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10 March 2023 

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 16 March 2023 
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.  Evacuation Procedures 

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

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

4.  Declarations of Interest 

Members and Officers are reminded to make any declaration of disclosable 
pecuniary or personal and or prejudicial interests that they may have in relation 
to items on this Agenda. 
 
You should declare your interest by stating: 
a. the item you have the interest in 
b. whether it is a disclosable pecuniary interest, whereupon you will be taking 

no part in the discussions on that matter, or 
c. i. whether it is a personal interest and the nature of the interest  

ii. whether it is also a prejudicial interest  
iii. If it is a prejudicial interest, whether you will be exercising your right to 

speak under Public Forum. 
 

It is recorded in the register of interests that: 

• Councillor Blanchard-Cooper is a Member of Arun District Council 
• Councillor Dr Walsh KStJ is a Member of Arun District Council, West Sussex 

County Council, and the Littlehampton Harbour Board 
 
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 meetings held on 16 February 2023, circulated 
herewith, pages 4 to 6. In accordance with the Town Council’s Standing Orders, 
Section 9a, Members are reminded that no discussion of the draft minutes of a 
preceding meeting shall take place except in relation to their accuracy. 

6.  Chair’s Report and Urgent Items 

7.  Public Forum 

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

 

8.      Allotments Working Group  

         To receive the notes of the meeting held on 23 February 2023 
          Attached pages 7 to 9. 
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9.  Officers Reports 

9.1.   Youth Services Contract 

Report attached, pages 10 to 21. 

9.2.   Collections Documentation Project Update 

Attached, pages 22 to 38. 

9.3.  Museum Periodic Report 

Attached, pages 39 to 43. 

9.4. Events Periodic Report  

 Attached, pages 44 to 47. 

9.5. Visit Littlehampton Report  

 Attached, pages 48 to 51. 

10. Finance  

10.1.  Committee Budget Monitor  

Report attached, Pages 52 to 54. 

 11.  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 an ordinary meeting of the Community Resources Committee held in The 
New Millennium Chamber, Manor House, Church Street, Littlehampton BN17 5EW 
on Thursday 16 February 2023 at 6.30 pm 

Present: 

Councillor Blanchard-Cooper – Chair 
Councillor Butcher 
Councillor Tandy  
Councillor Turner 
Councillor Woodman 

2022 to 2023 

 

66. Evacuation Procedures 

The evacuation procedures were noted. 

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

The procedures were noted. 

68. Apologies 

There were apologies from Councillor. Dr. Walsh KSt.J, who hoped to be able to 
attend when an earlier meeting had finished. 

69. 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 made at this point.  

70. Minutes 

The minutes of the meeting held on 8 December 2022, previously circulated, were 
confirmed as a true record and signed by the Chair. 
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71. Chair’s Report and Urgent Items 

There were none. 

 

72.      Public Forum 

There were no members of the public present.  
 

73.  Events Periodic Report  

73.1. The Committee received a report, previously circulated, which contained an update,  
on the plans for 2023 to 2024 events programme. Regarding the Screen On The 
Green event, it was noted that additional local policing would be requested but that 
this was not specifically for the public conveniences. It was anticipated that the 
Community Wardens would be in attendance. It was asked whether bunting had been 
organised for the Coronation and whether a window competition could be organised in a 
similar way to the Christmas one for shop keepers.  The Town Clerk confirmed that bunting 
would be festooning the High Street and would refer the other matter to the Policy and 
Finance Committee. 

 

            It was Resolved that:  
1. The recommended prize money to the winner and runner up at the Pancake  

Olympics event, should no further sponsorship be secured, at the cost of 
£175.00 be approved. 

 
2. The hiring of a Flight Display Director for the Armed Forces Day event at a 

cost of £2,276.00 be approved.  
 
3. The proposed date for the Sandcastle Competition be approved.  

 
4. The provision of an inflatable screen at the Screen on the Green event be  

approved. 
 
5. The contents of the report be noted. 

 

74.  Community Resources Periodic Report 

74.1. Members received a report, previously circulated, which highlighted work being 
undertaken by the Community Resources Officer to progress the projects and 
initiatives within the remit of this Committee. In noting that the Youth Services 
Contract would be discussed at the next meeting, members asked for details of the 
current contract to be circulated. 

 It was Resolved that: 

1. Details of the current Arun Youth Projects contract to be circulated.  
 

2. The report contents be noted. 

75. Museum Periodic Report 
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Councillor Blanchard-Cooper declared a personal interest in the following 
discussion as President of the Littlehampton Musical Comedy Society which was 
currently the subject of the 70th Anniversary exhibition displayed in the Museum. 
He went on to thank the Museum Team who had worked so hard on the display. 

 
 
75.1. Members received a report, previously circulated, which contained an update on 

the Museum, including engagement figures. In addition, the Committee was asked 
to approve the acquisition of a number of artifacts relating to the social history of 
Littlehampton.  

 
It was Resolved that: 

The acquisition of the assets laid out in appendix A, be approved. 

76. Exempt Business 
 
 There was none. 

 
The meeting closed at 6.42 pm. 

 
 

________________________________ 
Chair 
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Littlehampton, West Sussex, BN17 5EW 
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Notes of the Meeting of the Allotment Working Group held in the Fleming Room, 
Manor House, Church Street, Littlehampton on Tuesday 23 February 2023 at 6.30 
pm 

Committee: 

Councillors; Tandy – Vice Chair, Turner 

Co-Opted Members: 
Messrs Oliver, Farquhar, Simmons and Lovegrove, Mrs Oliver 

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

2022 to 2023 

31.  Evacuation Procedures 

The evacuation procedures were noted. 

32.  Mobile Phones 

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

33.  Apologies 

There were apologies from Councillor Blanchard-Cooper. 

34.  Declarations of Interest 

There were none.  

35.  Notes of the Last Meeting 

 The notes of the meeting held on 22 November 2023, previously circulated, 
were confirmed as a true record and signed by the Chair.  

36. Reports of Allotment Sites  
 
36.1. Fort Road 
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The Representative reported an issue with leaning fence posts on one of the 
plots.  
 
ACTION: Community Resources Officer to contact Amenity Team to 

investigate and repair, as necessary. 
 

36.2. Howard Road 
 
 There was nothing to report. 
 
36.3. Kingley Gate 
 
 There was nothing to report. 
 
36.4. Mill Lane 
 

The Representative highlighted the ongoing concern regarding a sycamore 
tree growing on the adjacent Caravan Park that crosses the site boundary. It 
was noted that the Community Resources Officer was in contact with Arun 
District Council as the landowner to resolve this. The Representative also 
observed that the hedge running along the road into the tip had not been cut 
for the last few years and was growing into the road. 
 
ACTION: Community Resources Officer to contact Amenity Team to 

assess the hedge and cut as necessary. 
 
36.5. Trinidad 
 

The Representative reported that the ongoing presence of rabbits had caused 
damage to trees on the site. Whilst it was noted that Pest Control could not 
use live traps to control the rabbit population, the Community Resources 
Officer would investigate options. Low pressure was also reported on one of 
the site taps.  
 
ACTION: Community Resource Officer to contact Pest Control to 

discuss options for controlling rabbits, and to contact 
Amenity Team to investigate the tap and repair as 
necessary. 

 
36.6. Worthing Road 
 

The Representative reported a large fox hole in the ground and that there was 
a lot of mole activity on site. He enquired whether Pest Control could do 
anything but recognised this may be expensive.  
 
ACTION: Community Resource Officer to contact Pest Control to 

investigate fox activity and discuss options for controlling 
foxes and moles. 
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36.7. Community Resources Officer ReportThe Community Resources Officer 
gave a general update on matters since the last meeting and the following 
points were noted: 
 

• Allotment renewals were completed, during which 27 plots terminated 
and five were repossessed. Along with other plots, that were returned 
prior to renewals and splitting relevant plots, the final total was 47 plots. 
34 of these had been relet. The 13 remaining plots required clearing, 
splitting or some other work before they could be relet. This would 
happen within the next few weeks. 

 
• The Waiting List would be under 95 once reletting was complete. Wait 

times are down to about 8 months. 

 
• Occupancy was 96% at the time of the meeting, but once reletting was 

over occupancy this was expected to be close to 100%. 

 
• The Community Resources Officer had kept the Site Representatives 

updated about new plot holders. 

 
• Pest Control reports were being regularly sent to the Site 

Representatives as requested at the last meeting. The Vice Chair 
requested that the Committee Members to also receive copies of the 
recent Pest Control reports. 

 
ACTION: Community Resource Officer to send recent Pest Control 

reports to Working Group Members. 
 

