Council received no applications for event support this year. It is 
recommended that no budget is allocated to Event Support in 2023 to 
2024.  

4. Financial Implications

4.1. The costs of the proposed 2023 to 2024 Events Programme are listed as 
Appendix 1. 

4.2. These suggestions will need to be considered against other priorities in 
the December and January budget cycle. These priorities are both those 
of this Committee and the Council overall. 

Peter Herbert 
Town Clerk 

40



Events Programme: Appendix 1

Budget Projection 2023 to 2024

Events Programme

2022 to 2023
 2023 to 2004 

Standard 
Programme

 Proposed 
2023 to 2024 
Programme

Easter Out and About 800.00£        800.00£           800.00£           
Armed Forces Day* 13,500.00£   14,000.00£      14,000.00£      
Sandcastle Competition 500.00£        500.00£           500.00£           
Screen on the Green 13,500.00£   
Town Show 19,200.00£   20,000.00£      20,000.00£      
Remembrance Sunday 1,900.00£     2,000.00£        2,000.00£        
Switch On 5,800.00£     6,000.00£        6,000.00£        
Pancake Olympics 700.00£        
Sussex Day 50.00£          
King's Coronation Screening 11,100.00£      
Events Guide 1,100.00£     1,100.00£        1,100.00£        

Total 57,050.00£   44,400.00£      55,500.00£      
Variance 2022 to 2023 to 2023 to 2024 £12,650 1,550.00£        
*Armed Forces Day not including Sponsor contribution

104

Sports Awards 3,000.00£     
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Littlehampton Town Council 

Non-Confidential 

Committee:  Community Resources Committee 

Date:   20 October 2022 

Report by:  Town Clerk 

Subject:  Museum Collections Care and Conservation Plan 2022 to 2025 

1. Summary

1.1.  The Collections Care and Conservation Plan is one of the planning and policy 
documents needed for the Museum Accreditation with the Arts Council. The 
Plan – Appendix A sets out the detailed actions required to implement the 
Care and Conservation Policy. It has been compiled using the results of a 
preventive conservation survey carried out by a conservator working for 
Southeast Museum Development, a ‘Benchmarks in Collections Care’ 
assessment and a staff survey of light in the galleries. These surveys 
identified areas for improvement which have been listed and prioritised in 
Section 14. 

1.2. The previous plan expired in June 2022 and the Committee are requested to 
note the new version. 

2. Recommendation

2.1. The Committee is Recommended to: 
Note the Collections Care and Conservation Plan 2022 to 2025 – Appendix A. 

3. Financial Implications

3.1. External funding will be investigated for the specialist areas of work and costs 
will otherwise be met from within the existing Museum budget and planned in 
the budget in future years. 

Peter Herbert 
Town Clerk 
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Collections Care and Conservation Plan 2022 to 2025 
Governing Body: Littlehampton Town Council 

Author: Julia Edge, Curator, with input from Lucy Ashby and Chris Ansell, Museum 
Officers 

Creation Date: 23 September 2022 

Review Date: 23 September 2025 
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1. Introduction and Scope

This plan sets out the actions required to implement the Care and Conservation
Policy, minimising risk to the collection from people and the environment. It is
underpinned by the results of a preventive conservation survey carried out by a
conservator working for Southeast Museum Development in April 2022, a
‘Benchmarks in Collections Care’ assessment completed by staff in June 2019
and a survey of light in the galleries undertaken by staff in September 2022.

These three surveys identified significant areas for improvement which are
outlined within this plan. The current highest priorities in these terms, are
further detailed in Section 14, the Collections Care and Conservation Action
Plan.

This plan should be read in conjunction with the Forward Plan, Building Plan,
Documentation Plan, Emergency Plan and any other plans affecting the
collection and the museum buildings.

As such it will not include detailed provision for Building Maintenance and
Museum Policy as this information can be sourced in other policies and plans.

2. Collection Condition and Storage Overview

At present the entire museum collection is housed either within the gallery
spaces or stores within Manor House in Church Street, Littlehampton. Manor
House is a Grade II listed building and the storage facilities available to the
museum team are by no means fit for purpose. Therefore, staff work to adapt
the environment to ensure it is suitable for the collection. For details on each
individual storage space, including care priorities for the period 2022 to 2025,
consult Appendix 15.3.

