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AGENDA 

2017/2018 

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 Town Council and
Committee meetings 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(s) filming must stop doing so until that member of the
public has finished speaking. The use of social media is permitted but
Members and the public are requested to switch their mobile devices to silent
for the duration of the meeting.

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: 
• Cllr Walsh KStJ is a Member of Arun District Council, West Sussex

County Council
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• Cllr Buckland is a Member of Arun District Council and West Sussex

County Council

• Cllr Purchese is a Member of Arun District Council and West Sussex

County Council

• Cllr Gammon is a Member of Arun District Council

• Cllr Northeast 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

6. 

7. 

To confirm the Minutes of the meeting held on Monday 18 December 2017,
circulated herewith (pages 3 - 7).

CHAIR'S REPORT AND URGENT ITEMS 

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. OFFICER'S REPORT
8.1 Town Centre Management - to receive a presentation from the 

Littlehampton Town Centre Regeneration Officer 
8.2 General Data Protection Regulation (GDPR) - report attached (pages 8 -

21). 
8.3 Arun District Council Car Parking Charges - to consider the attached 

notice containing proposals to vary the car parking charges in the District with 
effect from 1 st May 2018 (page 22). 

8.4 Welcome Signs - following the last meeting prototypes of the silhouette 
designs will be presented to the Committee 

9. ACCOUNTS
9.1 Annual Investment Strategy 2018/19 - attached for approval (pages 23 -

27). 
9.2 Committee Finance Report 2017/18 - attached (pages 28 - 32). 
9.3 Internal Audit - Risk Management and Insurance - attached (pages 33 -

39). 
9.4 Earmarked Reserves Policy - attached for approval (page 40). 

10. MASTERPLAN - NORTH LITTLE HAMPTON
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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MINUTES of the POLICY AND FINANCE COMMITTEE held in the NEW 
MILLENNIUM CHAMBER, MANOR HOUSE, CHURCH STREET, 
LITTLEHAMPTON on MONDAY 18 DECEMBER 2017 at 6.30PM 

Present: 

2017/2018 

36. EVACUATION PROCEDURES
The evacuation procedures were noted.

Cllrs Dr Walsh KStJ (Chair), 
Buckland, Chester, Gammon and 
Purchese 

37. FILMING OF COUNCIL MEETINGS, USE OF SOCIAL MEDIA AND MOBILE
PHONES
The procedures were noted.

38. MOBILE PHONES
Members and the public were reminded that the use of mobile phones (other
than on silent) was prohibited at Town Council and Committee meetings.

39. APOLOGIES
There were apologies from Councillor Northeast.

40. 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.

41. MINUTES
The Minutes of the meeting held on 23 October 2017 (previously circulated)
were confirmed as a true record and signed by the Chair.

42. CHAIR'S REPORT AND URGENT ITEMS
There were none.

43. PUBLIC FORUM
There was one member of the public present.

43.1 Regarding the welcome signs proposals, Mr Terry Ellis sought clarification on 
some of the features of the signage and asked that the Committee ensure that 
the Union Jack was correctly displayed. The Chair thanked Mr Ellis for his 
comments which were noted. 

44. OFFICER'S REPORTS
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44.1 Past Mayor Badges 
The Committee received and considered a report (previously circulated) which 
sought approval for the design for past mayor badges. It was RESOLVED 
that: 

1) The design for the Past Mayor Badges be
approved.

2) The materials and purchase of an initial
supply at a maximum cost of £1,500.00 be
approved and provision for the purchase be
included in the draft 2018/19 budget.

44.2 Future Liaison Arrangements with Arun District Council 
The Committee had before it proposals from the District Council regarding 
future liaison arrangements with Town and Parish Councils (previously 
circulated). The Committee proceeded to discuss the proposals in some detail 
and the following points were noted. The Committee judged it important that 
the District Council remained Members of the Joint Area Committees (JACs) 
and considered that the voting rights on JACs should be revisited. Members 
also felt it would be beneficial to expand the areas covered by the JACs to 
include education and social care. Questioning the function of Place Plans 
and their status, Members were sceptical about the proposal that they be 
introduced. Overall it was considered that if the District Council decided to 
proceed, current arrangements for liaison meetings, in Littlehampton should 
continue. Members also held the view that the Town Council might also wish 
to revisit its membership of the Arun District Association of Local Councils 
(ADALC). It was therefore RESOLVED that: 

The Committees' views as set out in minute 44.2 
above be forwarded to the District Council. 

44.3 Town Centre Manager Report 
The Committee received a report (previously circulated) which had been 
prepared by the Littlehampton Town Centre Regeneration Officer and detailed 
Town Centre activity. The Committee welcomed this information and it was 
RESOLVED that: 

The report be noted. 

44.4 Ward Budgets - Neighbourhood Fund 
The Committee received a report (previously circulated) which set out 
proposals for the re-introduction of ward budgets. The Committee proceeded 
to consider establishing a Neighbourhood Fund in more detail and it was 
noted that Members could ask for items to be included for consideration on a 
Committee agenda at any time. Whilst the debate had been useful it was 
judged that councillors had the ability to progress projects in their localities 
through the existing system. Members emphasised that funding would need to 
be made available to support Wick Initiatives once the S106 funding ceased. 
The Committee thanked the Governance and Audit Committee for raising this 
issue and RESOLVED: 



Not to progress this matter further and that the 
budget provision for the Wick Initiatives be re
provided. 

44.5 Welcome Signs 
The Committee received a report (previously circulated) which contained 
proposals for changes to a number of welcome signs in and around the Town. 
A wide-ranging debate ensued and it was considered that the research 
carried out by the Working Group had been helpful in progressing this 
initiative. However, to properly assess the impact of these designs Members 
considered it would be beneficial to have prototypes produced. The 
importance of ensuring that the Union Jack was correctly displayed was also 
emphasised. The Committee thanked the Communications Manager for her 
work on this initiative and it was RESOLVED that: 

1) Prototypes of the silhouette signage with no
colour and non-silhouette signage with
colour be prepared for consideration at the
next meeting on 12th March 2018.

2) Up to £1,000 be allocated from the Town
Centre Initiatives budget to meet the cost of
the prototypes.

3) The Working Group be discontinued, and the
Branding proposals deferred.

44.6 NHS Coastal West Sussex Clinical Commissioning Group Public 
Meeting 
The Committee received and noted the minutes (previously circulated) from 
the public meeting held on 16 November 2017. 

44.7 Council and Committee Dates 2018119 
The Committee received a draft calendar of dates (previously circulated) for 
the 2018/19 meeting cycle. Members were asked to make the Town Clerk 
aware of any potential clashes and it was RESOLVED that: 

The Draft Council and Committee dates for 
2018/19 be RECOMMENDED to Council for 
approval. 

45. TOWN COUNCIL'S PRIORITIES
45.1 The Committee received a report (previously circulated) which contained an

update on progress with the Town Council's priorities as they related to the 
work of this Committee. The report also set out progress with a number of 
additional priorities that had been identified by the majority group. Two 
matters were considered in detail: -
a) Littlehampton Town Council Website

45.2 Regarding the Town Council's website, the Committee also received a 
confidential report (previously circulated to Members of the Committee only) 
which contained an update on the presentations given by potential contractors 



following completion of the tender process. The Committee was 
recommended to approve the appointment of Webcurl as the Town Council's 
contractor to deliver the new website within a hosting and support package. 
Noting the capability and capacity of the company to deliver websites for 
public sector organisations, the Committee supported this recommendation. 
Observing that there was potential for further savings if the contract was taken 
out over a three-year period, Officers also sought approval to continue 
negotiations with the preferred contractor on this basis. Members were 
content with this proposal and it was noted that if successful a further 
Supplementary Estimate of £500 would be required. It was therefore 
RESOLVED that: 

1) Webcurl be appointed as the Town Council's
contractor to develop a new website.