37. North Littlehampton 
  

It was reported that the new site at Holly Drive had no parking provision. The 
Assistant Town Clerk confirmed that this was not the case and that 10 spaces 
including two disabled parking bays were planned. It was noted that the 
planning application had not progressed however, details of the proposals in 
full could be viewed on the Planning Portal online at: 
Planning application search | Arun District Council quoting reference 
LU/263/22/RES.  
  

38. Date of Next Meeting 
 

Due to Council elections in May it was agreed that the next meeting would 
take place no earlier than Thursday 15 June 2023 allowing time for the new 
Working Group to be appointed and Councillor induction, including site visits, 
to be undertaken. 

 
The meeting closed at 6.55 pm.                      __________________________ 

 Chair 
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Littlehampton Town Council 
 
Non-Confidential 
 
Committee: Community Resources 
 
Date: 16 March 2023 
 
Report of: The Town Clerk 
 
Subject: Youth Services Contract 
 

1. Summary 
 
1.1 Arun Community Church’s three-year contract to operate the Town 

Council’s Youth Service was renewed for three years from 1 October 
2020 and is therefore due for renewal this year. This will trigger a new 
tender process for this service which will need to start by the end of 
March. This is to allow sufficient time to meet the requirements of the 
'Transfer of Undertakings, Protection of Employment, Regulations 
2006', TUPE process, if required, in respect of staff that were 
transferred from the Town Council under the original contract. 

 
2.  Recommendation: 
 

To consider the current youth services contract criteria and any 
changes to future service provision for inclusion in the re-tendering 
exercise. 
 
3. Current Service  

 
3.1 The Service operates as Arun Youth Projects, AYP, and delivers its 

services predominantly through youth club-based activities which aim 
to bring about positive change in the lives of the young people that they 
work with.  They offer a range of targeted support, project focused 
work, detached / outreach work and universal youth sessions which 
provide a variety of constructive activities, information and support 
for 8-25-year olds utilizing venues throughout the Town of 
Littlehampton. The Service specification is attached for information, 
Appendix 1. 

 
3.2. The effectiveness of the Service is measured in terms of the numbers 

of young people engaged, hours delivered, voluntary opportunities 
provided and electoral wards served. The quality of the Service and the 
effectiveness of its activities are monitored jointly by Arun Church and 
the Town Council through regular bi-monthly meetings, quarterly 
reports and an annual review meeting including attendance at one 
Committee meeting per annum. A copy of the latest Service report is 
attached for information, Appendix 2. 
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3.3. The last two years in particular have been challenging but have seen 
the Service adapt to deliver support for young people on line during 
periods on nationwide restrictions and utilise grant and partnership 
working arrangements to broaden the offer. Prior to this Committee 
meeting the details of the Service specification and the latest Service 
Report were circulated to Members. In reviewing the current contract 
Members may wish to explore the potential to widen the scope of youth 
support with neighbouring parishes and ensure that the new youth and 
community centre currently under construction in Eldon Way is utilised 
to deliver youth sessions.  

 

4. Financial Implications 
 
4.1  The budget for this service for the coming three years, 2023 to 2024, 

2024 to 2025 and 2025 to 2026 has been set at £55,000 pa. This is 
an increase on the previous budget of ten percent primarily to meet 
inflation costs. 

 
 
Peter Herbert    
Town Clerk 
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Current Youth Service Contract Specification Appendix 1
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The report will provide information on the current youth club sessions, including attendance data, the
number of sessions delivered, the number of different young people attending sessions, as well as a
breakdown of attendance by age, gender, and electoral ward. The report will highlight the wider
impact of the service including an update of the detached service and recent bursary applications.

Highlights - Audio Active 

The focus of our highlight this quarter is our exciting new partniership with Brighton based
organisation that offer opportunities for young people to learn, develop and perform music.
AudioActive is a non-profit organisation that creates social change through music and develops
emerging talent.

Since forming in 1999, AudioActive has built a unique community in Brighton and across Sussex. The
team of musicians and music lovers restlessly develop artists and reach the sort of arch young talents
that so often fall through the cracks.

Since November they have been delivering free music sessions to young people in our community. They
can rap, produce, practise, record, meet other musicians or maybe pick up an instrument or
microphone for the first time at our Tuesday night Southfields session. The drop-ins are led by
professional musicians who are keen to share their expertise and pass on their knowledge to the next
generation. 

The Audio Active practitioners are currently funded by the Arun District Council through the serious
violence reduction partnership funding. We are hopeful that working with Audio Active will become a
long term offer with plans for 2023 in process. 

The work created in this project will be shared in the next report. 

For more of a look into the impact of Audio Actives work visit https://www.youtube.com/watch?
v=HSWad-KS9Dk&t=25s.

Quarterly Update: September-November 2022

Introduction

Appendix 2
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The graph highlights a good level of attendance overall in this reporting period. Figures were low in the last quarter
due  to the drop in attendance over the Sumer holidays. However, since the new school term attendance is back to a
'normal level with a high of 18 at the beginning of October. 

 The attendance is fairly inconsistent from September to October, but since the introduction to Audio Active, the
attendance follows a more consistent trend with the same 10-12 young people attending every week, fully engaging
in the music workshops. The targeted activity has meant that some of the more difficult behaviour we were dealing
with has now stopped. 
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The Juniors Youth Club continues to record high levels of attendance and remains the highest attended session.
The graph highlights a clear dip in attendance during half term. However, since the return of the school term,
attendance levels have reached between 30-40 young people most weeks with a high of 44 at the end of
September. 

There were no session closures in this reporting period.  
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Attendance Data
Appendix 2
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Seniors Youth Club 
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Keystone Drop-In
Fridays - School Years 7-9 
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Attendance Data

The Seniors Youth Club historically has relatively low attendance when compared with the other sessions. 
 However, due to a new group of Year 11 students attending consistently every week the session has recorded
levels of attendances between 15-20 more consistency than in recent years.  

There were five bursary applications this quarter with four of them being new to the service and all five attending
the seniors youth club on a Wednesday night.  

 

The chart above highlights the attendance data from the Friday Drop-In session at The Keystone Centre. The data
highlights a good level of attenndence with most sessions recording between 15-25 attendees. This is slightly
higher when comparing the data to last quarters figures. There is a high consistent start to the new school term.
This is to be expected as the session recorded good levels of attendance during the summer holidays, whilst the
other sessions saw a drop in attendance during this time. 

The attendance through out the rest of the quarter is less consistent with some levels of attendance dropping to
below 5 in November.  
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The chart highlights the ward breakdown of the attendees across
all sessions. The highest percentage of young people accessing
the service are from the Wickbourne Ward with 48.2% (67). This
highlights a slight decrease in attendance from young people
living in this area when compared to last quarters data. 

The Brookfield Ward continues to record higher data than the
River Ward. This could be due to good levels of attendance at
the SJC session over this reporting period or due to the increase
in attendance at the Senior session. Most of the young people
attending this session attend The Angmering School and do not
live in the Wickbourne Ward as you would expect.  

The data shown from young people living in the Wick, Courtwick
and Toddington and Beach Ward highlights a similar trend when
compared with the data from the last reporting period.  

Attendance Data
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The chart shows the gender breakdown of the young people
attending the AYP sessions. The data shows a similar trend to
gender data presented in recent reports with the majority of
young people attending being male (79). There is a small decline
in male attendees when compared with last quarters data.  

60 female young people attended sessions in this reporting
period. This also highlights a very small decline in female
attendees compared to the last reporting period.    

The graph shows the age breakdown of the young people. The graph highlights the highest level
of engagement comes from the 10-12 year-olds and 15-16 year olds. This data follows a similar
trend when compared to last quarter’s data. However, there has been an increase in 15 and 16-
year olds during the last three months due to the increase in attendance at the Wednesday night
senior session. 

Appendix 2

16



In this reporting period:

· 883 different engagements over 52 sessions - increase of 112 engagements this quarter
compared to last quarter.
·  139 different young people. 
·  58 young people attended over 50% of all sessions.
·  90 out of 139 young people attending sessions between September and November also
attended sessions between June and August.
·  Out of the sixteen new young people attending sessions between June and August, thirteen
returned this quarter .  
·  25 new young people attended sessions between September-November.

Attendance Data

Appendix 2
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There were five bursary applications processed between September to November of a total of
£772:  

£105 Basketball Shoes - for 15 year old
He states 'this would benefit me because my basketball season is coming up for school and i
don’t have the money to afford a good pair off shoes to play in and if i am able to get these it
would help so much and make me play the sport i love the most more.'

