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SUSTAINING PROGRESS

MEATH COUNTY ENTERPRISE BOARD ACTION PLAN
	Commitment
	Specific Action
	Date
	Progress Achieved

(a no should be indicated where the deadline has passed without the action being achieved)
	If not achieved or did not meet commitment date please provide further details

	Customer Service*
	
	
	
	

	All CEBs will be required to commit publicly to service standards for their customers by publishing a charter of service standards and report on performance against these standards in their annual reports
	Publish a Customer Charter

Introduce and operate a new Formal Complaints Procedure  

Report on performance against Charter commitments in Annual Reports
	By Q1 2004

By Q1 2004

By Q3 2004
	Yes – Copy of Client Service Charter attached (see Appendix 1). 

Yes – Client Service Charter has a formal Complaints procedure.

Yes –in Annual Report for 2004.
	Published and in place

In place and operational.

In Situ.

	Efficient Use of Resources**
	
	
	
	

	All CEBs will ensure the efficient use of resources by co-operating fully with the modernisation and change required to ensure that maximum value is achieved from all public expenditure in terms of defined outputs and outcomes
	Develop initial management reports, facilitating decision making and resource allocation

Establish CEB performance indicators to be incorporated into management reports
	By Q4 2003

By Q4 2004
	Yes – the CEO presents Management Reports to the Audit Committee and to the Board at their meetings detailing variances, and outlining outcomes to budget headings under Measure 1, 2 and Administration.  The Performance indicators are included in a dedicated report to the Board.
Yes – the Board have agreed the Key, Secondary and National Development Plan performance indicators.  
Targets set by the Board will be greatly exceeded in 2006.


	Developed and operational.  



	Business Planning**
	
	
	
	

	Create and maintain a specific business plan to include financial projections for the year ahead
	Draft an annual business plan

Financial projections should include budgets, cash flow projections, projected balance sheets and funding requirements


	Q1 Annually
	Yes – At the start of a financial year, Operational plans are prepared on the basis of the Budget allocations and approved by the Board based upon the Boards Action Plan 2000 – 2006.
Yes – Budgets are prepared and funding requirements specified,
including projected cash flow projections and projected balance sheets which are considered by the Board.  The Board considers performance against targets at each meeting.
	In Situ. 

In situ

	Annual Performance targets**
	
	
	
	

	Where not already in place CEBs will introduce appropriate Annual Performance Targets to support implementation of the Business Plan
	Establish annual performance targets for the Board.  Performance will be evaluated against these targets
	Q1 Annually
	Yes – The Strategic Plan details the Key, Secondary and National Development Plan performance indicators for the Board in relation to Measure 1 & 2.
The out-turns as against the Performance Indicators are consolidated into a formal report for Board consideration.
	In situ

	Performance Management**
	
	
	
	

	CEBs will introduce performance management systems for all grades within their organisation
	Design and agree a role profile for each employee setting out the key result areas and the objectives/standards required


	Q1 Annually (subject to a mid-term review)
	Yes – Completed in operation (see copy of role profiles from Quality Policy Document ISO 90001:2000 attached Appendix 2).  On-going Monitoring occurs at the annual management review meeting with the CEO.
	In situ.

	Human Resource Training and Development Plan*
	
	
	
	

	CEBs are committed to continued training and development for all staff

CEBs will ensure that they develop and maintain a human resource strategy


	Development of a training plan to provide targeted training and development.

Utilise the performance management systems to help staff identify training needs.

The training plan should relate directly to the business plan and should address all categories of employees
	Q1 Annually (subject to a mid-term review)
	Yes – a development training plan is agreed with each member of staff at their annual staff appraisal as per the staff appraisal procedure outlined in the ISO 9001:2000 manual (see Appendix 3).

Yes – Training needs of staff are identified during the year and at annual appraisal.  The Assistant CEO received training on Financial Appraisal Skills and all staff were trained in Quickbooks in 2004.

Yes – The training plan relates to all categories of employees
	In Situ.

In Situ.

In Situ.

	Annual Review Mechanism**
	
	
	
	

	CEBs will introduce an Annual Review Mechanism for all employees
	Such a review must take account of agreed role profiles and annual performance targets.  

CEBs must introduce individualised feedback on a one to one basis for all employees


	Q4 Annually
	Yes – In operation as part of ISO 9001:2000 system

Yes
	In Situ.

In Situ.