2) Officers continue negotiations with the
contractor to secure a three-year hosting and
support package and that a Supplementary
Estimate of £500 be approved.

b) Public Conveniences
45.3 Turning to the ongoing trial of the seasonal opening of the public 

conveniences at Norfolk Gardens, it was noted that the District Council's 
Environment and Leisure Working Group were considering a report on the 
future of these facilities at a meeting the following day. Observing that the 
outcome of the seasonal closure of this facility was dependent upon the 
feedback from the District Council's contractor, it was considered prudent that 
Officers remain engaged in discussions with the District Council on this 
matter. 

45.4 It was therefore RESOLVED that: 

1) The additional priorities identified for the
Committee be endorsed and RECOMMENDED
to Council.

2) The contents of the report be otherwise
noted.

46. ACCOUNTS
46.1 Committee Budget Monitor 2017 - 2018

The Committee considered the periodic Finance Report (previously circulated) 
highlighting any significant variances from budget in terms of income and 
expenditure relating to this Committee's Budget. It was RESOLVED that: 

The report be noted. 

46.2 Committee Budget Report 2018 - 2021 
The Committee received a report (previously circulated) which set out a draft 
budget for 2018/19 and the projected budgets for 2019/20 and 2020/2021. In 
discussing the proposals, it was judged that the draft budgets reflected the 



number of projects that were proposed for progression in the forthcoming 
year. It was therefore RESOLVED that: 

1) Subiect to the amendments as agreed on
earlier in this meeting, the draft Committee
budget for 2018119 and the proiected
budgets for 2019/20 and 2020121 be
RECOMMENDED to Council for approval as
part of the overall Council budget.

2) The Committees' earmarked reserves be
noted.

46.3 Full Budget Report 2018 - 2021 
The Committee received and considered a report which set out a draft Council 
Budget for 2018/19 and Projected Budgets for 2019/20 and 2020/21 
(previously circulated). The Committee received clarification on the impact of 
the implementation of the Foundation Living Wage policy on the staffing 
budget. It was RESOLVED that: 

1) Council be RECOMMENDED to approve the
budget for 2018/19 setting a Precept of
£1,132,449 for 2018/19.

2) Council be RECOMMENDED to set Band D
Council Tax at £117.91 per annum for 2018/19,
an increase of 1.9% I £2.19.

47. MASTERPLAN - NORTH LITTLEHAMPTON
It was noted that the District Council proposed reforms to the constitution of
the Steering Group which would see one of the District Councillors from
Littlehampton in the Chair. Referring to the last meeting of the Steering
Group, it was observed that the Group had no Chairman. It was agreed that
the Town Clerk contact the District Council to seek a resolution to this issue
and it was RESOLVED that:

The update be noted. 

48. EXEMPT BUSINESS
There was none.

The meeting closed at 7:30pm. 

CHAIR 



LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential 

Committee: 

Date: 

Report by: 

Subject: 

1. Summary

Policy and Finance 

12th March 2018 

The Town Clerk 

General Data Protection Regulation 

1.1 The report seeks to highlight initial work being undertaken to ensure the Town
Council complies with the new General Data Protection Regulation (GDPR) and
proposes a way forward to assure that the Council meets its duties for when
the regulations come into effect.

1.2 The Information Commissioner's Office publication 'Preparing for the General
Data Protection Regulation - 12 steps to take now' is attached as Appendix 1.

2. Recommendation
The Committee is RECOMMENDED to:

2.1 Delegate to the Town Clerk, in consultation with the Chair of the Committee,
the required amendments to the Council's Retention and Disposal Policy and
Procedures and the Data Protection Policy as a result of GDPR work.

2.2 Delegate to the Town Clerk, in consultation with the Chair of the Committee, a
new budget not exceeding £10,000 to spend on GDPR matters which can be
taken from the overall underspend from 2017/18.

2.3 Approve that all Councillors are provided with a Littlehampton Town Council
email to be used for all Council related correspondence.

2.4 Otherwise note the report.

3. Background

3.1 The new General Data Protection Regulation (GDPR) replaces the Data
Protection Act in May 2018. It significantly tightens up the rules on privacy and
consent.

3.2 Councils are expected to put into place comprehensive but proportionate
governance measures. These measures, both technical and organisational,
should minimise the risk of breaches, uphold the protection of personal data
and demonstrate we have considered and integrated data protection into our
processing activities.



3.3 The Council must document its processing activities and maintain records on 
several things such as processing purposes, data sharing and retention. 
Records must be kept in writing. 

3.4 GDPR has been added to the Council's Risk Register as a new risk area with 
a rating to reflect the control measures that need to be put into place by 25th

May 2018. The current Risk Value has been scored at 6 which means an action 
plan must be implemented and this has already been initiated. 

3.5 As a result of the action plan Managers and Staff have attended a GDPR 
briefing. An Information Asset Register (IAR) has been developed and an audit 
of the Council's information has begun using the IAR as the basis. 

3.6 The Council will need to review the current Retention and Disposal Policy and 
Procedures as well as the Data Protection Policy. A new GDPR Policy and 
Procedure will need to be developed to include privacy notices and consents. 

3. 7 There will need to be a review of several other areas including contracts, other 
policies and procedures, websites, social media, to ensure privacy and 
protection by design. 

3.8 The Council must appoint a Data Protection Officer. This will be from the 
existing establishment, probably the Town Clerk or RFO. 

3.9 Training for staff and councillors will be looked at and progressed. 

3.10 It is recommended that all Councillors are provided with a Littlehampton Town 
Council email to be used for all Council related correspondence. Introducing 
this security measure will enable the Council to ensure it is meeting the 
principles of data protection, protecting data by default. In addition, with the 
proposed introduction of electronic banking due in 2019/20, authorised 
signatories will be using secure emails for any financially related 
correspondence. Training will be required for Members. 

3.11 The recent quarterly IT review has highlighted the need to replace eight PCs 
that due to their age cannot take updates to protect against identified 
vulnerabilities that if exploited allow attackers to gain access to data previously 
considered protected. The IT budget allows for the replacement of 3/4 PCs each 
year, but 8 PCs have been identified for replacement. Along with the training 
this is one of the areas where there are definitive financial implications that have 
not been budgeted for. 

3.12 A report will go to Governance and Audit in July 2018, Policy and Finance in 
September 2018 and Full Council in October 2018 further reporting on the roll
out, any significant issues and relevant expenditure. 

4. Financial Implications



4.1 The cost of 15 Microsoft Office Business Essential Email Licences is £684 per 
annum. This would be met from the additional budget proposed. 

4.2 The cost of 4 replacement PCs is estimated to be c.£2,000. This can be met 
from the additional budget proposed. 

4.3 For the 2017 /18 budget the Council is expected to have c.£2,400 for the rolling 
replacement PC programme, which would replace 4 PCs. 