£157 Basketball Shoes - for 16 year old
He states 'These shoes would benefit me because they would help me achieve higher
performance levels in my basketball games. this would really benefit me as the shoes i am
currently using are my dads old ones and are falling apart.' 

£135 Football Boots - for 15 year old 
M states 'It would benefit me in football because my football boots are broken now and I can’t
get new boots because we don’t have enough money right now so it would help me because
the football season has started so it would really help me and with the shin pads it would help
me because my ones aren’t very good because I keep on getting marks from getting kicked in
the shin so mine aren’t very good so it would also help me with my football season'

£165 - Running Shoes for 16 year old 
J explains 'These running shoes would benefit me greatly by helping me run further distances
with more comfort I would greatly appreciate this opportunity because I have not had the
ability or funds to purchase these running shoes myself.' 

£210 - Running Kit for 16 year old
 'R states 'This is because it will help me get fit for the navy which is what I want to do when I
leave school. Also this will help me with my mental health because when I take exams I get
nervous and forget things and struggle with it all and I think it will help me when I sit them.'

Bursaries

Appendix 2
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Detached Service Update
 
The map highlights the main areas of engagement is the Town Centre and Skate Park. The Skate
Park is always busy when the weather is dry with good, postive use of the faciltiies.  

Netley Court has also recorded a higher level of engagment compared to previous quaters. We 
 continue to share our concerns around this hotspot with Arun District Council as it is often used
by large groups of young people to congregate. It is a residential area in the Town Centre built up
of around 30 Town Houses. This area is very dark as there is no lighting! It is difficult to approach
young people in this area when it is pitch black. Young people often smoke cannabis here and we
are suspicious of other activity – potential drug dealing. The residents in this area do report the 
 anti-social/criminal behaviour that occurs regularly in this area. But it is difficult to engaging in
such dark conditions during the winter months although we do try our best.  

In this reporting period:
·      12 sessions were completed. 
·      120 engagements recorded across Littlehampton - increased engagement compared to last
quarter.
·      The majority of sessions took place on Friday evenings after 6pm.

Appendix 2
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Detached Service Data
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17.6%
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17.6%
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5.9%

Bullying 
11.8%
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29.4%

ACE's 
17.6%

Presenting Risks

Outcomes

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

The chart shows anti-social behaviour as the main
presenting risk. However, other presenting risks
included young inappropritae peer groups, drug &
alcohol issues, relartionship issues and bullying. 

An example of one engagement: 
We met with a young person outside his home – we
addressed main topics around relationships,
boundaries and the young person was asking advice
around his current ban on British rail due to being
drunk and disorderly. 

Reduced offending/victimisation. 
Reduced involvement with statutory services. 
Improved mental health/wellbeing.  
Improved general/physical health. 
Improved emotion, knowledge & awareness, improved self-control, improved social problem-solving.

 
Due to the nature of the presenting risk and the engagements with the team, we believe the outcomes of the detached
youth work session in this reporting period are: 

The category of risk is the predominant target group
identified during each engagement/session. 

The chart highlights the majority of engagements
between September-November took place with young
people who are a potential risk meaning young people
associated with high risk areas or high risk peers.

The data also highlights that 30% of all engagements
were with young people who are known to be at risk
(Young people with known risk factors including ACEs and
suspected to be involved in criminal activity. These young
people may be known to police/authorities but have not
received a conviction.)

He now wants to apologise so the team helped him put a letter together to send to Bristish Rail to apologise for his
behaviour. He was also given relationship advice around not to always ask for girl’s location sharing – the staff shared
advice around the implications of respecting privacy/personal boundaries. 

Appendix 2
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V I S I T S

September - November 2022 in Numbers

 Y O U N G  P E O P L E
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A P P L I C A T I O N S

7 7 2

Appendix 2
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Littlehampton Town Council 

Non-Confidential 

Committee:  Community Resources Committee 

Date:  16 March 2023 

Report by:  Town Clerk 

Subject:  Collections Documentation Project Update  

1.  Summary 

1.1.  This report outlines the Museum’s documentation activities and achievements 
during the Documentation Project from 2019 to 2021, provides an update of 
activities from 2021 to 2023 and looks forward to future plans and targets. 

2.  Recommendations 

2.1.  The Committee is Recommended to: 
1. Endorse the action taken to address the Collection Documentation backlog. 
2.  Note the Collections Management current and future plans to maintain the 

collection, retain the Museum Accreditation and develop the Museum 
Service in the future. 

3.  Project Background and Overview 

3.1.  The Collections Documentation Project started in 2016 but became the main 
focus of museum work between 2019 and 2021. The main objective of the 
project was to inventory the estimated 30,000 items that formed the 
documentation “backlog”. In addition, the project aimed to improve access to 
the collection, upgrade the storage and care of the collection and ensure that 
the museum was meeting current Museum Accreditation standards.  

Extra resources were dedicated to the project in 2019 to 2021, including the 
funding of an additional Collections Documentation Officer post and some 
extra funding to improve collections management and collections care. 

The project improved the documentation process with new procedures and 
better training for staff and volunteers and improved collections care with 
better facilities, equipment, and training.  

Although the project was successful in meeting the target of 30,000 items 
inventoried on the collections management system, some way into the project 
it became obvious that the collection was larger than originally estimated, 
adding 20,000 items onto the total remaining backlog (the total number of 
items in the collection is now thought to be c.50,000).  The remaining backlog 
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has now been factored into a new documentation plan and forward plan to be 
completed under “business as usual”. 

3.2. Overview of the Museum’s documentation 

The Museum collections are on display within the galleries or stored with 
storerooms in The Manor House. It is now estimated that there are around 
50,000 objects.  

Previously, objects were catalogued using paper accession registers and 
record cards. In the early 2000s MODES (a museum cataloguing system) was 
purchased and the museum began to transfer object details from record cards 
into this new database. However, many records were transferred without 
reconciling the record to the object location. In 2016, on the recommendation 
of the interim curator at the time, a project began to improve museum 
documentation and tackle the backlog. At this point there were approximately 
4,291 objects accessioned on MODES.  

The primary objectives of the Collections Documentation project 2019-2021 
were: 

1. To complete an inventory of the entire museum collection, recording 
proper locations for each object. 

2. To identify unmarked or un-accessioned objects and mark them with a 
temporary T number.  

3. To reconcile inventory with existing manual records and create a MODES 
record for every object in the collection. 

4. To engage the public with the work we are doing by highlighting selected 
objects from the collections and displaying them, both online and in the 
galleries.  

These objectives alongside the recommendations of the Museum Working 
Group were used to create the Collections Documentation Project Action Plan 
(Appendices 3 and 4). The Action Plan was drafted implementing 
documentation procedures as set out by the Collections Trust. 

The Museum is Accredited with the Arts Council. This scheme is designed to 
encourage all museums to meet an agreed standard in 

• How they are run 
• How they manage their collections 
• How they engage with their users 

This helps to build people’s confidence in how museums manage collections 
in trust for society, how they manage public resources and to re-enforce a 
shared, ethical way of doing things. 

Our inventory records need to meet professional museum documentation 
standards, (known as Spectrum standards) to maintain our Accreditation. 

Some of the original inventory records are poor, so a process of checking 
these and correcting / adding data to bring them up to standard is also part of 
the process. 

23



 

3.3. Current Plans 

Current plans and targets include both creating inventory records and 
amending current records to Spectrum standards, as part of ‘business as 
usual’. Museum documentation in most museums with sizeable collections is 
an ongoing task of improvement.  

A new forward plan was completed in 2021, a new Documentation Plan and a 
new Collections Care and Conservation Plan in 2022 detailing how the 
backlog will continue to be tackled, under business as usual. 

Progress will be necessarily slower than during the main period of the 
Documentation Project but will remain a focus of work for the Museum team. 
The current target is to create or amend 400 records a month, 4,800 per year 
(see appendix 1 for documentation progress figures).  

The Museum team are continuing with the project to transcribe the accession 
registers.  

The Museum now has a large amount of the collection accessible on the 
database. This is improving access to the collection for the public as it 
enables the team to quickly deal with enquiries and to more effectively build 
new displays and exhibitions. Digital exhibitions on the Museum’s website are 
further increasing access to the collections. 

 

3.4. Review of Progress March 2021 to March 2023 

This is set out in detail in Appendix 2 attached to the report. 

3.5. Looking forward 
 

3.5.1. Accession Registers and historic documentation 

One of the focuses of Museum documentation is the digitisation of the 
accession registers. The Museum has a great deal of historic documentation 
that will be important to digitise alongside the registers in order to complete 
stages 3 and 4 of the documentation backlog. This work is ongoing and 
monitored through the Documentation Plan 2022 to 2025. 