3. Monitoring and Improving Environmental Conditions, Including
Temperature, Relative Humidity (RH), Light and Dust

3.1. Temperature and Relative Humidity 

The museum monitors and records the temperature and relative humidity (RH) 
within the storage and display areas. We aim to keep conditions as stable as 
possible and within the recommended ranges of 12 to 20ºC and 45 to 65% RH. 
When results fall outside the desired range, we investigate the cause and act 
where possible to mitigate any risks to collection items.  

The Museum uses two environmental monitoring systems – LogTag and 
TinyTag.  

Using the two systems, we have 19 data loggers within the galleries and stores. 
The dataloggers take a reading once an hour, and these readings are accurate 
to +/- 4% for both temperature and RH. The dataloggers are downloaded 
quarterly and the results analysed by the Curator. 
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We also have some stand-alone temperature and RH monitors within the stores 
and gallery cases, but these do not record data and are used for spot checks 
only. 

In July 2019 an Elsec environmental monitor was purchased to enable 
increased spot checks to ensure reliability of current monitoring system. 
Reports are produced monthly and reviewed by the Curator.  

Environmental data is kept on the G Drive G:\Museum\Preventive 
Conservation\Environmental Monitoring and kept for as long as needed. 
Current data goes back until 2006 – the data was initially based on weekly spot 
checks until the LogTag system was introduced in April 2018.  

The LogTag system, whilst effective is not set up for use in Museums and 
Galleries and so a new system, the TinyTags was introduced from 2021 
onwards. We currently use a mixture of the two systems but hope to replace 
the LogTags with TinyTags as funds allow. 

Both types of dataloggers are calibrated annually. 

We currently control the environment using a mixture of methods depending on 
the space concerned. These include dehumidifiers, heaters and silica gel – for 
objects that need a drier environment. A full outline of what is used in each 
space is detailed in the storage table in Appendix 15.3.  

3.2. Light 

Most of the collection is not exposed to direct sunlight. The Butterworth Gallery 
and the display case in Reception have some direct sunlight and in these areas 
care is taken not to overexpose collections to light damage through the rotation 
of collections and the use of facsimiles in these areas. In addition, there are 
blinds which are kept closed in the Butterworth and there is UV film on the 
windows in Reception, which will help to reduce UV levels. All other windows 
are blocked off. Storage areas are kept dark when not in use and objects are 
stored within boxes or covered. 

In July 2019 the Museum invested in a new Elsec environmental monitor and a 
programme of light monitoring initiated. 

A detailed survey of visible and UV light levels within the galleries was 
undertaken in September 2022 including inside display cases. This helped to 
identify actions needed to reduce visible and UV light falling on sensitive 
materials on display. These actions are detailed in the Collections Conservation 
and Care Action Plan in section 14. As we install new displays, light surveys will 
form part of the planning process to avoid light damage to anything on display. 

We will also survey UV light in the galleries and stores, although in most areas 
this is now low, due to a programme to replace the old light bulbs with LEDs 
when they fail.  
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3.3. Dust 

Very few items in the collection are on open display and we avoid leaving items 
exposed to dust if possible. Objects in store are protected from dust by being 
kept in boxes or being covered with acid free tissue or Tyvek covers.  

Any stored objects without covers are being highlighted as part of the ongoing 
Collections Documentation Project and will be part of a programme to improve 
storage conditions within the stores.  

Objects on display are kept in display cases, apart from a few objects that are 
on open display. These are monitored by the Curator and cleaned using 
brushes and a museum vac when needed.  

Caretakers vacuum the floor of the museum daily and mats are in place at both 
the entrance and in reception to trap dust from shoes.  

We have a cleaning schedule/housekeeping plan which outlines regular 
cleaning of the gallery spaces and stores as well as other aspects of preventive 
conservation such as IPM and environmental monitoring. See Section 5 and 
Appendix 15.1 & 15.2 for further details.  

Dust levels in the museum are controlled by: 

• Good housekeeping – see current housekeeping plan.

• Keeping external doors and windows closed whenever possible.

• Using mats to trap dust from shoes at entrances.

• Keeping the approach to the museum clean. Sealing off areas where
building work is taking place.

It is the Curator’s responsibility to ensure the measures relating to monitoring 
and improving the environment are in place, communicated and acted upon. 