4.4 The Council has £1,657 in Earmarked Reserves for IT. This is required for future 
liabilities. 

Peter Herbert 
Town Clerk 
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Preparing for the General Data Protection 

Regulation (GDPR) 12 steps to take now 

o.\warcncss 
You should make sure that decision makers and key 
people in your organisation are aware that the law is 
changing to the GDPR. They need to appreciate the 
impact this Is likely to have . 

• Information you hold
You should document what personal data you hold, 
where it came from and who you share it with. You 
may need to organise an information audit. 

e Communicating privacy information 
You should review your current privacy notices and 
put a plan in place for making any necessary 
changes in time for GOPR implementation. 

C, Individuals' rights 

• 

You should check your procedures to ensure they 
cover all the rights individuals have, including how 
you would delete personal data or provide data 
electronically and in a commonly used format. 

ICO. ico.org.uk 

e Subject access requests 
You should update your procedures and plan how you 
will handle requests within the new timescales and 
provide any additional information. 

0 La,,ful basis for processing 1wrso11al data 
You should identify the lawful basis for your 
processing activity in the GDPR, document it and 
update your privacy notice to explain it. 

.Con ent 
You should review how you seek, record and manage 
consent and whether you need to make any changes. 
Refresh existing consents now if they don't meet the 
GOPR standard. 

eChildren 
You should start thinking now about whether you 
need to put systems in place to verify individuals' 
ages and to obtain parental or guardian consent for 
any data processing activity. 

E) Data brcad1es
You should make sure you have the right procedures 
in place to detect, report and investigate a personal 
data breach. 

0 Data Protection by Design and Data 
l'rotettiun Impact .\ssrssments 
You should familiarise yourself now with the ICO's 
code of practice on Privacy Impact Assessments as 
well as the latest guidance from the Article 29 
Working Party, and work out how and when to 
Implement them In your organisation. 

• Data Protection Officers
You should designate someone to take responslbillty 
for data protection compliance and assess where this 
role will sit within your organisation's structure and 
governance arrangements. You should consider 
whether you are required to formally designate a 
Data Protection Officer. 

• International
If your organisation operates in more than one EU 
member state (ie you carry out cross-border 
processing), you should determine your lead data 
protection supervisory authority. Article 29 Working 
Party guidelines will help you do this. 



Introduction 

This check.list highlights 12 steps you can take now to 

prepare for the General Data Protection Regulation 

(GDPR) which will apply from 25 May 2018. 
�---------------------------------------------------------------------------

Many of the GDPR's main concepts and principles are much the same as 

those in the current Data Protection Act (DPA), so if you are complying 

properly with the current law then most of your approach to compliance 

will remain valid under the GDPR and can be the starting point to build 

from. However, there are new elements and significant enhancements, so 

you will have to do some things for the first time and some things 

differently. 

It is important to use this checklist and other Information Commissioner's 

Office (ICO) resources to work out the main differences between the 

current law and the GDPR. The ICO is producing new guidance and other 

tools to assist you, as well as contributing to guidance that the Article 29 

Working Party is producing at the European level. These are all available 

via the ICO's Overview of the General Data Protection Regulation. The 

ICO is also working closely with trade associations and bodies 

representing the various sectors - you should also work closely with these 

bodies to share knowledge about implementation in your sector. 

It is essential to plan your approach to GDPR compliance now and to gain 

'buy in' from key people in your organisation. You may need, for example, 

to put new procedures in place to deal with the GDPR's new transparency 

and individuals' rights provisions. In a large or complex business this 

could have significant budgetary, IT, personnel, governance and 

communications implications. 

The GDPR places greater emphasis on the documentation that data 

controllers must keep to demonstrate their accountability. Compliance 

with all the areas listed in this document will require organisations to 

review their approach to governance and how they manage data 

protection as a corporate issue. One aspect of this might be to review the 

contracts and other arrangements you have in place when sharing data 

with other organisations. 

Preparing for the General Data Protection Regulation (GDPR): 12 steps to take now 
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Some parts of the GDPR will have more of an impact on some 

organisations than on others (for example, the provisions relating to 

profiling or children's data), so it would be useful to map out which parts 

of the GDPR will have the greatest impact on your business model and 

give those areas due prominence in your planning process. 

Preparing for the General Data Protection Regulation {GDPR): 12 steps to take now 
V2.0 20170525 
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,..--..... , , '

( 1 ) Awareness 
' , , ... _ ... ;, 

You should make sure that decision makers and key people in your 

organisation are aware that the law is changing to the GDPR. They need 

to appreciate the impact this is likely to have and identify areas that could 

cause compliance problems under the GDPR. It would be useful to start 

by looking at your organisation
1

s risk register, if you have one. 

Implementing the GDPR could have significant resource implications, 

especially for larger and more complex organisations. You may find 

compliance difficult if you leave your preparations until the last minute . 

..... --..... , , ' / 2 \ � : Information you hold
' , 
,...,_..,.;, 

You should document what personal data you hold, where it came from 

and who you share it with. You may need to organise an information audit 

across the organisation or within particular business areas. 

The GDPR requires you to maintain records of your processing activities. 

It updates rights for a networked world. For example, if you have 

inaccurate personal data and have shared this with another organisation, 

you will have to tell the other organisation about the inaccuracy so it can 

correct its own records. You won
1

t be able to do this unless you know 

what personal data you hold, where it came from and who you share it 

with. You should document this. Doing this will also help you to comply 

with the GDPR
1

s accountability principle, which requires organisations to 

be able to show how they comply with the data protection principles, for 

example by having effective policies and procedures in place. 

,--..... ,
/ ' 

� 3 ) Communicating privacy information
' , , 

.... _ _.,.. 

You should review your current privacy notices and put a plan in place for 

making any necessary changes in time for GDPR implementation. 

When you collect personal data you currently have to give people certain 

information, such as your identity and how you intend to use their 

information. This is usually done through a privacy notice. Under the 

GDPR there are some additional things you will have to tell people. For 

example, you will need to explain your lawful basis for processing the 

data, your data retention periods and that individuals have a right to 

Preparing for the General Data Protection Regulation (GDPR): 12 steps to take now 
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complain to the ICO if they think there is a problem with the way you are 

handling their data. The GDPR requires the information to be provided in 

concise, easy to understand and clear language. 

The ICO's Privacy notices code of practice reflects the new requirements 

of the GDPR . 

.... --.... 
, ' 

' \ 

{ 4 ) Individuals' rights 
', .... __ .,...,

You should check your procedures to ensure they cover all the rights 

individuals have, including how you would delete personal data or provide 

data electronically and in a commonly used format. 

The GDPR includes the following rights for individuals: 

• the right to be informed;

• the right of access;

• the right to rectification;

• the right to erasure;

• the right to restrict processing;

• the right to data portability;

• the right to object; and

• the right not to be subject to automated decision-making including

profiling.

On the whole, the rights individuals will enjoy under the GDPR are the 

same as those under the DPA but with some significant enhancements. If 

you are geared up to give individuals their rights now, then the transition 

to the GDPR should be relatively easy. This is a good time to check your 

procedures and to work out how you would react if someone asks to have 

their personal data deleted, for example. Would your systems help you to 

locate and delete the data? Who will make the decisions about deletion? 

The right to data portability is new. It only applies: 

• to personal data an individual has provided to a controller;

• where the processing is based on the individual's consent or for the

performance of a contract; and

• when processing is carried out by automated means.