3.5.2. Inventory records 

The collections size is currently estimated to be in the region of 50,000 items 
(see breakdown in the Documentation Plan). This plan will be updated 
annually to record progress and to estimate the remaining backlog.  

3.5.3. Collections Storage 

The Museum will continue to improve collections storage, 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 
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surveys identified significant areas for improvement which are outlined in the 
Collections Care and Conservation Plan 2022-25.  

3.5.4. Catalogue records 

Museum documentation is a continual process – once we have an inventory 
record for all items in the collection, we will then develop these to create fuller 
catalogue records, including more context, and linking items in the collection. 
These catalogue records can then be used to create quality resources – 
exhibitions, loan boxes, workshops, online content, etc. They are also used to 
aid the deaccessioning process. 

3.5.5. Grant Applications 

The Museum team is working on an Arts Council National Lottery Project 
Grant (to be submitted at the end of March 2023), the first part of which will be 
to use volunteers from our community to catalogue, and review/rationalise our 
social history collections (most of these items already have an inventory 
record). We will identify star items in the collection and those that do not fit 
into our current collecting policy, with a view to collections rationalisation. The 
second part of the project will be to engage and consult with Littlehampton’s 
community to inform how to best to use this rich body of historical information 
to create quality community resources.   

3.5.6. Deaccessioning 

Deaccessioning and rationalisation of the collections is a large piece of work 
and not one that can be completed quickly. It is important that all relevant 
documentation can be located to show how the Museum came into 
possession of the object before the process can be started. Once this is in 
place, the Museum must then advertise the object first to other accredited 
Museums for at least two months and if no museum is found then items can 
only then be offered to other organisations or other avenues of disposal 
explored.  

The Museum team will need to be given the time and resources to allow this 
process to happen. We will continue to explore grant funding to resource this 
piece of work. 

The Museum team is working on an archaeology pilot project to transfer some 
archaeological material to Worthing Museum. This will help to inform a new 
Disposals Procedure and an updated Collections Development Policy in 
2023/4. 

If successful, the Arts Council National Lottery Project Grant will be partly 
used to identify items that could be deaccessioned from the social history 
collections. This project would take place in 2024. 

3.5.7. Accreditation 

The Museum is fully accredited with the Arts Council. The last award was 
achieved in 2020 with the next call to submit Accreditation returns expected in 
2025.  Work to ensure that our policies, procedures and plans meet current 
museum standards continues. One of the areas for improvement in our last 

25



award was audience development work. Reviewing the Audience 
Development Plan is scheduled for 2023 to 24. If we are successful in 
obtaining the Arts Council National Lottery Project Grant, the community 
engagement and consultation will contribute to this plan. 

 

4. Financial Implications 

4.1. A supplementary budget was supplied for the Collections Documentation 
Project, 2019 to 2021: 

2019/2020 

Budget Allocated 
amount 

Total Spent 

Collections 
Management 

£10,000 £6,917.31 

Extra 
Salaries  

 Collections Documentation Officer post 

Training £870 MODES training for whole team 
 

2020/2021 

Budget Allocated 
amount 

Total Spent 

Collections 
Management 

£5,000 £1118  

Extra 
Salaries  

 Collections Documentation Officer post 

Training N/A £395 - collections management course – funded by 
Continuing Professional Development grant from 
Southeast Museum Development. 

 

4.2. Current amount in Earmarked reserves for Collections Management 
projects is £7076.73. If successful in the Arts Council “Unlocking 
Collections” grant bid, £5,000 of this will be used as match funding. 

4.3. In addition, there is ongoing provision in the Museum budget for day-to-
day collections care and collections management. 

 
Peter Herbert 
Town Clerk 
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Appendix 1: Documentation Figures 
 

 

 

The total number of inventory records on Modes is 32,741 

Number of Records added per year.  

Year Number of records created 
2019 7361 
2020 7232 
2021 (to 31st March 2021) 3188 
2021 (from 1st April) to end 2022 2249 
2023 (to February 2023) 336 

 

Documentation Statistics, running from April 2022. 

 April 
22 

May 
22 

June 
22 

July 
22 

Aug 
22 

Sept 
22 

Oct 
22 

Nov 
22 

Dec 
22 

Jan 
23 

Feb 
23 

Records 
created 

122 194 107 171 212 186 328 272 303 248 88 
Records 
edited to 
reach 
Spectrum 
standard 

117 124 194 3 157 216 80 230 110 290 319 

Total 239 318 301 174 369 402 408 502 413 538 407 
 

Current monthly target: 400 records created or amended (this was raised from 292 in 
September 2022 when the placement student started). The monthly statistics 
fluctuate a little, reflecting periods of staff and volunteer holidays or sick leave. 
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Appendix 2 

 March 2021 action point Review of progress March 2023 
1.  Create a more realistic programme of 

exhibitions and events to ensure 
there is an appropriate balance 
between Collections Management 
and Audience Engagement, ensuring 
the continued care of the collection 
as well as making the collection 
accessible to the public. This will 
ensure a documentation backlog is 
not created again.  

Since the end of the Documentation Project in March 2021, the Museum has hosted a 
smaller number of exhibitions each year (three to four), allowing more time for collections 
care and the continuing task of elimination of the documentation backlog. 

2.  Forward Plan, Collections 
Development Policy and 
Documentation Plan to be drawn up 
to address the remaining backlog. 
Documentation Plan to be updated 
annually. 

• The current Museum Forward Plan was agreed in 2021 and runs to 2026. It should be 
reviewed annually. 

• A new Documentation Plan was produced in June 2022 (to be updated annually), and a 
new Collections Care and Conservation Plan in September 2022. 

• The Collections Development Policy was last updated in September 2019 and should be 
updated in 2023/4. 

• Access Policy 2019 (review due in September 2024) 
• Documentation Policy 2019 (review due in September 2024) 
• Collections Care and Conservation Policy 2019 (review due in September 2024) 

 
3.  A programme of Disposals and 

Deaccessioning should now begin.  
 
Before this starts a full policy and 
procedure should be drawn up. Only 
one collection type should be 
processed at a time. This is a lengthy 
process, and the Museum team 
should be given time and resources 
to focus on this. 
 

From late 2022, the Museum team, with the help of university placement student has been 
using the archaeology collection as a pilot project to look at deaccessioning some items 
falling outside of the Museum’s collecting area. We are now exploring if we can transfer any 
of these to other local museums. This is a time-consuming process, and it is anticipated that 
it will not happen quickly. The Museums Association is currently producing a new disposals 
toolkit which we will use to create a new disposal procedure. 
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Appendix 2 

 March 2021 action point Review of progress March 2023 
4.  A full review of the Storage of the 

Museum collection should be 
completed and submitted to CRC to 
help with long term considerations for 
the care of the collection. 

• A Benchmarks in Collections Care Audit (a list of standards created by The Collections 
Trust) was completed in 2019. This will be reviewed in 2023/4. 

• In 2022 a preventive Conservation survey of the collections was undertaken by Spencer 
and Fry, funded by Southeast Museum Development, including recommendations for 
improvement. This has been used to inform the Collections Care and Conservation Plan 
2022. 

• In 2022, staff undertook survey of light levels (UV and visible light) falling on items on 
display in the galleries. As a result of this, the Museum has secured SEMDP funding to 
improve the lighting in two of the Museum displays cases (to take place late March 2023) 

5.  Explore external funding 
opportunities to help fund collection 
management projects, specifically 
projects that will help to improve 
elements of collections storage or 
work on disposals and 
deaccessioning.  

• The Curator and the Museum Officer will participate in Bid Writing training to assist in 
applying for larger external grants. 

• The Museum team is working on an application for an Arts Council National Lottery 
Project Grant, to be submitted in March 2023. This will include the cataloguing, review 
and improvements in the storage of the Museum’s Social History collection. It is 
anticipated that this will lead to rationalisation of the collection. 

6.  Make improving collections storage a 
priority over the next 5 – 10 years. 
Removing the collection from 
storerooms with inappropriate 
environments should be the main 
priority. 

• The Museum still needs a longer-term plan to replace the unsuitable basement storage. 
This would need significant financial commitment and would require grant funding.  

• Most grant giving bodies will not fund collections work without a strong community 
outcome (with community involvement in its planning) –probably an accessible store or 
an entirely new museum and store? With current staff and budget capacity, this is 
unlikely to happen any time soon. The Museum team will continue to monitor available 
grants and funding opportunities for large scale projects.  

• In the meantime, we will continue to apply for smaller grants to gradually improve the 
storage of the collections. 