4. Managing the Threat from Pests

4.1. Quarantine 

Any item coming into the museum – including returning items which have been 
on loan – will be kept separate from the collection until it has been fully 
examined by a member of staff. Items which must be stored in the museum 
awaiting examination will be kept away from the rest of the collection – current 
quarantine area is the Museum Office – or isolated by placing them in a 
polythene box or wrapping them in polythene sheet. They will be examined as 
quickly as possible, especially if there is a risk of mould or pest infestation. 
They should be inspected, cleaned, and potentially treated with Constrain if 
appropriate/needed. If necessary, conservation advice will be sought.  
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4.2. Monitoring  

Black plastic blunder sticky traps and cardboard sticky traps are placed in the 
storage and display areas, along the floors, near doorways and windows, on 
windowsills and occasionally on shelves, to monitor insect activity especially in 
dark, quiet areas.  

The museum does not currently have a moth problem but if one occurs hanging 
sticky traps will be used to monitor them.  

The traps are checked quarterly in December, March, June and October. An 
annotated floor plan shows the location of the traps. Each trap is examined by 
the Curator in a good light using a magnifying lens and the results recorded in a 
spreadsheet saved on the G Drive G:\Museum\Preventive Conservation\IPM. 
The floor plan can be consulted in Appendix 15.4.  

If pests are found which are potentially harmful to the collection or building, a 
conservator is asked for advice which is then acted upon. Any necessary 
actions, such as changing the environment, cleaning or treating objects will be 
taken following advice from a conservator.  

4.3. Prevention  

No food or drink is kept in any area where the collections is stored or displayed. 
Good housekeeping keeps the museum clean, reducing the risk of infestation 
by pests. Windows and doors are kept shut whenever possible. All vents in the 
walls are protected with mesh screens.  

Gloves are worn when handling objects to reduce the possibility of mould 
growth and pest attack.  

Areas which are full of boxes and objects are deep cleaned annually.  

Good ventilation is important for preventing mould and pest infestation. Storage 
areas are opened up regularly.  

Where possible, we store Items in a way to allow air movement around them. 
Boxes are kept at least 75mm (3 inches) away from walls. When undertaking 
reorganisation of the stores, the team will seek to ensure that items are not 
stacked against external walls.  

Any mouldy or pest infested packing material will be thrown out promptly. Any 
information on it is recorded first. It is the Curator’s responsibility to ensure the 
measures relating to pests are in place, communicated and acted upon.  

5.  Housekeeping 

The museum team has a Housekeeping Plan, which is fully detailed in 
Appendix 15.2. With this schedule in place to mitigate the risk of physical and 
biological damage to collection items from dust and dirt, the team will 
additionally adhere to the following standards: 
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• No polishes, cleaning agents or sprays are used in the museum without the 
advice of a conservator.  

• Synthetic – not feather – dusters are used on walls, lights and ceilings – not 
objects. Microfibre cloths – dry or dampened with clean water, brushes and 
vacuum cleaners are used for cleaning the building.  

It is the Curator’s responsibility to ensure the measures relating to 
housekeeping are in place, communicated and acted upon.  

6.  Conservation Cleaning of Objects on Open Display or in Open Storage 

Wherever possible, items are displayed in secure, suitable cases and stored in 
appropriate boxes. Where this is not possible, items on open display or in 
storage are carefully monitored and recorded and appropriate action taken 
when damage or dirt is observed.  

Delicate items including oil paintings, gilded frames, fragile textiles, clocks and 
decorated wood surfaces should only be cleaned by an appropriate 
conservator.  

More robust surfaces may be cleaned using the brush vacuum method: 
Examine the object carefully and make sure that it is safe to clean Choose a 
suitable soft brush and make sure the metal ferrule is protected with masking 
tape. Cover the crevice nozzle of a vacuum cleaner with a piece of soft net or 
tights, held in place with a rubber band. Taking care not to touch the object with 
the vacuum cleaner hose or other apparatus, gently brush the loose dust off the 
object into the nozzle of the vacuum. Do not touch the object with the nozzle. 
Examine the object again, record your treatment of it and any observations. It is 
the Curator’s responsibility to ensure the measures relating to conservation 
cleaning of objects on open display are in place, communicated and acted 
upon.  

