
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 

28 February 2023 

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

Property and Personnel Committee 

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

Date:  Monday 6 March 2023 

Time:  6.30pm 

Committee: 

Councillor Chace – Chair 
Councillor Butcher 
Councillor Price 
Councillor Rhodes 
Councillor Tilbrook 

Agenda 

2022 to 2023 

1. Evacuation Procedures

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

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

3. Apologies
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4. Declarations of Interest

Members and Officers are reminded to make any declaration of disclosable
pecuniary or personal and or prejudicial interests that they may have in relation
to items on this Agenda. You should declare your interest by stating:
a. the item you have the interest in;
b. whether it is a disclosable pecuniary interest, whereupon you will be taking no

part in the discussions on that matter; or
c. i.whether it is a personal interest and the nature of the interest;

ii.whether it is also a prejudicial interest;
iii.If it is a prejudicial interest, whether you will be exercising your right to speak
under Public Forum.

It is recorded in the register of interests that: 
• Councillor Chace is a Member of Arun District Council
• Councillor Rhodes is a Member of Arun District Council

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

5. Minutes
To confirm the Minutes of the meeting held on 28 November 2022 , circulated 
herewith, pages 3 to 6. In accordance with the Town Councils’ Standing Orders, 
Section 9a, Members are reminded that no discussion of the draft minutes of a 
preceding meeting shall take place except in relation to their accuracy.

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

7. Chair’s Report and Urgent Items

8. Officers Reports

8.1.  Absence Monitoring Report – Attached, pages 7 to 8. 

8.2.  Equipment Hire Fees Review – Report attached, pages 9 to 11. 

8.3.  Recruitment Update – Report attached, page 12. 

9. Finance

9.1.  Committee Finance Report – Attached, pages 13 to 15. 

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

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

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

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

Minutes of a meeting of the 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. 
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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. 
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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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Littlehampton Town Council 

Non-Confidential 

Committee: Property and Personnel 

Date: 6 March 2023 

Report by: The Town Clerk 

Subject: Absence Monitoring Report - Quarter 3 2022 to 2023 

1. Summary

1.1 Members are provided with the staff absence records for the full years 2011 to 
2012 to 2022 to 2023 and Quarters 1 to 3 of 2022 to 2023. 

2. Recommendation

It is Recommended that the report be noted. 

3. Staff Absence Records

3.1 The figures for self-certificated sickness leave are set out below. 

Year 1st Apr- 
30th Jun 

1st Jul- 
30th Sep 

1st Oct- 
31st Dec 

1st Jan- 
31st Mar 

Average 

2011/12 0.77% 1.35% 1.29% 1.56% 1.24% 
2012/13 1.11% 0.38% 2.5% 1.94% 1.48% 
2013/14 1.49% 1.45% 1.35% 2.09% 1.6% 
2014/15 1.26% 1.77% 3.38% 2.7% 2.27% 
2015/16 1.17% 2.33% 2.08% 3.06% 2.16% 
2016/17 1.09% 0.68% 1.49% 1.86% 1.28% 
2017/18 1.06% 0.94% 0.83% 0.92% 0.94% 
2018/19 0.85% 0.49% 1.46% 2.01% 1.20% 
2019/20 0.56% 0.40% 0.84% 1.84% 0.91% 
2020/21 0.30% 0.54% 1.12% 0.38% 0.59% 
2021/22 0.93% 1.38% 1.74% 0.5% 1.14% 
2022/23 1.01% 2.07% 1.58% 

3.2 The figure for Quarter 3 in 2022 to 2023 decreased compared to the previous 
quarter (2022 to 2023 Quarter 2). It is also lower than the same period in the 
previous year (2021 to 2022 Quarter 3). 8 members of staff took self-
certificated sickness leave (7 last quarter), this equated to 21.5 
workdays/144.85 hours. Three of these sickness periods totaling 13 days 
were due to Covid.  
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3.3 The figures for certificated sickness leave are set out below. 

Year 1st Apr- 
30th Jun 

1st Jul- 
30th Sep 

1st  Oct- 
31st  Dec 

 1st Jan- 
31st Mar 

Average 

2011/12 2.91% 0.32% 2.37% 0.82% 1.6% 
2012/13 1.9% 1.02% 1.62% 2.76% 1.8% 
2013/14 2.18% 1.84% 0.19% 0.18% 1.1% 
2014/15 0% 1.1% 0.87% 1.43% 0.85% 
2015/16 0.2% 2.89% 1.29% 3.68% 2.01% 
2016/17 9.64% 8.09% 1.55% 3.65% 5.73% 
2017/18 0.46% 0.13% 0% 0.68% 0.32% 
2018/19 0.29% 2.18% 0.88% 0.79% 1.04% 
2019/20 1.30% 6.31% 6.61% 0.65% 3.72% 
2020/21 0% 0% 0% 0.35% 0.09% 
2021/22 2.81% 1.78% 1.14% 0.07% 1.45% 
2022/23 1.59% 3.02% 1.78% 

3.4 Two members of staff have been absent due to certificated sickness leave. 
This equated to 25 days/163.7 hours. One absence was due to an operation 
and the other was for certified health reasons. 