• If successful, the Arts Council National Lottery Project Grant will include replacing the 
racking in the main Social History storeroom in the basement. This will create more 
space to enable all of the objects to be housed on the racking; currently there are some 
items and some boxes of items stored directly on the floor in this room. The project will 
lead to rationalisation of the collection, also creating more storage space, allowing for 
future development of the collection. 

29



Appendix 2 

 March 2021 action point Review of progress March 2023 
7.  Designate an amount of the budget 

specifically for remedial conservation 
of objects. This will allow the 
Museum team to prioritise items that 
need specialist conservation work. 
The team can also then seek out 
external funding that may need an 
element of match funding. 

• The Museum has a budget code for Collections Management in general, but this is used 
almost entirely for preventive conservation. 

• If the objects in question are not actively deteriorating and their condition is being 
monitored and recorded, remedial conservation work (which tends to be expensive) can 
be less of a priority.  Where remedial conservation work is deemed important (the item is 
needed for display or research purposes or has high monetary or cultural value) the 
Museum team will concentrate on applying for specialist grants.   
For example, one oil painting, P105, was conserved after damage in 2022/3 using 
insurance monies. The painting was also cleaned, given new varnish and glazed to 
prevent further damage. 

8.  A new Archaeological Deposition 
Policy should be created to ensure 
that developers and archaeology 
units are processing deposits 
correctly before they arrive at the 
Museum, therefore better facilitating 
quick cataloguing and ensuring that 
items are correctly housed from day 
1. This should include looking at the 
cost per box stored (which the 
archaeological unit/developer must 
currently meet) to ensure it meets 
industry standards. 

• New Archaeological Deposition Guidelines were created in June 2021. The guidelines 
state there is a charge of £75 (excluding VAT) per box of bulk finds.  

• An additional charge of 10% of the box charge will be applied to cover small finds and 
paper archives, (minimum £75) although this can be increased at the discretion of the 
museum to cover exceptional archives.  

• The Museum is the designated repository for any archaeological material originating from 
our collecting area, which includes Climping, Middleton-on-Sea, Felpham, Yapton, 
Barnham, Eastergate, Walberton, Ford, Lyminster, Poling, Littlehampton Lyminster and 
Angmering (but not Rustington). We are offered a continual stream of archaeological 
material from this area, most of which we are currently having to turn away. It is unlikely 
that any other Museum would take this material, and so now the archaeological units who 
excavate the material must keep hold of it. 

• This is part of a wider problem for the Museum community in the UK. 
• We currently don’t have any free space in the Archaeology Store for new depositions, 

except for those already agreed.  
• We have previously accepted an archive (which is being studied at UCL currently) 

associated with the ‘Walberton Warrior’ (Iron Age burial) which will arrive at the Museum 
at some point in the future.  

• Any items we transfer to other Museums from the archaeology collection will help to 
create enough space for already agreed depositions but will not allow for future growth. 
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Appendix 2 

 March 2021 action point Review of progress March 2023 
9.  All new accessions to the Museum 

should continue to be presented to 
CRC, however this should be on a 
twice-yearly basis and full details on 
the relevance to the Collections 
Development Policy given to aid 
decision making. 

• Currently potential new accessions are included in every CRC report. The Curator 
includes the relevant paragraphs from the Collections Development Policy with her 
recommendations. 

• This could be every other committee meeting (4 times a year would work better for 
donors than twice a year) if the new council agree. 
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Appendix 3: Collections Documentation Project Action Plan (Completed Actions) 

ACTION  RESPONSIBLE STATUS DATE NOTES 

MODES to be 
upgraded 

Collections 
Documentation 
Officer 

COMPLETED June 2019 
We are using the most up to date version of Modes. The 
Museum Office will check for new updates annually. 

Art Storage to 
be reviewed in 
2019/20 

Curator COMPLETED February 
2020 

 

Make use of 
temporary 
storage space -
Gladden Room 

Curator COMPLETED March 
2021 

Gladden Room is no longer in use for collections 

New volunteer 
pack created 

Collections 
Documentation 
Officer 

COMPLETED August 
2019 

 
Reviewed annually. 

Update and 
improve 
volunteer 
management 
policies. 

 

 

 

Curator COMPLETED September 
2019 

The Museum uses the Council’s Volunteer Policy 2019.  
 
Museum procedures for volunteer management were 
created in 2019 and reviewed annually.  
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Appendix 3: Collections Documentation Project Action Plan (Completed Actions) 

ACTION  RESPONSIBLE STATUS DATE NOTES 

Share work 
online via Social 
media and 
website 

Museum Team COMPLETED  2021 

We continue to share our work on social media 

Volunteering at 
home – create 
procedures and 
policies for new 
volunteering at 
home role for 
digitisation away 
from Manor 
House. ** 

Curator COMPLETED November 
2020 

All of the current volunteers have returned to “in person” 
volunteering at the Museum after pandemic.  The 
volunteers are an important resource for the Museum.  

 

Work in front of 
the public and 
organise 
opportunities for 
engagement 

Museum Team COMPLETED  Feb 2020 

Volunteers continue to work in the Butterworth on 
occasion.  
 
We are planning some handling sessions for dementia 
sufferers in the Summer of 2023, working with a 
master’s student.  

Temporary 
displays of new 
objects/CDP 
discoveries 

Museum Team COMPLETED  2021 
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Appendix 3: Collections Documentation Project Action Plan (Completed Actions) 

ACTION  RESPONSIBLE STATUS DATE NOTES 

Audit collection 
on MODES to 
create new 
project timeline 
and new action 
plan 

Curator COMPLETED August 
2019 

New Documentation plan created in 2022, to be 
reviewed annually 

Museum Staff 
trained in good 
practice of 
packaging and 
inventory 
marking. 

Curator 
COMPLETED 

 
January 
2020 

Museum staff train new volunteers/staff/placement 
students as part of induction process 

Create a rolling 
action plan and 
submit to CRC 

Curator 

 

 

COMPLETED 
2022 

 
• New Documentation Plan 2022-25 
• New Collections Care and Documentation Plan 2022 
• The Curator updates the CRC in the Museum’s 

Periodic reports. 

Submit new 
Plans and 
Policies to CRC 
ahead of 
Museum 
Accreditation. 

Curator 

 

COMPLETED September 
2019 

 
We continue to update policies, procedures and plans 
for our next accreditation return in 2025. 
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Appendix 4 

Goal #1: 
Documentation 
of Collections 

RESPONSIBLE STATUS DATE 
STARTED  

 
NOTES 

All Items in the 
collection 
accessioned 
and correctly 
entered into 
MODES to 
SPECTRUM 5.0 
standards. 

Museum Team Ongoing 
 

2016 

• Some of the earlier inventory records do not meet 
Spectrum standards, so current documentation 
targets include both numbers of new records and 
numbers of updated records. 

• Since April 2022, 2,194 records have been created 
and 1,840 records have been updated to Spectrum 
5.1 standards. 

• There are currently 32,701 records on MODES.  
• Work continues to banish the backlog under 

business as usual – current target of 400 records a 
month created or updated. 

Digitisation of 
Accession 
Registers ** 

Curator 
Ongoing 

 
March 
2020 

19, almost 20 out of 34 registers transcribed to date. 
To increase the rate of this work, the Museum team will 
continue to look for more volunteers to undertake this 
task. 

Quality 
Checking of old 
pre-existing 
records to 
ensure a 
consistent 
approach ** 

Museums Officer 
Ongoing 

 
Jan 2020 

 
• Throughout the project the records have been 

quality checked. 
 

• Audit work on the updated and newly created 
records continues, under business as usual. 
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Appendix 4 

Newly 
accessioned 
items to be 
recorded within 
6 weeks  

Museum Team 

 

Ongoing 

 

May 2019 

All items continue to be given entry numbers when 
they first arrive at the Museum and accession numbers 
within 6 weeks of approval. 

Goal #2:  
Collections 
Management 
and Storage 

RESPONSIBLE STATUS DATE 
STARTED  

 
NOTES 

Tidy and 
reorganise 
Storage in 
Document Store 
and Record 
Card store. ** 

Curator 
Ongoing 

 
January 
2020 

 
 
 
These two areas were reorganised 2019-2021. 

• The annual deep clean of storage areas includes 
these two areas (last completed January 2023) 

• Work continues on scanning all of the accession 
registers and transcribing these. Following this the 
team hopes to do the same with other paper-based 
documentation. This is a long-term goal. 