	New Technology and eGovernment**
	
	
	
	

	Where necessary CEBs should undertake systems analyses and/or Business Process Reviews to identify changes in work practises required to ensure that the benefits of new technology systems are maximised
	Implement any changes in processes and/or work practices identified by Business Reviews, where appropriate

Continuous improvement of CEBs website

Continue to provide targeted training and development addressing the development and business needs of individuals and groups of staff, utilising e-learning systems where possible
	Q4 2003 – 2005

Monthly

Monthly
	YES.  Systems analyses are completed as part of ISO 9001:2000 system with Monthly staff meetings held to update, monitor, review and manage work practices and procedures e.g. electronic on-line application and registration systems provided

Yes – the County Enterprise Board website www.meath.com is updated monthly and also when changes of details occur.  All e-mail and application for assistance generated through the web site are dealt with by return.  All staff will receive refresher training in Access and excel in 2006.  The Board have developed an additional web www.workinmeath.com the most significant outcome of which is the creation of a Meath Skills Database, a key tool in the on-going campaign to attract employment opportunities to the county.
Yes – the Board amends on a quarterly and as required its range of training and development supports to meet the changing sectoral needs of business and individuals.


	In Situ.  

In Situ.  

In Situ.

	Performance Management System**
	
	
	
	

	CEBs agree to input all data, as specified in Departmental circular 14/2002 at both project and county level in a continuous and timely manner
	Previous months data must be inputted by the CEBs on or by the last day of every working month
	Monthly
	Yes – All data relating to Measure 1 and Measure 2 is input onto the PMS system on an on-going basis.  The Board at its meetings monitors performance, and pro-active decisions are taken to offset any variances.  The Board allocates different responsibilities to the CEO as circumstances dictate e.g. drive an enterprise centre project to start up and completion.


	In Situ.

	Equality**
	
	
	
	

	CEBs agree to continue to work to promote equality of opportunity for all staff 
	Continue to promote existing diversity and gender equality policies
	On-going
	Yes – The C.E.O. ensures the promotion of existing diversity and gender equality policies.
	In Situ.

	Partnership**
	
	
	
	

	The CEBs are committed to building upon the structures that have already been established in order to deliver real improvements in performance at organizational and national level
	Working through the CEO Executive Committee and the various CEO Sub-Committees the CEBs will continue to promote internal and national dialogue and continue to consult with staff on key issues in the process of change and improvement
	On-going


	Yes – the C.E.O. works through the executive and sub-committees of the CEO Association and updates the staff of all issues at monthly staff meetings.

Yes.  ISO procedure “Continual Improvement” of new standard was passed for accreditation to new standard in August 2003


	In Situ.

	Recruitment**
	
	
	
	

	All CEBs will continue their commitment to open transparent recruitment
	All posts should be advertised and a short list of applicants, based on agreed selection criteria should be compiled

An interview panel of at least three persons should be appointed

Appointments and salary scale should be endorsed by each Board and be in line with Dept guidelines and Govt. pay policy
	On-going
	Yes – On-going and being fully complied with as part of the ISO 

9001-2000 procedure

Yes.

Yes.
	In Situ

In Situ.

In Situ.


Signed:____________________





_______________________________

              Chairman







Chief Executive Officer

Date:    22-3-2006







Date:
22-3-2006
Appendix 1:

Client Service 

By

Meath County Enterprise Board Limited 
Navan Enterprise Centre

Trim Road

Navan

Co. Meath

Tel: 046-9078400   Fax: 046-9027356

E-mail: mcheb@meath.com
The County Enterprise Board initiative is supported by the Irish Government and the European Union under the National Development Plan 2000-2006

Appendix 1:

Client Service Charter - Serving the People

Mission Statement:

“To assist small, start up and existing businesses

· Create employment

· Expand and

· Sustain existing jobs”

Values:

In accomplishing our objectives we will attach the greatest importance to:

· Caring about our customers and their needs

· Delivering quality services

· Being open and accessible

· Helping people to help themselves

Aims:

(a) Improved Communications through:

· Courteous service and good advice

· The use of plain English

· Making use of media interviews

(b) Improved Customer Care by:

· Improving customer accessibility

· Understanding customer needs

· Monitoring customer satisfaction

· Introducing performance indicators and monitoring services

· Providing more efficient services

(c) Giving Value for Money by:

· Being more observant

· Operating more efficiently

· Being more flexible

· Ensuring additionality to our actions

Appendix 1:

Code of Practice for Delivery of Services to People by The Meath County Enterprise Board Ltd. 

When you are dealing with the Enterprise Board, staff will ensure that you get your entitlements and that you receive:

Courtesy:

· To expect that in all your contacts with the Board, be they in person, by telephone or by correspondence, you are at all times dealt with by the staff in a courteous and helpful manner.

· To be given the name of the official with whom you are dealing.

· To be given full and accurate advice and information in plain English in relation to any query you may raise.