7.  Documentation of the Condition of the Collection and of any Treatments 
Carried Out on Objects  

The museum retains records of every treatment carried out on objects, by in-
house staff or external conservators. Every object loaned from the collection 
has its condition checked and recorded when it leaves and returns to the 
museum. These records are currently kept in paper files but the intention is to 
add them to an item’s catalogue entry according to a procedure set out in the 
museum’s Documentation Procedural Manual – see action plan in section 14.  

The condition of the collection is audited by trained staff whenever an object is 
moved, whether this be for display, storage, research, or documentation. The 
results, if new, or any changes to previous condition are recorded within the 
object record on MODES Complete. Changes in the condition of any object are 
notified to the Curator, who will ensure any preventive or remedial action 
needed is put in place. It is the Curator and Museum Officer’s joint responsibility 
to ensure the measures relating to documentation of the condition of collections 
and any treatment carried out are in place, communicated and acted upon.  

49



8 

8. Storage Materials and Methods

A table which outlines storage materials and methods and identifies ongoing
priorities for collections care within each storage space, can be found in
Appendix 15.3.

• The museum is aware that all items should be protected in inert packaging
materials in a way which protects the item from chemical or physical
damage.

• The museum aims to replace any inappropriate boxes and packing materials
with acid-free card and tissue paper, polythene, inert styrene or
polypropylene boxes and polythene foam as detailed in Signposts Factsheet
No 2 Materials for Storage and Display.

• Items which are too large to be boxed should be covered with acid-free
tissue or Tyvek fabric.

• No item should be stored on the floor. We aim to store very large items on
padded chocks or a pallet. Smaller items are stored on shelves which are
lined with polythene Jiffy foam or acid-free tissue.

It is the Curator’s responsibility to ensure the measures relating to storage 
materials and methods are in place, communicated and acted upon. 

9. Display Materials and Methods

The museum uses secure display cases whenever possible. New cases are
chosen in accordance with the Signposts Factsheet No 2 Materials for Storage
and Display and the Guidance Note Choosing New Display Cases.

Ideally, where appropriate, objects on display will be cased and the internal
case environments tailored to suit the objects within. Case environments will be
inert in accordance with case specifications. Case fabrics will be tested to
ensure they are suitable and do not release pollutants. Silica gel buffering
material will be used, where appropriate, to maintain a stable RH.

Lighting will be controlled to prevent heat build-up and excessive light levels.
However not all the museum cases meet this basic standard. A review of
display areas and movable cases should be carried out when time allows with
priority afforded to current ongoing collections projects.

Items on open display are secured using the least damaging method possible.
It is the Curator’s responsibility to ensure the measures relating to display
materials and methods are in place, communicated and acted upon.

10. Transport Methods

Items are carried between rooms and buildings in suitably padded containers.
Items always travel with sufficient documentation. Items are never left
unattended in vehicles.
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Changes of location longer than part of a day are recorded in writing at the end 
of each working day, according to the procedures set out in the museum’s 
Documentation Procedural Manual. 

It is the Curator’s responsibility to ensure the measures relating to transport 
methods are in place, communicated and acted upon.  

11. Loans out

All requests for loans from the collection will be assessed individually before a
decision is reached. The condition of the items, the location, environment and
security of the venue, transport and personnel involved will all be reviewed.

Every borrower will be asked to fill out a Facilities Report using the template
available from the UK Registrars Group. For particularly valuable items,
additional information regarding display cases and security may be requested
using the supplementary templates available from the UK Registrars Group.

Security, environmental, handling and conservation conditions are stipulated by
the museum and agreed with the borrower as part of the loan agreement.

If agreed, the condition of the item to be loaned will be updated and/or recorded
within MODES Complete, where possible with photographs showing every
angle and with existing damage clearly marked.

This record is part of the loan agreement and a copy will accompany the object
when it leaves the building. Every item is checked against the original condition
report when it is returned to the museum. The loan and the outcome of the
check is recorded on the item’s catalogue entry according to the museum’s
Documentation Procedural Manual.

It is the Curator’s responsibility to ensure the measures relating to loans out are
in place, communicated and acted upon.

12. Loans in

The museum treats all incoming loans according to the requirements set out in
the loan agreement between it and the lending authority. The museum will
notify the lending authority if there is any change in its circumstances which
mean that it can no longer meet the requirements set out in this agreement. If
the lending body does not supply a condition check form for each object, the
museum will record condition information within the object record, in MODES
Complete.

