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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. 
	1 i. One of the main benefits of successful workforce planning is that it reduces costs and ensures an effective and efficient workforce. 
A productive and capable workforce is arguably the most essential asset to a business.
Successful workforce planning means a business is able to predict redundancies, gaps in skill sets, provide efficient management development programmes and determine staff training and enablement needs.

ii. There are many advantages to external recruitment, I have listed a few below:
· Larger pool of candidates – so there is more chance of filling the role with the right candidate
· Different skills and creative input – employing someone from outside the business gives fresh eyes and allows new skills to be brought into the business
· Eliminates internal politics – it can be tricky employing within a business if several employees all apply for the same role
· Fairness – it promotes a fair culture, and shows that the business promotes equal opportunity

iii. A business may choose to use internal recruitment over external recruitment for several reasons, listed below:
· Less time consuming – an external recruiters advert is likely to reach several candidates and it will take time to go through those applications and select the right ones to put forward to the business for interview
· Understanding of product / company knowledge – an external candidate will take time to learn about the company / product. An internal candidate is likely to already understand these aspects of the business.
· Lower costs to the business – It is costly to pay for an external recruiter to source the candidates for you and if the candidate ends up not being successful there will be more costs associated with needing to recruit again
· Lower risk of attrition – An external candidate is likely to be a stranger to the business and it can be hard to find someone who is a culture fit as well as bringing the right skill set to the role

iv. The three stages of workforce planning are:
1. Forecasting workforce needs – using historical date and scenarios to predict how many employees and the type of employees that the business will need, to ensure optimum use of the employees within the business
2. Determining internal and external supply of employees – using forecasting methods to predict how many employees need to be employed from both an internal and external pool of candidates
3. Determining an appropriate strategy to achieve the forecasted needs in relation to the projected supply – HR are responsible for developing a strategy to recognize and make necessary resources available when required

v. Micro planning is the process of identifying the human resources needed for a company to achieve their goals. Rather than focusing on the company as a whole, it develops and implements the tactics needed by forecasting supply and demand for specific organizational developments and defined staff groups.
It is usually carried out as a one-off project rather than being an ongoing business need.

vi. There are four main drivers for human resources planning in an organization which I have detailed below. Ultimately it is to ensure that there is an accurate number of employees, with correct skill sets, to achieve the company goals:
· Organisation directions – the plans, budgeting, forecasting, organizational culture and reward systems 
· Internal labour – profiling employees to locate gaps within skill sets and need for recruitment
· External labour – the need for services and workforce that are external from the company
· Business changes – many changes can affect the business e.g. technological changes. This means job competencies may change, along with recruiting methods

vii. There are many techniques of forecasting workforce needs, I have detailed a few below:
· Trend analysis – analyzing past employment levels within a business so that you are able to predict future employment levels
· Ratio analysis – a technique used to predict workforce needs by working out how many employees are needed per unit of product
· Turnover – Reviewing turnover rates so you can indicate the number of new staff needed to maintain the current employment levels
· Managerial judgement – When a manager develops their own forecast based on their own experience and good judgement
· Computer modelling – Using intelligent computer software that can evaluate and predict the company’s workforce

2. If a business is needing to cut labour numbers due to a recession, it is important that a clear human resource planning process is followed; Analysing, forecasting, planning, implementing and evaluating.
Employers must ensure they always have a strategy in place to deal with economic conditions if and when they arise.
It is essential to use the correct planning methods when planning for a specific purpose like cutting labour numbers, examples of appropriate planning methods would be:
· Micro planning - forecasting supply and demand and allows the business to make the necessary rapid changes.
· Contingency planning - essential because any major business changes must be assessed and considered carefully.
It is also important to look at the different aspects of the business and try to cut costs before cutting your permanent workforce.
The first step can be to address any contract or temporary employees that you have. Cutting down this part of the workforce is unlikely to affect the morale of your permanent employees and there will be little, or no costs associated with releasing them. 
You can also look at cutting the hours that your permanent workforce work. There are some employees that may welcome this change. It also means you have the option to reallocate their hours as and when you may have the funds to do so. In cutting employees hours, you will also make a cost saving on their salaries.

When redundancies become unavoidable it is important to have a transparent and candid approach to the situation. If you do not follow the appropriate guidelines, the redundancy can end up classed as unfair dismissal.

The most commonly used methods for cutting labour numbers are as follows:
· Using a last in, first out approach. Selecting the least tenured employees and making them redundant
· Offering voluntary redundancy to all staff, this way you may find a large amount opt in for it
· Disciplinary procedures – looking at those that are not performing well and managing them out of the business
· Staff appraisals – looking at skill sets, qualifications and experience and selected those that are not up to scratch

An employer is protected from unfair dismissal if they choose to close down a whole operation within a business, therefore making all those employees redundant or if an employee is the only employee in their part of the organization.
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3. a) Internal labour supply refers to a companies internal supply or stock of labour. It is a profiling mechanism by which employees are assigned particular roles. It looks at age, gender, education, training, length of service, past performance and future potential. 
In doing this, it assists with identifying retention, promotion, severance and recognizing any skill gaps in advance so that HR can plan and forecast appropriately for any upcoming changes. 
Defining the supply of internal labour can be achieved by using methods such as:
· Replacement charts – They are manual or automated records displaying information on employees that are used to identify the pool of internal candidates that can be used to fill open positions
· HRM information systems – the HRM information systems hold the qualifications and skill sets of internal employees
· Departmental estimates – keeping an analysis per department of the inflows and outflows of employees. Some examples of inflows and outflows are detailed below:
· Inflows: Transfers from other departments within the business, employees     returning from leave, hiring from the external labour market
· Outflows: Retirements, resignations, deaths, transfers to other departments

b) External labour supply is the need for outside services and employees to fill any open vacancies within a business that cannot be filled with internal labour. This often happens when an organization grows quickly and extends into new areas of operation.
External labour supply availability can be affected by a number of elements, I have listed some below:
· Economic conditions 
· Unemployment rates
· Migration in or out of the area
· Changes in the skill requirements of internal job openings within the business
In order to forecast external supplies for potential employees, there is a large amount of information available from a wide variety of sources, including state and economic organisations and online which includes data from professional organisations.
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