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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	i. What are the benefits of successful workforce planning?

Workforce planning is vital in identification of needs and resource requirements including present skills, gaps and forecasted requirements 
A successful workforce planning determines the types of employees needed through forecast and developing ways to achieve this goal, so an organization has a secured supply of skills and experiences needed to reach its goals. Workforce planning is a strategic planning that decides the number and types of employees needed. It also helps determining both internal supply (employees already working) and external supply (potential employee available in labour market)  which enables the organization to be secured and avoid future gaps when starting a new production or service specially the positions that may take a lot of time to be filled.

ii. Outline the advantages of external recruitment.

External recruitment has many advantages for an organization as it brings new blood and new experience that wasn’t available internally. The organization can benefit from the new employees and the experience they have gained from their previous jobs to find better ways of managing work and providing services. Sometimes the organization needs to replenish the lost personnel and organizational growth and diversification creates the needs to use external resources to obtain additional numbers and types of employees which will have a positive impact on the organization work.


iii. Explain why a business may choose to use internal recruitment over external
Recruitment.

Recruitments is a critical HR part in every organization finding the right person for the right place with the right skills is sometimes difficult specially when recruiting externally as it is affected by many factors such as labour laws , market , competition and difficulty in finding some skills and experiences. It is sometimes time and money consuming to look for candidates externally so organizations prefers to recruit internally for obvious reasons , first they already know the employee with the skills needed for the job, second the employee already knows all the internal rules and the policies of the organization and can start immediately so it takes less time for integration. Recruiting internally is less effort and money consuming, organizations avoid recruiting externally unless it really necessary when they can’t find the candidates to fill the position internally.   

iv. What are the three stages of work force planning?

Workforce planning is really important as it determines what employee characteristics are needed in the organization to achieve its goals.

Workforce planning operates in the following three stages 

· Forecasting workforce needs 
 The number and type of employees needed by an organization should be identified in the strategic and allied business plans.
The organization’s strategic plan and allied business plan provide guidance on the number and type of employees required by the organization expansion, retrenchment, new products or services, introduction of new technologies, entrance of new competitors in the market, economic condition, employee retirement, workforce turnover and so forth must all be considered when forecasting workforce needs. Forecasting is always necessary in business planning and it will use historical data and scenario that are predicted to reveal what workforce will be needed.

-  Determining internal and external supplies of employees 

A potential supply of employee must secured either from inside the company (internally) or outside it (externally) a company should already know using (forecast methods) how many employees will be needed , and workforce planning will show the potential supply below , Forecasting is discussed for both internal and external supplies. Internal supplies of employees can be achieved through succession plans, charts (replacement charts with a manual or automated records form, which display information about employees for promotion and identifying supply candidates)
Human resources management information systems (keeping records of skilled employees and have potential candidates), information and department estimates (to analyze the movement of employee in and out of the organization. External supplies of employees is forecasted through availability of copious information from many resources including state and local economic organizations or agencies 
The bureau and department of labour has the information for almost any location and publishes forecast yearly for most job types.

- Determination of appropriate strategies 

Strategies are developed by senior HR personnel to realize planned levels of employment. They acknowledge the demand and supply for labour leads and three conditions result from this: 
· Equality: this is where strategy becomes one of keeping current employees 
· Insufficient number of employees: in this case the strategy recruitment 
· Too Many employees: this is where strategy is to decrease employees 


v. Define the term “micro planning.”

Micro planning is about forecasting supply and demand for specific jobs, e.g nursing in the event of major shake-up of an organization, micro planning is necessary. These shake-ups include the need to make rapid changes when new challenges arise or when new legislation is introduced. 

vi. What are the main drivers for human resource planning in any organisation?

HR planning is a process of calculating and comparing the supply (current work force) and the demand. This involves choosing the best policies and initiatives to enhance the overall HR system. One of the vital functions is to develop the personnel requirement or data element which are linked to strategic planning, budgeting, recruitment, training and planning activities 
There different forms of workforce planning, however all its basic concepts are alike. All concepts seek to analyze the current workforce and see future needs, to have a better service and reflect the company’s vision. It is necessary to assess and highlight supply, demand and shortages then to see if they are due to internal or external issues. Find gaps and work on them.

Human Resources Planning has Four Main Drivers 

Organizational Directions: which are organizational plans, budget forecasts, new technologies, work practice, organizational culture and rewards system.

Internal Labour: this involves looking at the human resources profile to see the gender, age, occupation and seniority of all the employees. Retention, severance and promotion are management issues which must be identified. Identifying any other areas that are potentially vulnerable also identifying gaps. All these affect the recruitment and retention of workforce.

External Labour:  the demand for service and workforce supply to fill any available vacancies can be affected by demographic changes. It is necessary to keep abreast of all the changes.

Business Changes: technology changes affects both service and information delivery. Workforce skills and the way of working will be also affected. In turn. Competencies for positions will change as will recruiting methods and the ways of engaging workforce.

Human resources planning must be reviewed periodically as a way of responding to changing circumstances, in this way, an organization’s HR planning will remain current and effective. Remembering that it is all about making sure the right people with the right skills are in the right place to deliver services or produce for both internal and external stakeholders. 

vii. What are the various Techniques of Forecasting work force needs?