It is the Curator’s responsibility to ensure the measures relating to loans in are
in place, communicated and acted upon.
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13.  Workforce Training  

It is the museum’s policy that only people who have received appropriate 
training should handle items from the collections. All new staff and volunteers 
are trained in-house to handle and pack museum objects by the Curator or 
Museum Officers. 

All new documentation volunteers are trained in the use of MODES Complete, 
the museum’s Collections Management System, by either the Curator or 
Museum Officer in the first instance and are additionally encouraged to refer to 
the Documentation Procedural Manual to ensure objects are catalogued 
according to SPECTRUM standards.  

Current staff are well trained in preventive conservation and collections care. 
New staff or volunteers are trained under supervision of current more 
experienced staff.  

List of current procedural manuals:  

• Documentation Procedural Manual  
• Emergency Plan  

14.  Collections Care and Conservation Priority Action Plan 

The following plan has been created from the highest priority actions identified 
in the Conservation Survey 2022, the Benchmarks in Collections Care 2019 
and the Light Survey of the Galleries 2022. 
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14.  Collections Care and Conservation Priority Action Plan 

Key objective task Notes/comments/ 
requirements/risks 

Staff 
responsible 

Location 2022 to 2023 2023 to 2024 2024 to 2025 Budget 

Storage Move to store 
overlarge items 
onto padded 
chocks, from 
directly being 
stored on floor 
 
Move boxes 
stacked on floor 
onto shelves, 
trolleys, or 
pallets 

Risk of physical 
damage to objects 
from incorrect 
handling. Objects 
could be heavy ensure 
a least 3 people 
trained in handling 
large objects are 
present. 
 
Risk of not enough 
capacity in budget 
 
Risk of not enough 
space 
 
Risk of not enough 
staffing capacity 
 
Risk of hazardous 
materials in social 
history collection  

Curator/ 
Museum 
Officers 
 
 
 
 

Basement 
stores 

To assess 
priority items 
and areas. 
To prepare 
costs. 
Consider 
applying for 
SEMD 
collections 
care grant for 
materials  
 
Curator to 
attend 
hazardous 
materials in 
collections 
training 
course 
November 
2022 

As work 
schedule and 
budget allows, 
move priority 
objects onto 
pallets, 
padded 
chocks or 
trollies 

As work 
schedule and 
budget allows, 
move priority 
objects onto 
pallets, 
padded 
chocks or 
trollies 

To apply for 
SEMD grant in 
year 1 to 
purchase 
padded 
chocks 
 
To estimate 
costs for 
remaining 
work for year 
two and three 
and add these 
to core budget 
requests 

House 
keeping 
 
 
 

Deep clean 
storage areas 

Risk of physical 
damage to objects 
from incorrect 
handling. Objects 
could be heavy ensure 
a least 3 people 
trained in handling 
large objects are 
present. 
 
Risk of not enough 
space 

Curator/ 
Museum 
Officers 

stores Deep clean 
stores during 
two weeks in 
Jan 2023. 
 
Curator to 
attend 
hazardous 
materials in 
collections 
training 
course 

Deep clean 
stores during 
two weeks in 
Jan 2024. 
 
Wear correct 
PPE. 
 

Deep clean 
stores during 
two weeks in 
Jan 2025. 
 
Wear correct 
PPE. 
 

Already have 
cleaning 
equipment. 
Need to 
purchase 
some 
additional PPE 
from current 
budgets 
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Risk of not enough 
staffing capacity 
 
Risk of hazardous 
materials in social 
history collection 

November 
2022 
 
Wear correct 
PPE. 
 

Environmental 
control 

As dehumidifiers 
fail, replace 
them for models 
with humidistatic 
control. 
 
Improve lighting 
on objects in 
gallery cases. 
 