You should consider whether you need to revise your procedures and 

make any changes. You will need to provide the personal data in a 

structured commonly used and machine readable form and provide the 

Preparing for the General Data Protection Regulation (GDPR): 12 steps to take now 
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information free of charge . 

.,,,.--.... 
/ ' 

I ' 

t 5 ; Subject access requests 
', .... __ .,,,

✓ 

You should update your procedures and plan how you will handle requests 

to take account of the new rules: 

• In most cases you will not be able to charge for complying with a

request.

• You will have a month to comply, rather than the current 40 days.

• You can refuse or charge for requests that are manifestly unfounded

or excessive.

• If you refuse a request, you must tell the individual why and that

they have the right to complain to the supervisory authority and to

a judicial remedy. You must do this without undue delay and at the

latest, within one month.

If your organisation handles a large number of access requests, consider 

the logistical implications of having to deal with requests more quickly. 

You could consider whether it is feasible or desirable to develop systems 

that allow individuals to access their information easily online. 

,--.... , 
/ ' 

t 6 ) Lawful basis for processing personal data 
', .... _ ... ,

✓ 

You should identify the lawful basis for your processing activity in the 
GDPR, document it and update your privacy notice to explain it. 

Many organisations will not have thought about their lawful basis for 

processing personal data. Under the current law this does not have many 

practical implications. However, this will be different under the GDPR 

because some individuals' rights will be modified depending on your 

lawful basis for processing their personal data. The most obvious example 

is that people will have a stronger right to have their data deleted where 

you use consent as your lawful basis for processing. 

You will also have to explain your lawful basis for processing personal 

data in your privacy notice and when you answer a subject access 

request. The lawful bases in the GDPR are broadly the same as the 

conditions for processing in the DPA. It should be possible to review the 

types of processing activities you carry out and to identify your lawful 

basis for doing so. You should document your lawful bases in order to 

Preparing for the General Data Protection Regulation (GDPR): 12 steps to take now 
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help you comply with the GDPR's 'accountability' requirements . 

.... ---.... , , 
\ 

I 7 I 

t J Consent 
\ , 
, ... __ ., 

You should review how you seek, record and manage consent and 

whether you need to make any changes. Refresh existing consents now if 

they don't meet the GDPR standard. 

You should read the detailed guidance the ICO has published on consent 

under the GDPR, and use our consent checklist to review your practices. 

Consent must be freely given, specific, informed and unambiguous. There 

must be a positive opt-in - consent cannot be inferred from silence, pre

ticked boxes or inactivity. It must also be separate from other terms and 

conditions, and you will need to have simple ways for people to withdraw 

consent. Public authorities and employers will need to take particular 

care. Consent has to be verifiable and individuals generally have more 

rights where you rely on consent to process their data. 

You are not required to automatically 'repaper' or refresh all existing DPA 

consents in preparation for the GDPR. But if you rely on individuals' 

consent to process their data, make sure it will meet the GDPR standard 

on being specific, granular, clear, prominent, opt-in, properly documented 

and easily withdrawn. If not, alter your consent mechanisms and seek 

fresh GDPR-compliant consent, or find an alternative to consent . 

.... --.... , , 
\ 

I 8 I 

t J Children 
\ , 
, .... _ ......... 

You should start thinking now about whether you need to put systems in 

place to verify individuals' ages and to obtain parental or guardian 

consent for any data processing activity. 

For the first time, the GDPR will bring in special protection for children's 

personal data, particularly in the context of commercial internet services 

such as social networking. If your organisation offers online services 

('information society services') to children and relies on consent to collect 

information about them, then you may need a parent or guardian's 

consent in order to process their personal data lawfully. The GDPR sets 

the age when a child can give their own consent to this processing at 16 

(although this may be lowered to a minimum of 13 in the UK). If a child is 

younger then you will need to get consent from a person holding 'parental 

responsibility'. 

Preparing for the General Data Protection Regulation (GDPR): 12 steps to take now 
V2.0 20170525 
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This could have significant implications if your organisation offers online 

services to children and collects their personal data. Remember that 

consent has to be verifiable and that when collecting children's data your 

privacy notice must be written in language that children will understand . 

.... --.... ,, 
\ 

I 9 \ t J Data breaches 
\ , , .... __ .... 

You should make sure you have the right procedures in place to detect, 

report and investigate a personal data breach. 

Some organisations are already required to notify the ICO (and possibly 

some other bodies) when they suffer a personal data breach. The GDPR 

introduces a duty on all organisations to report certain types of data 

breach to the ICO, and in some cases, to individuals. You only have to 

notify the ICO of a breach where it is likely to result in a risk to the rights 

and freedoms of individuals - if, for example, it could result in 

discrimination, damage to reputation, financial loss, loss of confidentiality 

or any other significant economic or social disadvantage. 

Where a breach is likely to result in a high risk to the rights and freedoms 

of individuals, you will also have to notify those concerned directly in 

most cases. 

You should put procedures in place to effectively detect, report and 

investigate a personal data breach. You may wish to assess the types of 

personal data you hold and document where you would be required to 

notify the ICO or affected individuals if a breach occurred. Larger 

organisations will need to develop policies and procedures for managing 

data breaches. Failure to report a breach when required to do so could 

result in a fine, as well as a fine for the breach itself . 

.... --.... , 
/ \ 

� 10 } Data Protection by Design and Data Protection Impact 
', / 

.. __ ., Assessments 

It has always been good practice to adopt a privacy by design approach 

and to carry out a Privacy Impact Assessment (PIA) as part of this. 

However, the GDPR makes privacy by design an express legal 

requirement, under the term 'data protection by design and by default'. It 

also makes PIAs - referred to as 'Data Protection Impact Assessments' or 

DPIAs - mandatory in certain circumstances. 

Preparing for the General Data Protection Regulation (GDPR): 12 steps to take now 
V2.0 20170525 
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A DPIA is required in situations where data processing is likely to result in 

high risk to individuals, for example: 

• where a new technology is being deployed;

• where a profiling operation is likely to significantly affect

individuals; or

• where there is processing on a large scale of the special categories

of data.

If a DPIA indicates that the data processing is high risk, and you cannot 

sufficiently address those risks, you will be required to consult the ICO to 

seek its opinion as to whether the processing operation complies with the 

GDPR. 

You should therefore start to assess the situations where it will be 

necessary to conduct a DPIA. Who will do it? Who else needs to be 

involved? Will the process be run centrally or locally? 

You should also familiarise yourself now with the guidance the ICO has 

produced on PIAs as well as guidance from the Article 29 Working Party, 

and work out how to implement them in your organisation. This guidance 

shows how PIAs can link to other organisational processes such as risk 

management and project management . 

..... ---.... , , 
' 

I 
\ 

{ 11 J Data Protection Officers 
' , 
, .... _ _.,. 

You should designate someone to take responsibility for data protection 

compliance and assess where this role will sit within your organisation's 

structure and governance arrangements. 

You should consider whether you are required to formally designate a 

Data Protection Officer (DPO). You must designate a DPO if you are: 

• a public authority ( except for courts acting in their judicial

capacity);

• an organisation that carries out the regular and systematic

monitoring of individuals on a large scale; or

• an organisation that carries out the large scale processing of special

categories of data, such as health records, or information about

criminal convictions. The Article 29 Working Party has produced

guidance for organisations on the designation, position and tasks of

DPOs.