There are different techniques for forecasting workforce including: 

1- Trend Analysis 

Trend analysis is used to carefully analyse past employment levels of a company and to predict future levels based on that history. A company that has an increase in employment levels of 5% per year will probably forecast a 5% increase in the next planning period. This is logical. In order to be even more accurate, the company must look at trends in each department and also in sub-entities before checking the increases or decreases at the organisational level. In this way, a more specific picture will emerge of what numbers and types of employees are needed. 
When using trend analysis, one assumes that history will repeat itself. Trend analysis also provides quite accurate data (if done correctly) to enable a final forecast to be made.



2- Ratio Analysis
 
Ratio analysis is a technique that supposes a set relationship between one variable and another. With this, a prediction of workforce needs can be made. If there seems to be no increase in productivity, a company might be able to accurately predict total workforce needs using total (or predicted) sales as a basis on which to work. For example, suppose that a company needs five employees for 100,000 units of product. With an increase to 1,000,000 units, it is logical to assume that another 50 employees will be needed. 
Organisations often have standard staff tables that can be used in ratio analysis. For example, a restaurant chain would know how many waiters, cooks, managers, etc. are needed to staff a restaurant. If the organisation expands and opens more restaurants, the workforce needs can be forecast easily.

3- Turn Over 

This is often referred to as historical turnover and is in fact another kind of trend analysis. It provides more information for more accurate forecasting. As mentioned above, average turnover rates can indicate the number of new staff needed to maintain the current employment levels. Staff turnover can be affected by things such as environmental factors and unemployment rates in particular; hence, variables have to be considered when analysing the data for forecasting.

4- Nominal Group Techniques 

This is a way of forecasting and making decisions as a group. Each member must make its own independent forecast before discussing anything with the rest of the group. The individual forecasts are then presented to the rest of the group; only after each member has shared his/her forecast do the members discuss each one. Questions to clarify matters are raised at this time and only then can the group decide on the final forecast.

5- Delphi Technique 
        
The Delphi Technique requires experts to develop forecasts independently and then share them with each other. The group members here don’t actually meet but each person perfects their forecast and then a group consensus is reached concerning which forecast to use.

6- Group Think 

The nominal group and Delphi techniques are used to avoid what is known as ‘group think’. Group think occurs when group members, in the interest of developing group cohesiveness, reach a consensus without fully considering contrary forecasts.

7- Managerial Judgement 

Managers and executives are often asked to develop forecasts. They do so on the basis of their experience and knowledge. Forecasts can come from the top levels of the company or they might be a collection of departmental estimates from the bottom of the organisation upwards. In this way they are very much like budget forecasts. Gross indicators of required employment levels can be provided by top-level forecasts; however, these forecasts cannot and do not identify exactly where employees should be deployed throughout the organisation. A better idea is given by bottom-up forecasts; these are made by department managers and describe where employees should be working. These types also indicate what types of employees are needed throughout the company. These bottom-up forecasts need to be carefully checked as managers sometimes try to procure more staff for their particular departments by stating that more employees are needed, according to their forecasts.

8- Computer Modeling 

Evaluating the company’s workforce needs through various scenarios can be achieved using sophisticated computer software. More and more organisations are purchasing and using specific types of software for this reason.

9- Multi Methods 

Companies are recommended to use more than one method of forecasting because this will be more accurate than using just one. This is why most companies use multiple forecasting methods. It is usually a higher-level manager who will make the final decision on the most likely forecast. He/she will have the necessary experience and knowledge to do so.

2. Evaluate the policy of cutting labour numbers in recessions. (8)

Organizations or companies go through recessions which is normal in any work place and they happen due to lack of funding that require downsizing of number of employees when the organization can’t afford paying them, many organizations or companies take the easy option which is downsizing the number of employees by only keeping the best and most motivated. This policy of downsizing workforce or cutting labour is really stressful for both the employees and the organization specially if employee are not fully aware about it and not have a clear idea on why they will lose their jobs. Some organizations find alternatives such shifting employee contracts to part time employment and sometimes using nonpaid leaves..etc. This act of cutting labour puts a lot of pressure on human resources as it is the department that has to deal with checking every employee’s profile finding the best ones to keep through assessing their level and personal performance by checking with the managers. Out of the two options mentioned above the second option is more practical in term of keeping employees for after recession as the organization will need the employees when going back to normal situation after the recession.

3. Write short notes on the followings: (8)

a) Internal labour supply

The internal supply of employees is the number of employees already working within the organization with skills and are potentials for recruitments when needed. This approach is the most used by managers, to recruit employee internally. In the internal supply it is important to keep in mind the following factors age and gender distribution within the organization, the equality in distributing positions, the work place location and having diversity in the work place. The length of service of each employee, resignation and retirement rates and career paths.it is future having potentials to be maintained when needed in case of change in production or services.

b) External labour supply

External supply is the supply of skills, experiences and potential employees for the organization, it is mostly required when there are no internal candidates available in the organization or the cost of procuring labour from inside is more. The candidates recruited externally are affected by some factors including the economic conditions to use compensation as a way to attract new employees also the number of unemployed people available to work, migration rates and government legislations. The organization need to keep it self-updated about what is available now. Human resources however needs to keep themselves aware of the labour conditions such as local employment, competition of skills..etc. 
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