 

 

 

 

36



Appendix 4 

Goal #3: 
Museum Staff 
and Volunteers 

RESPONSIBLE STATUS DATE 
STARTED  

 
NOTES 

Staff team 
training 
requirements 
monitored 

Curator Ongoing 
 

May 2019 

• The Museum team’s training is monitored by the 
Curator as part of their monthly 1:1s and yearly 
appraisals. New Staff, volunteers and placement 
students are trained in important elements of 
collections management to ensure consistency.  

• The Museum will make use of training on offer from 
Southeast Museum Development as well as 
seeking out other training where needed. 

• The Museum team continue to look for and apply 
for external grants to support training needs.  

Museum staff 
and volunteers 
trained to use 
MODES 

CDO 
Ongoing 

 
2018 

• All staff have recently undertaken Advanced Modes 
and Administrator Modes training online, funded by 
Southeast Museum development. This will help in 
succession planning.  

• Six of the current volunteers were also trained in 
Modes for Beginners (again online and funded by 
SEMDP) 

New volunteer 
recruitment for 
Documentation 
Project. 

Curator 
Ongoing 

 
May 2019 

The Museum is almost at capacity for volunteers.  

We aim to recruit one more volunteer for Saturdays, 
who will work on transcribing the accession registers. 

Once our student placement has finished at the end of 
Sept 2023, we will have space for more volunteers. 
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Appendix 4 

Goal #5:  
Budget and 
resources  

RESPONSIBLE STATUS DATE 
STARTED  

 
NOTES 

CRC to supply 
resources to 
complete the 
project 

CRC 

Ongoing 

2018 

Collections Management part of Museum budget is 
£1,000.  The Museum team continues to supplement 
this with external grants. 

Create plan and 
Budget for use 
of £10,000 
collections 
management 
budget 

CDO/Curator 

Ongoing 

July 2019 

Remaining earmarked reserve (£7076) could be useful 
match funding for any collection management related 
grant applications.   

Goal #6: 
Sharing our 
work 

RESPONSIBLE STATUS DATE 
STARTED  

 
NOTES 

Collections 
pages on 
website – start 
to upload 
collection to 
website. ** 

Museum Team 

Ongoing 

2020 

The Museum team is planning to add more collections 
objects to the website in association with future events 
and exhibitions, starting with some items from our 
Roman collections in 2023. 

Online 
Programming ** Museum Team Ongoing May 2020 The Museum team continue to add new content to the 

website, but at a slower rate than during the pandemic. 

 

** = new action added July 2020 in response to COVID-19 
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Littlehampton Town Council 

Non-Confidential 

Committee:  Community Resources Committee 

Date:  16 March 2023 

Report by:  Town Clerk 

Subject:  Museum Periodic Report 

1.  Summary 

1.1.  The report contains: 

• Museum update 
• Engagement Figures 
• Museum acquisitions 
• Financial implications 

2.  Recommendations 

2.1.  The Committee is Recommended to: 

The Committee is Recommended to: 
1. Consider the recommended acquisition of items detailed in Appendix A 
2.  Otherwise note the report. 

3.  Museum Update 

3.1. Exhibitions 

3.2.1 Archive Art 

The first new exhibition in 2023, Archive Art, opened on March 4th. 

3.2.2 Writing Around the Kids (online exhibition) 

The Writing Around the Kids group (a writing group who run free writing 
workshops for mothers in Littlehampton) visited the Museum again in 
February to create some creative writing based on items in the Museum’s 
collections. The completed work will be showcased on the Museum’s website, 
alongside photos of the objects that inspired their work in March. 
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3.2.  Events 

February ½ term attracted 194 visitors (124 adults and 70 children) to the 
Museum.  

3.3.  Visitor Engagement 

3.3.1.  Visitor figures by days of the week in 2022 

 
Analysis 

The best days of the week in terms of visitor numbers were Saturday (highest 
number), then Wednesdays (second highest) with Tuesdays (third highest) close 
behind. 

3.3.2. Visitor feedback 
The Museum continues to generate lots of positive feedback as a selection from the 
comment cards shows: 

“Totally exceeded expectations – thoughtfully arranged and beautifully laid out 
displays. We loved it!” 

“Lovely exhibit. Well thought out”. (The Show Must Go On) 

“Loved the Littlehampton theatre exhibition! Very interactive” (The Show Must 
Go On) 

“A very wide range of interesting information. I hadn’t expected to be here for 
so long! Far more aware now of early history of the area” 

“Excellent, thank you. Great fun for children” 

3.4 Deaccessioning 

The Museum placement student has been looking at the archaeology collections to 
identify items that fall outside of the Museum’s current collecting area that potentially 
could be transferred to other museums.  In February the Curator from Worthing 
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Museum visited to view the items that fall into Worthing’s collecting area. He has 
verbally agreed that Worthing Museum will accept these as a transfer from 
Littlehampton. The Museum team is now working on a report for the committee 
recommending their transfer. Part of the process will be to ensure that the Museum 
has legal ownership of the items in order to transfer them to Worthing. This will be 
the most time-consuming phase. 

 

3.5.  Collections Care and Documentation 

3.5.1 Preventive Conservation 
The new dimmable LED lights for two of the social history display cases will be fitted 
in April, funded by the grant from Southeast Museum Development. The Museum 
team will inventory the items on display while they are removed from the cases.  

All other conservation activities continuing as per the Collections Care and 
Conservation Plan. 

 

3.5.2  Collections Care and Documentation Review of Progress 2023 
A review of the Collections Documentation Project is set out in separate report on 
this agenda.  

4.  Potential new acquisitions 

Please see Appendix A for a list of recommended acquisitions. 

5. Financial Implications 

5.1  Exhibitions 2023 

The cost of putting on the planned exhibitions this year will be met from existing 
budgets. The cost of putting on the Archive Art exhibition has been £275 plus 
advertising (£210 shared advert with The Show Must Go On).  

 

Peter Herbert 
Town Clerk 
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Appendix A Potential Acquisitions 

    
Object Name and information Photograph Curator Recommendation Link to Collecting Policy 

Rosemead School door 
knocker, mounted on wood, 
presented to a previous 
headmistress (who worked at 
the school in 70s/ 80s) on the 
Commemoration Day in 1995 
on the closure of the school. 
 

 

Accept 
 
Relates to closure of 
Rosemead school (opened 
1915, closed 1995) and to a 
named headmistress. We 
don’t have very many objects 
relating to the school, but lots 
of documents and 
photographs. Could be good 
display item for a temporary 
exhibit on Littlehampton 
Schools 

4.4.1 The Museum will continue to 
collect social history items which relate to 
the history of Littlehampton and the 
surrounding area. These will include items 
associated with local businesses, 
domestic life and all other aspects of local 
history.  
 

Newspaper cutting about 
Jeremy Bulloch, a child actor 
from New Road Littlehampton, 
who later played Boba Fett in 
the initial Star Wars Trilogy 
films. 

 

Accept 
 
 
Useful for display or digital 
display concerning Famous 
People from Littlehampton 

4.4.1 The Museum will continue to 
collect social history items which relate 
to the history of Littlehampton and the 
surrounding area. These will include 
items associated with local businesses, 
domestic life and all other aspects of 
local history.  
 
4.3.1 The Museum will continue to 
collect ephemera items which relate to 
the history of Littlehampton and the 
surrounding area, particularly with 
focus towards aspects which are less 
represented within these collections. 
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An incomplete early Post 
Medieval silver gilt dress 
fastener dating c. 1500-1600. 

Found near Walberton 
(Portable Antiquities Scheme) 
   

Accept, if offered as a 
donation 
 
(we should not accept this if 
we are required to pay any 
money for it) 
 
 
This falls within the 
Museum’s collecting area. It 
would be a good addition to 
the Treasures Display Case. 
 
It is dated to c.16th century, 
and we don’t have much 
material in the collection from 
this time. 
 
 

4.4.1 The Museum will continue to 
collect social history items which relate to 
the history of Littlehampton and the 
surrounding area. These will include items 
associated with local businesses, 
domestic life and all other aspects of local 
history.  
 
 

43



Littlehampton Town Council 
 
Non-Confidential 
 
Committee:  Community Resources 
 
Date:  16 March 2023 
 
Report by:  Town Clerk 
 
Subject:  Events Periodic Report 
 

1.  Summary 

1.1.  The report provides an update on the recent Charity Pancake Olympics 
event and provides an update of the 2023 to 2024 events programme. 