Preparing for the General Data Protection Regulation (GDPR): 12 steps to take now 
V2.0 20170525 
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It is most important that someone in your organisation, or an external 

data protection advisor, takes proper responsibility for your data 

protection compliance and has the knowledge, support and authority to 

carry out their role effectively. 

,,,--..... 
, ' 

I \ 

t 12 ; International 
\ , 
, .... _ _. ....

If your organisation operates in more than one EU member state, you 

should determine your lead data protection supervisory authority and 

document this. 

The lead authority is the supervisory authority in the state where your 

main establishment is. Your main establishment is the location where 

your central administration in the EU is or else the location where 

decisions about the purposes and means of processing are taken and 

implemented. 

This is only relevant where you carry out cross-border processing - ie you 

have establishments in more than one EU member state or you have a 

single establishment in the EU that carries out processing which 

substantially affects individuals in other EU states. 

If this applies to your organisation, you should map out where your 

organisation makes its most significant decisions about its processing 

activities. This will help to determine your 'main establishment' and 

therefore your lead supervisory authority. 

The Article 29 Working party has produced guidance on identifying a 

controller or processor's lead supervisory authority. 

Preparing for the General Data Protection Regulation (GDPR): 12 steps to take now 
V2.0 20170525 
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ARUN DISTRICT COUNCIL 
The Arun District Council (Civil Enforcement and Consolidation) Order 2010 

NOTICE IS HEREBY GIVEN that the Council intends, under Section 35C of the Road Traffic 
Regulation Act 1984 and all other enabling powers, proposes to vary the charges set out in 
schedules to The Arun District Council (Civil Enforcement and Consolidation) Order 2010 as 
shown below, such variation to take effect from the 1st May 2018. 

Parking Places Period Of Parking Present Proposed 
1 st March to 31 st October Charge Charge 

East Green, Littlehampton Up to 1 hour £1.50 £1.50 
Sea Road, Littlehampton Up to 2 hours £3.00 £3.20 
The Wall, Littlehampton Over 2 hours £7.00 £7.40 
West Beach, Littlehampton 
Gloucester Rd, Bognar Regis 

Banjo Road, Littlehampton Up to 1 hour £1.00 £1.00 
Rock Gardens, Bognar Regis Up to 4 hours £3.00 £3.20 
Culver Road, Bognar Regis Over 4 hours £7.00 £7.40 

Parking Places Period of Parking Present Proposed 
1st March to 30th June 
1st September to 31st October 

Charge Charge 

West Green, Littlehampton Up to 1 hour £1.50 £1.50 
Up to 3 hours £3.00 £3.20 
Over 3 hours £7.00 £7.40 

Parking Places Period of Parking Present Proposed 
1st July to 31st August Charge Charge 

West Green, Littlehampton Up to 1 hour £1.50 £1.50 
Up to 3 hours £3.00 £3.20 
Over 3 hours £8.00 £8.40 

In all other respects the provisions of the current order referred to above will remain in force. 

Any comments on the above variation of the charges must be submitted in writing not later 
than the 6th April 2018 quoting reference SER/CARP/CB to the address below or 
alternatively comments can be sent via E Mail to car.parks@arun.gov.uk 

The Customer Services & Parking Services Manager 
Arun Civic Centre, Maltravers Road, Littlehampton, West Sussex, BN17 ?RA 
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1. Summary

Policy and Finance 

12th March 2018 

The Town Clerk and Deputy Town Clerk and Responsible 
Financial Officer 

Annual Investment Strategy 2018/19 

1.1 The Town Council is required to review its Annual Investment Strategy for each
financial year. The existing Strategy also requires that there is a report on
investment activity during the previous year.

1.2 The Annual Investment Strategy 2018/19 is included at Appendix 1.

2. Recommendation

2.1 The Committee is RECOMMENDED to RECOMMEND that Council
1) Approve the Annual Investment Strategy 2018/19 set out in this report

as Appendix 1.

2.2.1 The Committee is RECOMMENDED to 
1) Approve the proposal that officers do further work on the smaller

investments to explore whether these could be invested in the LAPF
and report back to committee as appropriate

2) Note the report.

3. Background

3.1 The Guidance on Local Government Investments issued by the Department of
Housing, Communities and Local Government in March 2004 requires the
Council to approve an Annual Investment Strategy that is made available to the
public. This complements the CIPFA Treasury Management in the Public
Services: Code of Practice and Cross-Sectoral Guidance Notes.

3.1.1 The strategy when adopted is included in the Council's Policies. 

3.3 The Council has a Lloyds Bank current and instant access account, investments 
with Lloyds Bank and investments with the Public Sector Deposit Fund and 
Local Authority Property Fund. 



4. Implications

4.1 Financial 
4.1.1 The strategy contains the manner in which financial investments are maintained 

and reported. This is through the budget setting exercise where Members, 
when approving the budget, take into consideration investment returns through 
interest received. 

4.2 Legal 
4.2.1 It is a requirement by the Secretary of State that this report is presented 

annually to Members for approval. 

4.3 Policy 
4.3.1 The strategy details in the report, when adopted, will become the policy for the 

coming year. 

4.4 Risk Management 
To minimise Investment risk to the Council and taxpayers the Council's risk 
assessment criteria has centred on -
(i) The Council has always adopted a prudent approach in relation to

investments.
(ii) The Council has never had (and is unlikely to have in the future) the level

of investment funds that Principal Councils' possess. The relatively
small sums involved mean that, of necessity, the Council's options are
limited.

(iii) The Council's limited resources also means adopting a cautious
approach to investing any surplus funding.

(iv) The Council at all times must maintain adequate levels of security, a
stable overall financial position, ensure liquidity and a balance in relation
to its spending commitments.

(v) The variances, unpredictability and uncertainties surrounding
investments in the money market, stocks, shares, equities and the like
are such that the Council consider the risks too high and will not use
them for investment purposes.

(vi) Seeking to manage any surplus funds so as to provide the Council with
a secure high yield rate of interest.

(vii) Risk analysis will be embedded within the organisation as a technique
used in relation to all major revenue and capital transactions.

5. Communication
5.1 It is a requirement that this Strategy be made available to the public. It is 

therefore intended to make the Strategy available for public inspection 
whenever requested and make it available for inspection on the Council's Web 
Site. 

6. Current year's Investment activity
6.1 Interest rates have fallen over the last year and investments placed for a year 

are now achieving just 0.85% interest. 



6.2 The low interest rates and a decision to invest the Capital Receipt in a Fixed 
Term Deposit rather than the CCLA Local Authority Property Fund (based on 
facts and information received by the fund managers) mean that a year-end 
interest figure of c. £37,300 (£32,914 2016/17) is expected against a budget of 
£50,000. There are no signs at the moment of interest rates increasing 
significantly next year. Commercial interest rates are still very low compared to 
personal savings rates. The Interest Rates achieved in the year (2016/17 
figures in brackets) were: 

• 9 months 0.7% (0.7%) 
• 1 year 0.85% (1.05%-0.90%) 

6.3 As at 27th February 2018, £2,500,000 was invested with Lloyds Bank, £203,039 
with the CCLA (Charities, Churches and Local Authorities) Public Sector 
Deposit Fund and £500,000 with the Local Authorities Property Fund. 
Investments are placed to facilitate the working capital requirements of the 
Council, which are required to meet the Council's budgeted obligations during 
the year. 

