
 

How to contact us 

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

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

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

 

 

 

 

Minutes of a meeting of the Property and Personnel Committee held in The 
New Millennium Chamber, The Manor House, Church Street, Littlehampton 
BN17 5EW on Monday 28 November 2022 at 6.30 pm 

Present: 

Councillor Chace – Chair 
Councillor Butcher 
Councillor Tilbrook 
  

2022 to 2023 

21. Evacuation Procedures 

The procedures were noted. 

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

These were noted. 

23. Apologies 

There were apologies from Councillor Price. 

24. Declarations of Interest 

Members and Officers were reminded to make any declarations of 
disclosable pecuniary or personal and or prejudicial interests that they might 
have in relation to items on the Agenda. The standing declarations were 
noted, and no further declarations were made. 

25. Minutes 

The Minutes of the meeting held on 5 September 2022, previously 
circulated, were confirmed as a true record and signed by the Chair. 
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26. Public Forum 

There were no members of the public in attendance. Two questions had 
been received from Mr Chester and responded to as set out below: 

1.  “It's noticeable on the budget item that room hire at the Manor House 
only generates approximately £4k profit per year once costs are taken into 
account. This despite bookings like public enquiries which take place when 
the Manor House is in operation anyway. Is this income source being utilised 
to its full potential?”  

 
The Town Clerk responded, stating that essentially the answer was no, 
mainly because of bookings being slow to pick up after COVID. When 
staffing levels allowed, increased promotion of these facilities would be 
undertaken. 

 
2. “In the table 'salaries' what is the proposed expenditure under the 
heading 'Project 82' for 23/24 which I thought the Council had disposed of?”  

 
The Town Clerk stated that was a typographical error and referred to the 
new K2 youth facility. It had been amended elsewhere in the papers.  

 

27. Chair’s Report and Urgent Items 

There were none. 

28. Officer’s Reports 

28.1. Absence Monitoring Report 

 The Committee received the latest report monitoring sickness absence (copy 
attached to the signed minutes). 

It was Resolved that: 
The report be noted.  

28.2. Manor House Fees Review 

The Committee considered a report previously circulated setting out 
proposals for room hire, weddings and associated equipment for the 
forthcoming financial year. The Town Clerk explained the need to cover the 
cost of inflation and that the number of room hires was increasing, although 
not to pre-COVID levels. Members discussed the impact of remote meetings, 
but this had not yet been assessed, but was likely to dampen demand. It was 
possible that an opportunity might arise to pick up on organisations that had 
downsized as a result of people working from home, but who might need a 
room to meet physically from time to time, more marketing of these facilities 
was required. 

 



It was Resolved that: 
1. Charges for the Manor House room hire fees, for 2022 to 2023, be 

increased by 10 per cent, including the fees for refreshments and 
equipment hire and that these be rounded up to the nearest 50 pence. 

2. The fees for Weddings and Ceremonies be increased by 10 per cent 
for 2023 to 2024. 

3. Car parking charges for 2023 to 2024 increase by 10 per cent. 
4. The report otherwise be noted.  

28.3. Property Update 

The Committee considered a report previously circulated updating them on 
progress on the window replacement programme and the need to repair or 
replace the front door to the Manor House. Noting that it was cheaper to 
replace than repair and would cause less disturbance, Members supported 
its replacement.  

It was Resolved that: 
Standing Orders be waived, and the Town Council’s contractor be 
appointed to replace the Manor House front entrance door as set out in 
paragraph 3.2. of the report. 

28.4 Recruitment and Retention of Staff 
The Committee considered a report previously circulated that put forward 
proposals that sought to improve recruitment and retention of staff at the Town 
Council, whilst also being cognisant of the financial pressured on the budget. 
Members were strongly supportive of the proposals, including the need to 
implement this immediately to try and fill the vacant Committee and Civic 
Officer post. 

 It was Resolved that: 
1.  Subject to the approval of Council as part of its Budget setting process, all 

employees’ grades (other than the Town Clerk) be extended to include the 
next scale up from April 2023. 

2.  These arrangements be immediately implemented for the Committee and 
Civic Assistant post to make the post more appealing to candidates. 

 
28.5 Urgent Actions 
 It was Resolved that: 

Three Urgent Actions, previously circulated, relating to minor 
staffing changes and the making of flu jabs available to staff be 
noted. 



29. Finance 

29.1. Finance Report  

The Committee considered the latest periodic finance report, previously 
circulated, for this Committee. 

It was Resolved that: 
The report be noted. 

 
29.2 Property and Personnel Committee – Draft Budgets 2023 to 2024, 2024 

to 2025 and 2025 to 2026 
 
 The Committee considered a report, previously circulated, setting out 

proposals for this Committee’s Budget for the next three years. The Town 
Clerk explained the difficult position the Council was in, faced by significant 
pressures on services, wages, and contracts. Members had previously 
discussed the main other variables in the Budget and were content to 
recommend it to the Policy and Finance Committee. 

 
 It was Resolved that: 

1. The draft Committee budget for 2023 to 2024 and the projected budgets 
for 2024 to 2025 and 2025 to 2026 be recommended to the Policy and 
Finance Committee. 

2. The Committee’s Earmarked Reserve position be noted. 
3. Authority be delegated to the Town Clerk to apply a discount to long 

hours/multiple bookings. 
 

30. Exempt Business 

None. 

The meeting closed at 18.50 pm. 

 
___________________________ 

 Chair 
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