 
 
 
 
 
 
 
 
 
Improve lighting 
for objects in 
stores 
 
 
 
 
 
 
 

Risk of not enough 
capacity in budget 
 
 
 
 
Risk of not enough 
capacity in budget to 
make changes 
 
 
Risk of not enough 
staffing capacity 
 
 
 
 
 
 
Risk of not enough 
capacity in budget to 
make changes 
 
Risk of not enough 
space 
 
Risk of not enough 
staffing capacity 
 
 

Curator 
 
 
 
 
 
Curator and 
Museum 
Officers 
 
 
 
 
 
 
 
 
 
 
Curator  

Storage 
areas 
 
 
 
 
Galleries/
display 
cases 
 
 
 
 
 
 
 
 
 
 
Storage 
areas 
 
 

As and when 
older 
dehumidifiers 
fail 
 
 
To complete 
the “quick 
wins” to 
improve the 
lighting for 
sensitive 
materials in 
cases as 
identified in 
the Light 
Survey 2022 
 
 
To budget 
and plan for 
improvement
s mentioned 
in the 
preventative 
conservation 
survey 2022 
 

As and when 
older 
dehumidifiers 
fail 
 
 
To work lighting 
improvements 
into other tasks 
such as 
documentation, 
re-display of 
cases and 
temporary 
galleries 
 
 
 
 
As work 
schedule and 
budget allows, 
make 
improvements. 
Work into 
plans for other 
projects ie 
documentation 

As and when 
older 
dehumidifiers 
fail 
 
 
To work lighting 
improvements 
into other tasks 
such as 
documentation, 
re-display of 
cases and 
temporary 
galleries 
 
 
 
As work 
schedule and 
budget allows, 
make 
improvements. 
Work into 
plans for other 
projects ie 
documentation 

Using current 
budgets 
 
 
 
 
Cost into other 
projects – 
case 
redisplays and 
exhibitions 
 
 
 
 
 
 
 
 
To Plan and 
cost in 1st year 
and add to 
budget 
requests in 
second and 
third years 

Documentation Create a section 
in The 
Documentation 

As part of the review of 
this manual – see 
Documentation Plan 

Curator and 
Museum 
Officer 

Not 
applicable 

To add 
procedure to 
manual 

To review 
procedure to 

To review 
procedure to 

Staff time, no 
other budget 
required 
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Procedural 
Manual detailing 
how to record an 
object’s condition 
and conservation 
treatments on its 
MODES record 

Risk of not enough 
staffing capacity 

check it’s still 
working 

check it’s still 
working 

Emergency 
Preparedness 

Ensure that 
primary 
documentation – 
Accession 
records – is kept 
in fireproof 
cabinets; and 
that back-ups 
are actively 
maintained and 
kept in a 
different 
building. 

To mitigate the risk of 
dissociation of the 
collection, this has 
been identified as an 
area to improve as 
part of the 
Documentation 
Project. Research 
should be undertaken 
to source cabinets that 
are fit for purpose.  

Risk of not enough 
capacity in budget to 
make changes 

Curator Museum 
Galleries 
and 
Stores 

Source 
equipment 
that is both fit 
for purpose 
and cost 
effective. 

Look into the 
feasibility of 
storing any 
back-ups off 
site/in a 
different 
building. 

Review 
Emergency 
Prep in line 
with other 
policies and 
plans. 

To apply for 
SEMD grant in 
year 1 to 
purchase 
fireproof 
cabinet. If 
unsuccessful, 
add to budget 
request in 
years 2/3 

55



 

14 

15.  Appendices 

15.1. Housekeeping and Integrated Pest Management schedules 

Museum Team Deep Clean and IPM Schedules 

 Week 1 Week 2 Week 3 Week 4  Deep clean  
should include, where possible: 
• Dust around edges of room 
• move furniture and dust behind 
• Clean windows 
• Clean skirting boards 
• Dust shelves 

January IPM All stores deep clean   
February      
March   Check display cases clean priority areas   
April IPM     
May      
June All stores cleaning check and re-clean where necessary  
July IPM      
August      IPM 

Pest traps replaced quarterly catch 
recorded on spreadsheet. Actions 
taken ASAP 
Environment controlled to prevent pest 
infestations 

September   Check display cases clean priority areas   
October IPM     
November      
December      
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15.2. Housekeeping Plan 

Housekeeping tasks Team/person responsible 
Daily tasks 
Hoovering of galleries 
Empty bins 
Dust robust surfaces 
Remove finger marks and smears from cases 
Check the building including boilers 
Empty dehumidifiers 
Set blinds for light control 
Check environment within areas without logging monitor 

 
Caretakers 
Caretakers 
Caretakers 
Caretakers 
A team 
A team and Museum team 
Museum team 
Museum team 