6.4 Management of day to day funds is facilitated by the operation of the 'sweeping' 
account which transfers cleared funds to an interest-bearing account overnight. 
Movement between the accounts works well enabling funds to be readily 
available whilst earning a small amount of interest when not required. 

6.5 The capital receipt for the sale of land North Littlehampton was invested in a 
one-year fixed interest deposit until 6th March 2018. This committee needs to 
decide how to reinvest the £1.5 million. The performance of the LAPF has been 
discussed with the Fund Managers CCLA and it remains that to ensure a return 
on investment the Council would need to invest any lump sum for 5 years, 
looking to use dividends to fund projects rather than withdrawing lump sums. 

6.6 The Council's investment strategy determines that investments may be made 
with LAPF but only balances that will not be needed for at least five years. It 
also requires that the Council does not take risks with investments. 

6.7 On this basis it is recommended that the prudent investment for the capital 
receipt would be a one-year fixed interest deposit. At the end of that year the 
position can be reviewed. 

6.8 It is proposed that officers do further work on the smaller investments to explore 
whether these could be invested in the LAPF and report back to committee as 
appropriate. 

Peter Herbert 
Town Clerk 

Laura Chrysostomou 
Deputy Town Clerk and RFO 



LITTLEHAMPTON TOWN COUNCIL 

ANNUAL INVESTMENT STRATEGY 2018/19 

Appendix 1 

1. The Council has had regard to the Department of Housing,
Communities and Local Government's Guidance on Local
Government Investments and CIPFA's Treasury Management in
Public Services: Code of Practice and Cross Sectoral Guidance
Notes.

2. This Annual Investment Strategy states which investments the Council
may use for prudent management of its treasury balances during the
financial year.

3. Investment Objectives

3.1 All investments will be in sterling. 
3.2 The general public policy objective for this Council is the prudent 

investment of its treasury balances. 
3.3 The Council's investment priorities are the security of reserves and 

liquidity of its investments. 
3.4 The Council will aim to achieve the optimum return on its 

investments commensurate with the proper levels of security and 
liquidity. 

3.5 The DCLG maintains that the borrowing of monies purely to invest 
or to lend and make a return is unlawful and this Council will not 
engage in such activity. 

4. Investment Balances/Liquidity of Investments

4.1 Based on its cash flow forecasts, the Council anticipates its fund 
balances in the financial year 2018/19 will be up to £3,000,000 
including the £1,500,000 capital receipt. 

4.2 The Council has considered the current level of balances and 
estimated levels over the next 3 years coupled with the need for 
liquidity, its spend commitments and provision for contingencies. The 
Council has determined that should all expected funds be received 
then investments may be made for longer than 1 year but only in 
CCLAs Local Authorities Property Fund (LAPF) and only balances 
that will not be needed for at least 5 years. 

4.3 In order to maintain sufficient security and liquidity the Council will 
manage any surplus funds mainly through their Lloyds Business 
Instant Access Savings Account and Lloyds Treasury Accounts 
which provide a secure rate of interest. At the discretion of the RFO, 
in consultation with the Town Clerk, deposits in CCLAs Public Sector 
Deposit Fund and other UK banks, with a minimum long term 
Moody's (or equivalent) credit rating of 'A', may be used if offering a 
higher rate of interest. 



5. Investments defined as capital expenditure

Appendix 1 

The acquisition of share capital or loan capital in any body corporate
is defined as capital expenditure under Section 16(2) of the Local
Government Act 2003. Such investment will have to be funded out of 

capital or revenue resources and will be classified as "non specified
investments".

5.1 A loan or grant by this Council to another body for capital
expenditure by that body is also deemed by regulation to be capital
expenditure by this Council. It is therefore important for this Council

to clearly identify if the loan has been made for policy reasons (e.g.
to the registered social landlord for the construction/improvement of

dwellings) or if it is an investment for treasury management
purposes. The latter will be governed by the framework set by the
Council for "specified" and "non-specified" investments.

5.2 It is not envisaged that any investments of a capital expenditure
nature will be entered into during 2018/19. Investment in the LAPF is
not classed as Capital Expenditure.

6. Provisions for credit related losses

6.1 If any of the Council's investments appear at risk of loss due to
default (i.e. a credit rated loss, and not one resulting from a fall in price
due to movements in interest rates) the Council will make revenue
provision of an appropriate amount.

7. Investment Strategy to be followed in house

7.1 To retain not less than one month's average working capital

requirement in current and instant access accounts giving immediate
access.

7 .2 Amounts representing the balance on Capital Receipts Reserve at the
beginning of the financial year to be placed on deposit of up to one year's

duration depending on the prevailing interest rates.
7.3 Any other funds may be placed on deposit of up to one year's duration,

depending on the prevailing interest rates and forecast cash flow

requirements.

7.4 Funds may be placed for more than one year in CCLA's LAPF,
depending on cash flow requirements, up to a maximum of £2,000,000.

8. End of year Investment Report

8.1 During the budget process the Responsible Financial Officer (RFO)
will report on investmentforecasts.

8.2 At the end of the financial year, the RFO will prepare a report on

investment activity.



LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential 

Committee: Policy and Finance 

12th March 2018 

Town Clerk 

Finance Report 

Date: 

Report by: 

Subject: 

1. Summary
1.1 The report highlights significant variances from budget in Income and 

Expenditure relating to the Policy and Finance (P & F) Committee's budget for 
2017 /18. 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

The Committee is RECOMMENDED to
(1) Approve the proposed investment for the Capital receipt (3.5.6-3.5.8).
(2) Note the potential transfers to Earmarked Reserves delegating

authority to the RFO to make the final transfers when all current year
expenditure is known.

(3) Otherwise note the report.

3. Budget monitor
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 Admin & Support Services 
3.2.2 All expenditure is in line with expectations 
3.2.3 Income from photocopying is £147 and has exceeded the annual budget of £50 

3.3 Democratic Representation & Management 
3.3.1 There are underspends for conference expenses for staff (£1,000), Members 

Conferences and Training (£500) and Members Travel and Expenses (£400). 
As part of the 2018/19 budget setting process it was agreed to use the staff 
conference underspend in 2017 /18 in the 2018/19 budget. It is proposed the 
other underspends are transferred to EMRs for future liability. 

3.3.2 Budgeted election expenses of £7,422 will be earmarked for future liability. 
3.3.3 Underspends on the Mayor's Allowance will be earmarked until the Mayoral 

year end. When all expenses have been received the EMR will be capped at 
£2,000 to be used by the 2018/19 Mayor should it be required, any surplus will 
be returned to the General Reserve. Budgeted Mayoral Chain expenses of 
£500 will be earmarked for future liability. 



3.4 
3.4.1 

3.5 
3.5.1 
3.5.2 

3.5.3 

Bank 

Town Centre Management 
£4,650 of the £7,000 Town Centre Initiatives budget has been spent. £3,800 of 
this was the contribution to the Town Centre Regeneration Officer Post, along 
with £11,200 from EMR (as previously agreed by this committee). £850 was 
spent on the site survey for WiFi. Any underspend will need to be earmarked for 
future liability as the Town Centre Initiatives EMR stand at only £2.25 taking into 
account the commitments for the remaining funding for the Town Centre 
Regeneration Post (£11,200) and funding for the Gateways (£9,720). 