Customer Care:

· To access all information on the Board’s activities as required by you.

· To expect that all queues are dealt with in a speedy and efficient manner.

· To strive to have received notification of the outcome of applications submitted at the start of a month within 6 weeks of submission.

Privacy & Confidentiality:

To have all information, both personal and business, provided by you dealt with in total confidence and in a manner which respects your dignity.

Redress:

· To expect that a reconsideration of your application will be dealt with “as new” by the Board taking account of all new details.

· To expect that any legitimate complaint regarding

(a)  the improper administration of the functions entrusted to the Board;  or
(b)  the manner in which an enquiry was processed,

will be dealt with speedily and sympathetically. 

Should any matter not be capable of being resolved to your satisfaction by the Chief Executive Officer, it can be referred back to the Board.

Appendix 1:

Criteria for Financial Assistance

Grants available from the Meath County Enterprise Board Ltd. for eligible projects include:

Capital Grants

Up to 50% of eligible capital expenditure is available subject to a maximum of €75,000.

Equity

Up to 50% of eligible expenditure is available subject to a maximum of €75,000

Repayable Grants

Up to 50% of eligible expenditure is available subject to a maximum of €75,000.

or
Employment Grants

Up to €7,500 is available for each newly created full-time job.  Part-time employee: up to a maximum of €3,750 is available for a 20 hours per week part-time job.

Feasibility Study Grants

Up to 50% of the cost of the study can be grant-aided to a maximum of €5,000.

----------------------------------------------------------------------------

Other Services Available

Advice and Guidance

The staff of the County Enterprise Board can advise and guide you on how to convert your idea into a business and on how to develop a Business Plan.

Business Information 

The Board has developed a number of Information Packs specific to the needs of new and expanding small businesses.  There is also a Business Library located at the Board’s offices and the County Library, Navan, complemented by comprehensive electronic information including European Databases and the Internet.

One-Stop Facilitation Shop

The Board’s staff can advise and guide you on services and assistance that may be available to you from other State Agencies, Commercial Bodies and Financial Institutions.

Mentoring Support

A Mentor can be appointed by the Board to assist you in developing your business.

Management Development

The Board can provide businesses with locally based Management Development programmes.

After-Care

The Board and its staff are committed to your success by providing on-going advice and support.
Appendix 1:

The County Enterprise Board initiative is supported by the Irish Government and European Structural Funds

The objective of the Meath County Enterprise Board is to discharge the duties and functions entrusted to it by the Minister for Enterprise Trade and Employment and in accordance with the Operating Agreement signed between the County Enterprise Board and the Minister for Enterprise Trade and Employment in an efficient and professional manner.  The County Enterprise Board is governed by the “Code of Practice for the Governance of State Bodies” which ensures that CEB customers and the public in general are afforded an excellent service, decisions are made fairly without bias, CEB staff observe the highest standard of business ethics and ensure no actions of the CEB staff, shall ever weaken the publics faith in the integrity of the CEB.  This Code applies to Directors of the Board, Evaluation Committee members and employees of the Board. When you are dealing with the Board, staff will seek to ensure that you are fully informed of all services and supports and that you are facilitated in gaining proper access to these services and supports.

Courtesy and Helpfulness: You can expect that in all your contacts and dealings with the County Enterprise Board to be:

· at all times dealt with by the staff in a courteous and helpful manner;

· given the name of the staff member with whom you are dealing;

· directed to the appropriate staff member dealing with your enquiry.

Information: You can expect that in all your contacts and dealings with the County Enterprise Board to be:
· given full and accurate information in simple language in relation to any query you may raise.

Efficiency: You can expect that in all your contacts and dealings with the County Enterprise Board to have:
· your query dealt with in a speedy and efficient manner, while recognising the need to keep to the minimum any cost which you might necessarily have to incur.

Privacy and Confidentiality: You can expect that in all your contacts and dealings with the County Enterprise Board to have:
· all information, both personal and business, provided by you dealt with in total confidence.

Redress: You can expect that in all your contacts and dealings with the County Enterprise Board that any legitimate complaint regarding to: 

     (a)   the improper administration of the functions entrusted to this Board; or

(b) the manner in which an enquiry was processed;

will be dealt with speedily and sympathetically and in accordance with the Board’s Client Care and Complaints Procedures. These procedures are without prejudice to an individual’s normal rights in law or to any independent review systems that might be put in place. 

SIGNED: ___________________________
DATE: _____________


   CHIEF EXECUTIVE

SIGNED: ___________________________
DATE: _____________


   CHAIRMAN
































*    New Requirement

* * Ongoing but now being put on a more formal and systematic basis