Weekly tasks 
Check cases and storage areas for signs of damage or change 
Check light bulbs 

 
Museum team 
Museum team 

Monthly, or when needed, tasks 
Tidy stores and ensure they remain accessible 
Dust objects on open display 
Environmental monitoring report 

 
Museum team 
Museum team 
Museum team 

Quarterly tasks 
Integrated pest management 
Presentation check – Curator led 

 
Museum team 
Museum team 

Annually 
Check UK and visible light levels in store and display areas 
Deep clean stores 
Calibrate environmental monitors 

 
Museum team 
Museum team 
Museum team 
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15.3. Littlehampton Museum Storage 

Littlehampton Museum Ground Floor Storage 
Storage area Materials housed Preventive equipment and storage Care priorities 2022 to 2025 Staff member 

responsible 
Art Store Framed paintings, unframed 

paintings, prints, sketches and 
costumes. Two large wood and 
metal mangles and a sewing 
machine – too large/heavy to 
store in basement 
Clock  

Dehumidifier is installed to maintain the 
humidity of the store – set to come on at 
60%RH and above – which is monitored. 
There is no daylight in the store. Framed 
paintings are stored on metal picture 
hanging racks. Unframed art is stored in 
archive quality boxes on metal shelves. 
Costume collection is stored in archive 
boxes and on a clothing rack covered with 
Tyvek zipped covering 

Go through boxes checking 
locations and stapling box labels 
onto boxes – currently most of these 
are blue-tacked 
 
Replace any non-archival materials 
as staffing and funding allows 
 
 

Curator/Museum 
Officers 

Document Store Paper documents, newspapers, 
framed/unframed prints, maps, 
photographs. 

Dehumidifier is installed to maintain the 
humidity of the store – set to come on at 
60%RH and above – which is monitored. 
The document collection is stored on 
metal shelving in solander boxes and 
archival boxes 
The photographs are stored in archival 
photographic hanging files in metal filing 
cabinets 
The map collection is stored in archival 
storage tubes or in a conservation 
standard map chest 

Clear space around light fittings to 
protect the collections and reduce 
fire risks – in tandem with 
documentation project 
 
Research a better way to store 
maps in tubes – these are also close 
to light fittings – source and 
purchase when funds allow 
 
As funds allow, replace non archival 
materials 

Curator/Museum 
Officers 

Record card, 
index and slide 
collection store 

Accession record cards, 
accession registers, slides, 
DVDs and CDs. Some 
archaeological boxes and some 
documents. Also disaster 
salvage and 
storage/documentation and 
cleaning materials 

The index and accession cards are stored 
in metal file card shelving. Marking 
materials stored in flam cupboard. 
Accession registers on wooden shelving. 
No natural light. No heating or humidity 
control 

Remove archaeology to arch store 
as space allows; think about where 
to store documents, rehouse 
accession registers in fireproof 
containers/housing 

Curator/Museum 
Officers 

Stanford Room Butterfly and moth collection; 
part of the photographic 

Butterfly and moth collection is housed in 
two wooden cabinets in glass topped 

Priority is to re-home photographic 
collection on shelving.  

Curator/Museum 
Officers 
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collection; some taxidermy 
specimens; the Littlehampton 
Gazette; a few boxes of 
archaeology; non accessioned 
books 

drawers. The photographic collection is in 
boxes stacked on the floor; the taxidermy, 
archaeology boxes and Littlehampton 
Gazettes are stored on metal long span 
racking. The taxidermy is covered with a 
Tyvek cover. Blinds cover the windows. 
No humidity control. Radiators. Also used 
as a working area. 

Catalogue Littlehampton Gazette 
volumes and think about how to 
improve their storage – as a 
minimum, cover with Tyvek to 
protect from dust 

Littlehampton Museum Basement Storage 
Storage area Materials housed Preventive equipment and 

storage 
Care priorities 2022 to 2025 Staff member 

responsible 
Social history 
store 1 

Variety of social history 
items – various materials 

Dehumidifier, most items in storage 
boxes, some larger items not 
currently covered or lifted off the 
floor. Quantity of boxes at back of 
room stacked on floor. 
Area has one damp wall at back – in 
the past this has led to damp and 
mould growth. Now the room is a 
little too dry. 

No natural light 

Cover larger items and lift from floor. 