Corporate Management 
All expenditure is in line with expectations. 
The low interest rates and a decision to invest the Capital Receipt in a Fixed 
Term Deposit rather than the CCLA Local Authority Property Fund (based on 
facts and information received by the fund managers) mean that a year-end 
interest figure of c. £37,300 (£32,914 2016/17) is expected against a budget of 
£50,000. 
At 27th February 2018 the Council had £2,703,039 in medium term and 
£500,000 in long term investments. See table below for the breakdown of 
current deposits. 

Medium Term Investments as at 27/02/018 

Date 
Period of Amount Interest 

Maturity 
Total 

placed 
Investment Invested rate 

Date 
Investment 

£ % £ 

Lloyds 0610312017 1 year £1,500,000 0.90% 0610312018 

Fixed Interest 0710312017 1 year £250,000 0.90% 071032018 

19102/2018 1 year £250,000 0.85% 19102/2019 

19102/2018 9 months £250,000 0.70% 1911112018 

19102/2018 6 months £250,000 0.60% 201082018 
Ill'" 

£2,500,000 

CCLA 1110712013 NIA £100,000 variable 
instant 

Public Sector 1910812013 NIA £100,000 variable access

Deposit Fund total interest rec'd £3,039 £203,039 

CCLA 

Variable 
instant 

Local Authority 3010412015 NIA £500,000 access £500,000 

Property fund 

TOT AL INVESTMENTS £3,203,039 

3.5.4 

3.5.5 

A net dividend of £110.51 for the period October- December 2017 has been 
received from the Public Sector Deposit Fund (PSDF). 
A net dividend of £5,721 after management expenses, for the 3-month period 
October-December, has been received from the Local Authority Property Fund 
for the £500,000 investment. 



3.5.6 The capital receipt for the sale of land North Littlehampton was invested in a 
one-year fixed interest deposit until 6th March 2018. This committee needs to 
decide how to reinvest the £1.5 million. The performance of the LAPF has been 
discussed with the Fund Managers CCLA and it remains that to ensure a return 
on investment the Council would need to invest any lump sum for 5 years, 
looking to use dividends to fund projects rather than withdrawing lump sums. 

3.5.7 The Council's investment strategy determined that investments may be made 
with LAPF but only balances that will not be needed for at least five years. It 
also requires that the Council does not take risks with investments. 

3.5.8 On this basis it is recommended that the prudent investment for the capital 
receipt would be a one-year fixed interest deposit. At the end of that year the 
position can be reviewed. 

3.5.9 The Council's bank reconciliations have been checked and signed by the Chair, 
up to 31st December 2017. 

4. Earmarked Reserves

4.1 Attached as Appendix 2 is a list of budgets to be considered for earmarking at 
the year-end should underspends be sufficient. The current figures are as of 
27th February 2018 and could change before the year end. 

Peter Herbert 
Town Clerk 



Appendix 1 

LITTLEHAMPTON TOWN COUNCIL 

BUDGET REPORT 2017/18 

POLICY & FINANCE COMMITTEE MEETING 12th March 2018 

SERVICE 

CENTRAL ADMINISTRATION & Expenditure 

SUPPORT SERVICES* Income 

DEMOCRATIC REPRESENTATION Expenditure 

& MANAGEMENT Income 

TOWN CENTRE MANAGEMENT* Expenditure 

CORPORATE MANAGEMENT 

Income 

Expenditure 

Income 

Total Expenditure 

Total Income 

Actual 

l &E

as at 

27/02/2018 

£ 

18,550 

32,571 

10,789 

34,210 
-

13,140 

18,476 

76,689 

51,047 

Budget 

2017/18 

£ 

28,410 

50 

31,595 

36,865 
-

20,240 

35,000 

117,110 

35,050 

Net Expenditure 25,642 82,060 
================ 

*Only the part of the budget that P&F is responsible for is shown

Figures do not include salaries or overhead recharges from Central

Admin, A Team or Manor House.

In addition to the above budgeted expenditure the following has been

spent from Earmarked Reserves

Noticeboards

Contribution to Town Centre Regen Post

1,896 

11,200 

13,096 



Appendix 2 

Potential Earmarked Reserves 17/18 

Training Balance 
Furniture & Equipment Balance 
Election Expenses Balance 
Staff Conferences Balance 
Mayors Allowance Balance 
Members Conferences, 
Training and Expenses Balance 
Youth Mayor Balance 
Memorial Maintenance Balance 
Town Centre Initiatives Balance 
Wick Initiatives Balance 
Arts Forum Balance 
A Team Vehicles & EquipmE Balance 
A Team IT Balance 
Planninq Initiatives Balance 
Bus Expenditure Balance 
Community Events Balance 
CRC Initiatives Balance 
Marketing Balance 

Southfields Maintenance Balance 
Rosemead Balance 
Tree Planting Balance 
Collection Management Balance 

Allotment Security Balance 
Allotment Grounds 
Maintenance Balance 

Overspend to be 
taken from EMR 
Laptops 
Future Liability 
2018/19 Budget 
Mayoral Chain 

Future Liability 
2018/19 Budget 
Future Liability 
Future Liability 
Future Liability 
CRC Initiatives 
Future Liability 
Job Ticket Systen 
Future Liability 
Future Liability 
2018/19 Budqet 
Future Liability 
2018/19 Budget 
£2,000 into 
2018/19 Budget. 
Rem into EMR 
Future Liability 
Future Liability 
Future Liability 
Overspend to be 
taken from 
General Funds 

Future Liability 

- --

-£217.00 
£1,507.00 
£7,422.00 
£1,000.00 

£500.00 

£900.00 
£1,000.00 
£1,700.00 
£2,350.00 

£750.00 
£2,000.00 
£8,000.00 
£5,000.00 
£1,000.00 

£11,190.00 
£8,000.00 
£4,878.00 
£5,000.00 

£4,206.00 
£7,549.00 
£1,168.00 

£402.00 

-£400.00 

£3,090.00 

£77,995.00 



LITTLEHAMPTON TOWN COUNCIL 

Non-Confidential 

Committee: 

Date: 

Report by: 

Subject: 

1. Summary

Policy and Finance Committee 

12th March 2018 

Town Clerk 

Internal Audit - Risk Management and Insurance 

1.1 The internal auditor viewed the Council's insurance policy and observed that
fidelity cover is set at £1 million, which appears too low given the Council's year
end cash balance of £2. 7milllion. The auditor suggested the RFO contact the
insurer to see if increased cover is necessary. Consequently, a risk assessment
has been undertaken and this report seeks a decision. Attached as Appendix 1
is the Risk Assessment.

2. Recommendation

2.1 Consider the advice from the insurer and the results from the risk assessment
and select a way forward.

3. Background

3.1 One of the functions of Internal Audit is to give assurance to Members of the
Council that the systems, financial and otherwise, are following best practice,
operating correctly, compliant with all laws and regulations and can be relied
upon.

3.2 One of the four areas audited was risk management and insurance. The internal
auditor viewed the Council's insurance policy and observed that fidelity cover is
set at £1 million, which appears too low given the Council's year end cash
balance of £2.7milllion. Whilst the auditor recognised the systems and internal
procedures at Littlehampton Town Council are very well established, regulated
and followed the auditor suggested the RFO contact the insurer to see if
increased cover is necessary.