Peter Herbert 
Town Clerk 
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Littlehampton Town Council 

Non-Confidential 

Committee: Property and Personnel 

Date: 6 March 2023 

Report by: The Town Clerk 

Subject: Event Equipment Hire Review 

1. Summary and background

1.1. Following a review of the event equipment items list, Officers consider that 
unused and  rarely hired items should be removed to ensure a streamlined list 
be provided to hirers. Members are provided with the current and proposed 
changes to the event equipment hire list which is supplied to event hirers. The 
changes proposed are based on minimal use items being removed to offer 
efficiencies within the hire administration process and reduce ongoing 
maintenance costs. Items no longer hired will be utilised within current Council 
buildings to complement existing assets. Cost per item fees have also been 
reviewed based on item purchase price. Appendix 2 shows the proposed 
prices to be approved by Committee including the purchase price for 
comparison. 

2. Recommendations

The Committee is recommended to: 

2.1. Approve the changes made to the hire equipment list as set out in this 
report. 

2.2. Approve the proposed hire fee charges with effect from 1st April 2023. 

2.3. Note that the staff cost fees (Administration process and Amenity Team 
collections) will increase in line with agreed annual staff pay awards. 

2.4. Otherwise note the report. 

3. Event equipment hire list

3.1. The current event equipment master list is provided as appendix 1. The list 
has recently been reviewed to identify current demands to ensure the Council 
offers items required by hirers. Based on that review, the proposed items to 
be removed are highlighted in yellow for consideration by the Committee. 
Attached as appendix 2 is the proposed reduced event equipment hire list.  

3.2. The Collection and Return staff hire costs from April 2023 will be adjusted to 
bring them in line with staff salary increases. 
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4. Financial Implications

4.1. There are no financial implications arising from this report. 

Peter Herbert 
Town Clerk 

**All prices are ex VAT. 

Appendix 1

Event Equipment for Hire
Maximum

Stock Stored
Cost per 

item

Cable Mats 4 Cage £0.50
Chairs (folding) 12 Cage £0.50
Road Pins 150 Shed £0.20
Road Closed Ahead Signs 5 Shed £1.00
Road Closed Signs 3 Shed £1.00
A Boards (Plain) 3 Shed £1.00
Rope 8 bundles Cage £1.00
Red & White Tape 3 rolls Cage At cost?
Walkie Talkies 10 PA R'm £2.00
Blue Chairs 24 Cage £0.50
Folding Tables 7 Cage £1.00
Chargers 2 PA R'm

Barriers
Cost per 

item
New (Big) - 2.5 mtrs 181 Shed £0.75
New (Small) - 2.2 mtrs 18 Shed £0.50
Plastic Barriers 21 Cage £0.75
Total 220

Traffic Cones
Cost per 

item
Black & Yellow (Round) 205 £0.50
Black & Yellow (Triangle) 225 £0.50
Red Cones (Large) 31 £0.50
Red Cones (Small) 85 £0.50
Total 546
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**All prices are ex VAT. 

Appendix 2

Event Equipment for Hire
Maximum

Stock Stored
Cost per 

item
Purchase 

Cost
Road Pins 150 Shed £0.50 £30
Road Closed Ahead Signs 5 Shed £2.00 £36
Road Closed Signs 3 Shed £2.00 £36

Barriers
Cost per 

item
Purchase 

Cost
New (Big) - 2.5 mtrs 181 Shed £2.00 £40
New (Small) - 2.2 mtrs 18 Shed £2.00 £40
Plastic Barriers 21 Cage £2.00 £30
Total 220

Traffic Cones
Cost per 

item
Purchase 

Cost
Black & Yellow (Round) 205 £1.00 £5.70
Black & Yellow (Triangle) 225 £1.00 £5.70
Red Cones (Large) 31 £1.00 £5.00
Red Cones (Small) 85 £1.00 £5.00
Total 546
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Littlehampton Town Council 

Non-Confidential 

Committee: Property and Personnel 

Date: 6 March 2023 

Report by: The Town Clerk 

Subject: Recruitment Update 

1. Background & Summary

1.1 Members will be aware that recruitment to existing vacant posts is an ongoing 
struggle with adverts receiving little or no applications. At present there are 
two posts to permanently recruit to: A part time Administrative & Mayoral 
Officer, A&MO, position and a part time Committee Assistant, CA, position. 

1.2 These posts were previously advertised as one full time post titled Committee 
and Civic Officer as agreed by Committee in December 2022. This post 
attracted few applications and after further review, Officers now believe two 
part time posts might prove more attractive to prospective applicants. 

1.3 It is also considered that amending recruitment options to include paid adverts 
could increase applications. Officers therefore plan to try additional paid 
advertising to achieve greater reach for Council job adverts alongside current 
free advertising sites.  