2.  Recommendations 

The Committee is Recommended to: 
1.  Note the outcome of the Charity Pancake Olympics event – paragraph 

3.1.4 refers. 
2. Note the update on plans for the Easter Out and About events – 

paragraphs 3.2 to 3.2.2 refer. 
3. Note the update on plans for the Armed Forces Day event – 

paragraphs 3.3 to 3.3.6 refer. 
4. Note the update on plans for the Screen on the Green event – 

paragraphs 3.4 to 3.4.2 refer. 
5. Note the update on plans for the Town Show and Family Fun Day 

event – paragraphs 3.5 to 3.5.3 refer. 
6. Note the update on the March to November Events Guide – paragraph 

4.1 refers. 
7. Otherwise note the report. 

3. Events Programme 

3.1. Charity Pancake Olympics 

3.1.1. The twelfth Charity Pancake Olympics were held on Saturday 25 February 
2023 in the High Street with a total of 13 teams taking part. The teams 
were made up of a mix of adults and children representing businesses, 
charities and local organisations. 

3.1.2. The teams competed in three categories including curling, pancake 
flipping and relay. Each category had a heat, semi-final and final with the 
winners and two runners-up receiving medals. Points were awarded 
throughout the competition with the top three teams receiving the overall 
winner and runners-up medals. 
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3.1.3. Arun Yacht Club, Event Power Engineering and the Littlehampton Trader’s 
Partnership purchased the gold, silver and bronze event sponsorship 
packages worth £175 plus VAT, £125 plus VAT and £75 plus VAT. This 
included £225 worth of prize money for the winner and two runners up.  

3.1.4. This year’s winners were Oak Grove College, who donated their prize 
money to Friends of Oak Grove College. Arun Yacht Club finished in 
second place and donated their prize money to the Mayor’s charity, the 
Littlehampton & District Scouts. FA Holland Funeralcare Littlehampton 
finished in third place and donated their prize money to Creative Heart. 
Tyndall Jones raised a total of £79.69 for the Mayor’s Charity, the 
Littlehampton & District Scouts. 

3.2. Easter Out and About Sessions 

3.2.1. The Easter Out and About sessions will be held at Mewsbrook Park and 
Southfields on Wednesday 5 April and Wednesday 12 April.  

 
3.2.2 The events will consist of a bunny hunt for children aged 5 to 11. A local 

children’s entertainer will perform at both events and Freedom Leisure will 
provide free inflatables and activities. 

3.3. Armed Forces Day  

3.3.1. The event will be held on Saturday 24 June between 10:30 and 17:00 on 
the seafront Greens. The event is now in its fourteenth year and is one of 
the largest Armed Forces Day events on the South Coast. 

 
3.3.2 R5 Air Displays have been contracted as the Flying Display Director to 

ensure the safety of the Aerial Display. A Safety Advisory Group Meeting 
at Arun District Council may be necessary at a later date where the Flight 
Display director will be required to submit the extensive paperwork 
required for the CAA licence. 

 
3.3.3. A bid for a BBMF aerial display has been successful. Littlehampton has 

been allocated a Spitfire display. The bid for the military band performance 
and Armed Forces Day grants is yet to be determined. The outcome of the 
remaining two bids should be known by the end of April. A list of available 
aircraft for the aerial display courtesy of the contracted supplier of 
professional air displays will also be presented to Officers in due course. 

 
3.3.4 Other attractions confirmed include an armoured vehicles display, Army 

Cadets KITCAR display, the Cadets Massed Band and a performance 
from the 381 Bognor Regis RAFA Choir. Officers are currently liaising with 
a pipe band and a vintage military tribute act. 

 
3.3.5. Stallholder applications for the charity fair are currently open and will close 

on Sunday 2 April. So far 10 groups have registered for the event. Officers 
have also sent out correspondence inviting military enthusiasts to display 
their vehicles at the event. Both the appeals for stallholders and military 
displays have been promoted on the Town Council’s Facebook page. 

 

45



3.3.6 Five local caterers which include the Scouts NAAFI tent have been 
confirmed for the event in line with the seafront covenants agreement. All 
caterers are registered with either Arun or Adur District Council and offer 
inexpensive options for all dietary requirements. 

3.4. Screen on the Green 

3.4.1.  The event will be held on Saturday 19 August on East Green. The event is 
now in its ninth year and is a highly anticipated event in the town’s event 
calendar. 

3.4.2. The inflatable screen has been booked for the event. Members of the 
public have submitted family friendly film suggestions via the Town 
Council’s Facebook page and via email. Officers will meet with the Chair 
and Vice Chair of this Committee to shortlist three films that hold a 
certificate of PG or below. The three films shortlisted will then be promoted 
on the Town Council’s Facebook page for the public to vote on for two 
weeks between 3 to 17 April. The vote will also be advertised via the 
Council’s website and through press releases. The winning film will be 
announced on all the Town Council communication channels. 

3.5. Town Show and Family Fun Day 

3.5.1.  The event will be held on Saturday 9 September between 12:00 and 17:00 
at Rosemead Park. The event is now in its twentieth year and is attended 
by over 50 local community groups annually. The event provides a 
platform for local groups and individuals to showcase their work and talent. 

3.5.2 Online webforms were opened to community and not-for-profit 
organisations at the beginning of March and will close on Sunday 28 May. 
Both indoor and outdoor pitches are available at the event and will be 
allocated on a first come first serve basis. So far Officers have received 39 
applications for stalls, but more are expected before the event date. 

3.5.3 Bookings made in 2022 for a live band, laser tag arena and tie dye 
workshop will be moved to 2023 subject to the contractor’s availability. 

4. Visit Littlehampton What’s On Guide 

4.1. November events have been included in the publication. Six thousand 
event guides have been printed and have been distributed to local 
businesses, primary schools and information points throughout 
Littlehampton.  

5.  Financial Implications 

5.1.  A budget of £600 was allocated to the Charity Pancake Olympics event 
from the 2022 to 2023 Community Budget. Expenditure is estimated to be 
£505.20 excluding Amenity Team costs. £375 plus VAT of income was 
generated through sponsorship. 

5.2. A budget of £13,500 has been allocated to the Armed Forces Day event 
from the 2023 to 2024 Community Budget. Harbour Park’s sponsorship of 
£1,500 has been confirmed, bringing the total event budget to £15,000. 
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Expenditure is expected to be over budget by approximately £1,000 if a 
bid for an MOD grant is unsuccessful and no additional sponsorship is 
obtained this will be met from Earmarked Reserves or underspends 
elsewhere in the Events Budget. 

5.3. A budget of £10,000 has been allocated to the Screen on the Green event 
from the 2023 to 2024 Community Budget. Expenditure is expected to be 
within budget. 

5.4. A budget of £20,000 has been allocated to the Town Show and Family 
Fun Day event from the 2023 to 2024 Community Budget. Expenditure is 
expected to be within budget. 

5.5. A budget of £1,100 has been allocated to the Events Guide from the 2023 
to 2024 Community Budget. Expenditure was £954. 

 
Peter Herbert 
Town Clerk 
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Littlehampton Town Council 
 
Non-Confidential 
 
Committee:  Community Resources 
 
Date:  16 March 2023 
 
Report by:  Town Clerk 
 
Subject:  Visit Littlehampton 
 

1.  Summary 

1.1. The report updates the Committee on the Visit Littlehampton sub-brand of 
the Town Council. 

2.  Recommendations 

The Committee is Recommended to: 
1. Note the web analytics from the previous 12 months – paragraphs 3.2 

to 3.2.4 refer. 
2. Approve the 2023 marketing campaign at an estimated total cost of 

£1,500 which will be funded from the Town Tourism Budget 2023 to 
2024: £1,500 – paragraphs 3.3 to 3.3.5 refer. 

3. Note the update on the website revamp and agree to earmark £321 in 
underspends in the Tourism 2022 to 2023 budget to be used for the 
content refresh – paragraphs 3.4.1 to 3.4.3 refer. 

4. Otherwise note the report. 

3. Background 

3.1.1. Visit Littlehampton is a sub-brand of the Town Council aimed at 
encouraging tourism to the Town and providing information about events 
and activities. The brand is promoted through digital marketing, a 
dedicated website and social media accounts. It is also used for printed 
advertising in tourism focused campaigns.   

3.1.2. One of the main publications published under the brand is the ‘What’s On’ 
guide. The ‘March – November 2023’ guide was recently published. 6,000 
copies were printed and have been distributed to local schools and 
businesses in Littlehampton and Rustington. The guides will also be 
displayed at Town Council events and available for download from the 
website.  