3.3 The RFO met with the insurers. The insurers advised that to increase fidelity
insurance to £5 million (the next level of cover), the additional annual cost would
be £841.28 plus Insurance Premium Tax. However, the question is do you really
need this level of cover? The insurers commented that the Council does have
good practices in place but potentially in the worst-case scenario the Council
could lose £1.7 million. Auditors do often raise this situation but at the end of
the day, it is up to the Council whether to increase the cover. The increased
premium is large but small in comparison to the potential loss. The insurers
advised it is risk assessed to look at the likelihood and impact.

3.4 The risk that has been assessed is potential corruption by officers or members.
The Risk Assessment is anything above the £1 million that we are insured for.

3.5 As can be seen from the Risk Assessment the risk score is 5 which indicates
no further control measures are required to manage this risk. However, the



impact on the Council remains a score of 5, which is classified as 'catastrophic 
loss'. 

3.6 The Council does not hold in its current and instant access accounts any more 
than £1 million at any one time. The Council's funds are invested in various 
deposits which would require authorisation to close early. 

3.7 Lloyds bank have confirmed that they carry out robust checks on cheques, 
scanning signatories to ensure they match. 

3.8 Further control measures can be implemented to reduce the likelihood and 
impact. 

3.8.1 The Finance Assistant could print out the bank statements weekly to be checked 
by the Town Clerk, or in their absence the Assistant Town Clerk or other senior 
manager, for large extraction of funds. This control measure effects the 
likelihood, so the overall risk score is not reduced. 

3.8.2 A new bank mandate could be implemented whereby two authorised signatories 
can sign cheques up to £250,000. Three authorised signatories would be 
required to sign cheques over the value of £250,000. This would reduce the 
impact to the Council, so the overall score is 3. 

3.8.3 If the insurance were to be amended this would reduce the impact to the 
Council, so the overall score is 4. 

4. Financial Implications

4.1 Potential loss of £1.7m without additional insurance. 

4.2 Additional £841.28 plus Insurance Premium Tax (c.£100 depending on 
prevailing rate) to increase insurance to money cover level of £5m. There is an 
underspend of £3,800 for insurance in 2017 /18 due to the insurance renewal 
saving money. 

Peter Herbert 
Town Clerk 



Appendix 1 

Date of Activity I I I Date to be reviewed I Annually - February
(if relevant) 

I Assessor I Laura Chrysostomou (RFO)

Activity I Protection of Council's Cash Balance 

Details of supporting documents and relevant training. (e.g. checklists, licenses held, method statements, safety plans, site 
plc1_ns etc.) 

Financial Regulations and Standing Orders 
Internal Controls 
Anti-Fraud and Corruption Policy 
Whistle Blowing Policy 

I Revisions I Notes



Appendix 1 

Risk Raf t x Likelihood 

Impact 
1. Minor Loss Little to no effect on Council services 
2. SliQht Loss
3. Serious Loss
4. Major Loss
5. Catastrophic loss Financial Loss over £10,000, break the law, fraudulent or would cease Town Council Functions 

Likelihood 
1. Rare
2. Unlikely
3. Possible
4. Very Likely
5. Certain to happen

Risk Matrix 
Impact 
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Injury if 
harm Persons 

Hazard Current Control Measures 
should at Risk 
occur 

High cash Council Town Chair of P&F checks balances with bank 
balances of could Council reconciliation monthly. 
£2.7m due potentially Services Official Orders raised for all purchases and 
to levels of lose up to Finance Assistant matches these to invoices 
reserves+ £1.7m as for payment. 
Capital only Official Order pads are signed for by officers 
Receipt, insured and limited number of officers authorised to 
potential for £1m. approve orders. 
corruption RFO authorises all invoices for payment 
by (ATC/TC in absence). 
officers/me Order & authorise for payment two separate 
mbers officers. 

2 out of 5 authorised councillor signatories. 

1 
Payment schedule with cheques presented 
to TC and authorised signatories. 
Monthly income and expenditure reports to 
managers. 
Quarterly budget reporting to committees. 
Investments are not held in one location and 
authorisation of one signatory and either the 
TC or RFO is required to close the 
investment. If one investment was lost the 
value would be covered by the insurance. 
Lloyds bank have in place robust checks on 
the cheques for fraud prevention. They scan 
signatories to ensure identical match. 
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FA to print out bank N/A 

statement weekly 
and this to be 
checked by TC/ATC 
or senior manager in 
their absence for 
large extraction of 
funds. 

Implement new 3 

mandate with bank 
whereby 2 
authorised 
signatories can sign 
cheques up to the 
value of £250,000. 
Three authorised 
signatories are 
required for 
anything over 
£250,000. 

Increase insurance 4 
to £Sm this would 
reduce impact to 3 
(cash balance 
recoverable but still 
fraudulent). 



Appendix 1 

Relevant sources of information used - Please tick as appropriate 
Manual Handling Operations Regulations 1992 
MHSWR 1999 
The COSHH Requlations 2002 
Control of Asbestos Requlations 2012 
The Control of Noise at Work Requlations 2005 
The Plant Protection Products Requlations 2012 
The Provision and Use of Work Equipment Requlations 1998 
Littlehampton Town Council Accident Record books 
Littlehampton Town Council Asbestos records 
Any other: Photograph attached to risk assessment 

Signed: ________________ _ 

Job Title: RFO 

Date: 
------------------

Signed: ________________ _ 

Town Clerk 

Date: 





EARMARKED RESERVES POLICY - NO CHANGES PROPOSED. 

FOR APPROVAL BY THE POLICY AND FINANCE COMMITTEE ON 12 

MARCH 2018 AND RECOMMENDATION TO FULL 

COUNCIL ON 29 MARCH 2018 

LITTLEHAMPTON TOWN COUNCIL 

Earmarked Reserves Policy 

1. Reserves will only be earmarked in line with the CIPFA Code of Practice on
Local Authority Accounting in the UK (the Statement of Recommended Practice).
The amount Earmarked in any one financial year will not exceed the difference
(surplus) between the budgeted net expenditure and the actual net expenditure.

2. Reserves can be spent or Earmarked at the discretion of the Town Council.
They can result from:

(i) events which have allowed monies to be set aside,
(i) surpluses,
(ii) decisions causing anticipated expenditure to have been postponed or

cancelled.
(rv) monies set aside for major anticipated capital schemes, projects or service 

arrangements the Town Council wish to carry out. 

3. Expenditure will not be charged direct to Earmarked Reserves and transfers to
and from Earmarked Reserves will be distinguished from service expenditure in
the Statement of Accounts.

4. For each reserve established the following will be clearly documented:

(i) The reason for or the purpose of the Earmarked Reserve will be clearly
defined within the above guidelines.

(i) The types of expenditure the Earmarked Reserve will be used for and the
basis of transactions will be clearly defined.

(ii) Any circumstances for which the reserves cannot be used.

5. Reserves will be managed, controlled and reviewed by the Responsible
Financial Officer (RFO);

(i) On a transaction by transaction basis to ensure that the correct expenditure 
is being taken from the correct reserve and that no reserve is overspent. 

(i) Twice per year, once during the budget review procedure and once at the 
year end. The RFO, in consultation with the Town Clerk, will review the 
appropriateness of each reserve, making recommendations as to which 
reserves should be earmarked in the next financial year. At such time, any 
reserves considered no longer appropriate will be transferred back to the 
General Reserve. 