1.4 In the interim, the CA position is being covered internally and will be evaluated 
after six months. Whilst this may become a permanent move, a review of the 
existing positions will still take place to re-market potentially both roles.  

2. Recommendations

The Committee is recommended to: 

2.1 Approve the proposed splitting of the full-time role into two part-time roles. 

2.2 Otherwise note the report. 

3. Financial implications

3.1 The two posts have been fully budgeted for within the 2023 to 2024 salary 
budget line. 

3.2 The advertising costs can be met from the recruitment budget. 
Peter Herbert 
Town Clerk 
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Littlehampton Town Council 

Non-Confidential 

Committee: Property and Personnel 

Date: 6 March 2023 

Report by: Town Clerk 

Subject: Finance Report 

1. Summary

1.1 The report highlights significant variances from budget in Income and 
Expenditure relating to the Property and Personnel Committee budget for 
2022 to 2023. Actual figures are shown in Appendix 1.  

1.2 Variances that have been the subject of individual periodic reports are not 
reported on.  

1.3 After a review of car parking fees, it has been noted that offering monthly 
payment options has not accounted for additional administration time. It is 
therefore proposed that with effect from 1 April 2024, should a hirer wish to 
pay monthly, the monthly fee be increased by 5% to cover administration 
costs. This would equate to £54.57, an increase of £2.60 per month. To pay 
monthly would therefore cost £31.25 extra across the 12 months at £654.95. 
The annual fee will remain unchanged.  This process will encourage annual 
purchase, reducing time advertising vacant parking spaces and offset the 
costs of administering the monthly fee system.   

2. Recommendation

2.1 The Committee is Recommended to: 

1) Approve a 5% increase to monthly paid car parking fees with effect from
1 April 2024.

2) Note the report.

3. Budget Monitor 2022 to 2023

3.1 Members are reminded that Income and Expenditure is not always received, 
or paid out, evenly throughout the year. Therefore, fluctuations will occur as 
to the percentage of the budget used even when the Income or Expenditure 
is expected to be in line with the budget by the end of the financial year.  

3.2   Central Administration and Support Services 

3.2.1   Expenditure is in line with expectations. 

3.3   Amenity Team 

3.3.1 Income for Amenity Team services has achieved £3,497 year to date against 
a budget of £1,000. 
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3.4   Manor House 

3.4.1 £5,287 has been spent from the Maintenance budget of £22,000. Further 
expenditure for window and door repairs that are currently underway will 
impact this budget line.  

3.4.2 £4,253 has been received for car park hire against a budget of £4,500. 
3.4.3 Manor House room hire has received £11,614 against a budget of £10,928. 

3.5   Street Lighting 

3.5.1 The street lighting maintenance agreement of £1,170 has been paid. 

3.6   Southfields Jubilee Centre 

3.6.1 £5,186 has been spent of the building maintenance budget against a budget 
of £4,000. This overspend is largely down to roof repairs and front door 
glazing previously reported and will be met from Earmarked reserves. 

3.7   Museum (Building Maintenance) 

3.7.1 £54 of the £1,000 budget has been spent. 

3.8   War Memorial Maintenance 

3.8.1 £1,800 is earmarked annually for the contract renewal. £5,900 has been 
spent against the budget of £2,335 due to the upfront cost of the three-year 
contract. This amount will be offset against the next two years budgeted 
amount. 

Peter Herbert 
Town Clerk 

Budget Income Expected
2022/23 2022/23 Income Variance

£ £ £ £
Car Parking 4,500 4,253 4,500 (247)
Room Hire 10,928 11,614 11,614 - 
Catering Income 515 195 200 (5)
Equipment hire 52 83 85 (2)
Total 15,995 16,145 16,399 (254)

Income
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Appendix 1

   SERVICE

Actual 
I & E
as at

28/02/23

  Budget
  2022/23

£ £

Expenditure 30,847 46,691 
Income - - 

AMENITY TEAM Expenditure 58,473 69,924 
(incl. Street Scene) Income 3,497 1,000 

MANOR HOUSE Expenditure 46,162 120,382 
Income 12,708 15,995 

STREET LIGHTING Expenditure 1,305 1,865 
Income - 640

SOUTHFIELDS Expenditure 5,186 4,000 
JUBILEE CENTRE

K2 & YOUTH SERVICES BUILDING MAINT Expenditure - - 

MUSEUM BUILDING MAINT Expenditure 54 1,000 

MEMORIAL MAINTENANCE Expenditure 5,950 2,335 

Total Expenditure 142,027 243,862 

Total Income 16,205 17,635 

Net Expenditure
125,822 226,227 

CENTRAL ADMIN & SUPPORT 
SERVICES

LITTLEHAMPTON TOWN COUNCIL
BUDGET REPORT 2022/23

PROPERTY & PERSONNEL COMMITTEE MEETING 6th March 2023
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