3.1.3. Campaigns have previously ran in the May Half Term and summer 
editions of Primary Times and Raring 2 Go publications in the West 
Sussex and South London areas. The publications are given out by 
schools and go in children’s school bags. Both publications are often 
quoted in event attendee surveys. 
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3.2. Web Analytics 
3.2.1. Over the past 12 months, there has been an increase in followers across 

social media platforms – see the table below. 
Platform Followers  

March 2022 
Followers 
March 2023 

Growth 

Facebook 3,715 4,153 438 
Twitter 519 568 49 
Instagram 1,462 1,594 132 

 
3.2.2. Analytics taken from the Visit Littlehampton Facebook page show that 

posts reached a total of 76,263 in the 12-month period between March 
2022 and March 2023. Facebook page visits in 2022 increased by 62.9 
percent from 2021.The busiest period across all social media accounts 
was June through to September which coincides with the Town Council’s 
largest events. There was also increased engagement with posts in 
November and December in 2022 due to the series of Christmas events. 

 
3.2.3 Posts uploaded on Facebook midweek between 11am and 1pm continue 

to have the best reach. These statistics are consistent with those recorded 
from the Visit Littlehampton Instagram page which show that posts 
published on Wednesday and Thursday receive the most interaction, 
followed by Friday. Similarly, the Visit Littlehampton Twitter page is 
engaged with most between the hours of 1pm and 5pm daily. 

 
3.2.4. The demographic of followers on both the Visit Littlehampton Facebook 

and Instagram pages is predominantly women aged 35 to 54. 71.6 percent 
of the followers on Instagram are female, whilst the female Facebook 
following is made up of 81.1 percent. The average age of Instagram 
followers has increased since 2022 as 51 percent of followers are now 
aged between 35 and 54 compared to the 57 percent of followers who 
were aged between 25 and 44 in the previous year.  

3.3. 2023 Marketing Campaign  

3.3.1. The number of people using social media platforms continues to grow and 
as of December 2022, there were 31.16 million Instagram users in the 
United Kingdom – Statista.com. The largest share of Instagram users 
were individuals aged between 25 and 34 years old, at almost 31 percent. 
Investing in paid advertising via Instagram could significantly raise 
awareness of Littlehampton as a tourism destination. 48 percent of people 
who want to choose destinations to visit on their next getaway use 
Instagram as their preferred social network – Tourismni.com. With this in 
mind it is beneficial for tourism businesses to increase their online 
presence on Instagram, influencing a wide audience and engaging with 
new and recurring customers. 

 
3.3.2. It is proposed that the remaining £76 left in the budget for 2022 to 2023 is 

used to advertise the Visit Littlehampton brand on Instagram. Adverts can 
be created to reach specific people based on location, demographics and 
interests. Officers will focus on the age 25 to 44 market in the London area 
as this is relevant to large proportion of our audience based on analytics 
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recorded. If this method of promotion is successful, a larger budget could 
be considered for social media marketing in 2024. 

3.3.4. Offline marketing continues to have its place and must compliment online 
efforts. Surveys undertaken at Town Council events such as the 
Sandcastle Competition have indicated that Littlehampton attracts a lot of 
tourists from the South London area and that printed publications 
distributed in schools are one of the main ways people find out about our 
events in addition to social media posts. It is therefore proposed that 
adverts and editorials are booked in the Primary Times publication. 
Officers propose that quarter page adverts are booked in both the South 
London and West Sussex Primary Times May Half Term and Summer 
issues. Discounts have been offered for multiple bookings with each 
advert costing £356 instead of £445. The issues cover the London 
Boroughs of Croydon, Lambeth, Lewisham and Southwark with a 
circulation of 46,410 copies and readership of over 139,000.  

3.3.5.  The overall 2023 Visit Littlehampton campaign would look like this: 
 

Media Print Social Media 
 Primary Times quarter page 

advertisement May Half Term 
Primary Times quarter page 

advertisement Summer Edition 

Paid Instagram campaign 
 

Cost £1,424 £76 
Total  £1,500 

 

3.4. Visit Littlehampton Website Revamp 
3.4.1. Work on the revamp of the website has begun with the web developers 
building a brand-new website on the same platform as the Town Council and 
Museum websites. The total cost for rebuilding the website is £3,000 which is 
being funded by the £3,000 contribution made by Arun District Council following 
their Tourism review. 
 
3.4.2. The Communications and Marketing Manager is leading the project with 
support from the Events team and will soon begin making contact with existing 
and new businesses that should feature in the tourism website. Written content 
will be refreshed with input from the Progress Newsletter copy writer to ensure it 
is captivating and flowing. Pictorial content will also be refreshed with an appeal 
due to go out shortly for local photographers to submit their own imagery free of 
charge in return for signposting to their own web presence. Gaps will be filled by 
purchasing images directly from photographers. The total budget allocated to the 
content refresh is £1,000 from the Tourism earmarked from the 2021 to 2022 
budget. Should the £1,000 not be sufficient it is recommended that the 
underspend in this year’s Tourism budget is earmarked to help complete the 
project. The current underspend is £321. 
 
3.4.3. The new website will take approximately 2 months to populate and is 
expected to be launched by mid-May. The existing website will continue to be live 
until the switch date. 
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4.  Financial Implications 

4.1. A budget of £1,500 has been allocated to Town Tourism for 2023 to 2024.  
 
4.2. The District Council’s contribution of £3,000 for a new website will be used 

to fund the web developers’ fees. A budget of £1,000 has been earmarked 
from the Tourism budget 2021 to 2022 which will be used for the content 
refresh. A further £321 from the 2022 to 2023 Tourism budget could be 
earmarked to assist the project completion. 

 
 
Peter Herbert 
Town Clerk 
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Littlehampton Town Council 
 
Non-Confidential 
 
Committee: Community Resources 
 
Date: 16 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 Community Resources Committee (CRC) 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.  

 
 2. Recommendations 

2.1 The Committee is Recommended to: 
1) 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   Grants and Partnership Initiatives  
3.2.1 Expenditure is in line with expectations and budget will be achieved during 

year end journals. 
 
3.3   Community  
3.3.1 Expenditure is in line with expectations. 
 
3.4   Southfield’s Jubilee Centre 
3.4.1 Expenditure is in line with expectations. 
3.4.2 The building maintenance budget is overspent by £1,186 at £5,186 which is 

due to roof and glazing repairs previously reported. This overspend will be 
met by earmark reserves during year end journals. 

3.4.4 £18,599 of the budgeted £26,058 room hire income has been received so far 
this year as the centre usage recovers to pre Covid levels.  

 
3.5   Parks and Open Spaces 
3.5.1  Expenditure is in line with expectations.  
3.5.2 It is to note that the £125K income is due to receipt of S106 monies. 
 
3.6   K2 & Youth Services 
3.6.1 Expenditure is underspent in line with expectations. 
3.6.2 It is to note that the £263K income is due to receipt of S106 monies for the 

K2 build project. 
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3.7   Museum 
3.7.1 Expenditure is in line with expectations.  
3.7.2 £8,260 income has been received for the Museum so far this year mainly 

through donations and museum sales. This figure also contains a £4,000 
insurance claim which will be used to meet the costs of the repairs to a 
painting that was damaged in the stores last year. A breakdown of the 
Museum income is shown below. 

 
  

 
 
 
3.8   Allotments 
3.8.1 Expenditure is in line with expectations. 
3.8.2 Annual allotment rents are slightly lower year to date as plots that have been 

split to meet demand are taking slightly longer to re-let. 
 
 
Peter Herbert      
Town Clerk 
 
 
 

Museum Income
Budget Income

Sales £900 £964
Sale or Return Income -  
Donations £200 £412
Exhibition Commission/Sales £75 £0
Centenary Book Income £0 £0
Loan Box Income £150 £383
Reproduction -  £0
Charges for services -  £1,902
Grants Received -  £600

£1,325 £4,261
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   SERVICE

Actual 
I & E
as at

08/03/23

  
  Budget
  2022/23

£ £

Expenditure 62,967 58,670 
Income -  

Expenditure 105,286 232,609 
Income 3,813 100 

Expenditure 22,639 20,926 
Income 19,453 26,933 

PARKS & OPEN SPACES Expenditure 31,166 38,985 
Income 125,850 -  

K2 & YOUTH SERVICES Expenditure 48,992 88,721 
Income 263,464 -  

MUSEUM Expenditure 7,772 8,767 
Income 8,260 1,325 

ALLOTMENTS Expenditure 15,337 15,230 
Income 17,366 18,155 

Total Expenditure 294,159 463,908 

Total Income (438,206) (46,513)

Net Expenditure (144,047) 417,395 

LITTLEHAMPTON TOWN COUNCIL

BUDGET REPORT 2022/23

COMMUNITY RESOURCES COMMITTEE MEETING 16th March 2023

GRANTS & PARTNERSHIP INITS

SOUTHFIELDS JUBILEE CENTRE

COMMUNITY 
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