Get boxes lifted off floor on trolleys or pallets. 

Cost and schedule programme of re-storing 
items currently in non-archival packaging.  

Schedule regular deep clean of area 

When dehumidifier. fails, replace for one with 
humidistatic control. Bring humidity up over 48 
hours to 50 to 60%RH and maintain 

Curator/Museum 
Officers 

Social history 
store 2 

Variety of social history 
items – various materials. 
Projection equipment and 
signage, model ships 

Dehumidifier. No natural light. Poor 
access to reach items stored at 
back of room. Room previously 
used as a safe. 

Re-organise store during deep clean and 
check records on Modes. 

Cover items currently uncovered and, if 
possible, lift off floor/re-store/place on shelves 

Social history 
store 3 

Camera and projection 
equipment, The Williams 
Camera collection – a ‘long 
term’ loan 

Dehumidifier. No natural light. Poor 
access to reach items stored at 
back of room. Very narrow room 
previously used as a safe. 

Try and establish ownership of the camera 
collections – consider disposal 

Reorganise during deep clean and check if 
items have Modes records 

Lift larger items off the floor 

Curator/Museum 
Officers 
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Archaeology 
Store 

Archaeology collections; a 
few larger maritime/social 
history items uncovered on 
floor; geology collections 

Dehumidifier is installed to maintain 
the humidity of the store – set to 
come on at 60%RH and above – 
which is monitored.  
 
No natural light 

Plan programme of replacing non archival 
boxes and packing materials 
 
Lift items up from floor and cover 
 
Schedule regular deep clean of area 
 
Investigate objects stored with silica gel and 
replace as appropriate – after curator has 
hazardous materials in collections training in 
November 2023 
 
Condition check geology collections 
 

Curator/Museum 
Officers 

Loan box store Handling collection and loan 
boxes 

No humidity or heating control, but 
these are monitored. Items stored 
largely in polypropylene boxes on 
wooden shelves 

Maintain accessibility.  
 
Schedule in condition check boxes not 
frequently used.  
 

Curator/Museum 
Officers  
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Littlehampton Town Council 

Non-Confidential 

Community Resources Committee 

Date:  20 October 2022 

Report by:  Town Clerk 

Subject:  Community Resources Periodic Report 

1. Summary

1.1. The purpose of the report is to highlight work being undertaken by the 
Community Resources Officer to progress the projects and initiatives that are 
within the remit of this Committee. The report comprises updates on the 
allotments, key contracts, and community engagement.  

2. Recommendations

2.1. The Committee is Recommended to: 

1. Note the contents of the report.

3. Services and Facilities Update

3.1. Service Funding Agreements Review 2022 to 2023 

3.1.1. The review process is complete and all organisations currently receiving 
funding have provided most recent annual reports, business plans and an 
indication of their plans including their financial position. This information has 
been collated for consideration by this Committee under a separate 
confidential report attached to this agenda, with a view to making a 
recommendation as part of the 2023 to 2024 budget discussions.  

3.2. Littlehampton Time Capsule 

3.2.1.  The provisional date for the burying the Capsule, including plinth and plaque, 
is Monday 31 October 2022 and will be aligned with the planting of the trial 
wildflower bulb meadow. 

4. Community Engagement

4.1. Littlehampton Food Network Initiative 

Following an initial meeting in June, this Group met again on 22 September in 
the New Millennium Chamber. One of the main topics was how voluntary 
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groups and local authorities can work together to help those in the community 
struggling during the current cost of living crisis. This was also an opportunity 
to introduce the new Community Resources Officer to the Group, as the Town 
Council’s primary point of contact. He is exploring the viability of establishing a 
community based growing project. 

4.2. Local Organisations and Groups 

The Community Resources Officer has made contact with many of the 
organisations and groups with whom the Council is involved, to continue the 
ongoing relationships and familiarise himself with their activities and 
objectives. This has been particularly beneficial during this time of renewals 
for the Service Funding Agreements and the ongoing service contract for 
youth provision with Arun Youth Projects. 

4.3. Civic Commemoration Service 

The Community Resources Officer assisted in the organisation of the Civic 
Commemoration Service for Her Late Majesty Queen Elizabeth II. 

5. Financial Implications

There are none arising from this report.

Peter Herbert 
Town Clerk 
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