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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. 
	Please insert your completed assignment ( in word format)  here: 

1. Give short answers to the following questions: 

i. 	What are the benefits of successful workforce planning?
Workforce planning analyses a company’s current and future workforce needs based on its commitments, plans and objectives. It involves a system-wide review and analysis of the size and type of workforce that a company will need to meet its goals. This includes identifying both the quantity and the quality of the employees needed, in terms of their knowledge, skills and experience. For many companies, strategic workforce planning has several advantages, particularly in an ever-changing business environment. 
There are many benefits of workforce planning, including reducing costs and maximizing efficiencies.
· A strong workforce is recognised as being the most important asset for any company. 
· Without employees, particularly employees with the proper skills, most organizations would not be able to reach their goals. A business needs the right number of employees with the right skills at the right time.
·  Workforce planning is critical to maximizing profit, avoiding surprises, and ensuring long-term success. 
· It gives company leaders and manager’s solid data and metrics that can be used to identify workforce risks before it impacts business objectives. 
For these reasons, I see workforce planning is an essential tool for all companies.
ii. Outline the advantages of external recruitment
From personal experience, I see the following as advantages to the use of external recruitment (“Company” refers to the recruitment agency).

	· Increased Chances
	A wider availability of skilled and qualified employees from the open market

	· Fresh Skill & Input
	Finding and identifying a fresher candidate who is capable of delivering new skills and inputs for the future growth & development of the client

	· Qualified Candidates
	The company can find a variety of qualified candidates for the post offered from the open market

	· Competition
	The company looks for the candidates who are capable of handling a certain skilled job and some of them search those candidates who are better with their risk-taking ability

	· Growth
	The company can expect growth not just for the candidate, but actually, those the clients can expect it for itself

	· Competitive Spirit
	Existing employees (client) may present themselves to be competitive with full enthusiasm to work and match with the new employees

	· Being Fair
	External recruitment paves a way for a fair means of recruitment. Since the competition is open and wide, there is more opportunity for candidates where they can apply for vacant positions in organisations. The recruitment is done in a fair manner equally for all candidates where internal politics is avoided

	· Lessened Internal Politics
	There is less possibility that the candidate might face internal politics of existing candidates. And these lesser internal politics avoids a number of internal issues and requests of the existing employees of the client

	· Ideas From Other Industries (new creative ideas)
	A smart factor that can be observed from candidates recruited from external recruitment is that they offer unique and new ways which are followed in the competitor or other companies previously work for



iii. Explain why a business may choose to use internal recruitment over external  recruitment
I have experienced many reasons a Company may choose to use internal recruitment. I have listed those I feel most relevant from personal experience (not limited to):-

	· A limited  understanding about the Company
	There is a possibility that the candidate might have less chance of understanding the environment of the company. And this lesser understanding can make a big difference in the future activities of the company

	· High risk
	There is a possibility that the candidate selected for the post is not worthy of the position offered and he/she could take advantage of their position in the company, after all they are complete strangers

	· Reduced induction
	The candidate is already  aware of culture, policies & procedures, expectations

	· Time consuming and miss-trust of Agencies
	There is a possible chance of receiving a higher number of applicants for the post and the recruiter needs to be very careful with their decision of selecting the best candidate for each round selection process
The different rounds of selection take longer than the internal recruitment process as it involves a number of processes
From personal experience of agencies - recruitment agencies play the role where they do not have adequate knowledge about the culture of the organization and their intrinsic qualities. They have not cared  about the key requirements of the post, only the commission from the placement

	· Maladjustment
	There are a number of possible ways where the new employee recruited may not adjust to the new environment, meaning,  the management may lose good employees and need to hunt for another

	· Possible unsuitable applicants
	Potentially a large number of applicants who are not fit for the job post could be drawn in.


iv. What are the three stages of work force planning?
When conducting research into work force planning I have observed there any many variations of the same theme. Some have 3, 5 or 7 steps (and more). Having compared 2 alternatives to our course notes, I consider the former to be clearer and easier to follow
1. Forecasting workforce needs
· As our course notes state – the number and type of employees needed by any organisation should have been identified within the strategic and allied business plan. Said planning would take into consideration expansion, retrenchment, new products or services. The introduction of new technology and new competitors into the market. Economic conditions, employee retirements, work force turnover - these are all considerations within the strategic planning for any business
2. Determining internal & external supply of employees
This will be discussed in more detail in question 3
3. Developing suitable ways to achieve forecasted needs in relation to projected supply. HRM personnel develop the strategies to realise the planned levels of employment.

v. Define the term “micro planning”
	“Planning in great detail” (wiktionary.org).Micro-level HRP uses three basic tools: – 
Demand forecasting. Demand forecasting uses historical and current operations' data to identify future needs. It involves analysing the current workforce to identify potential shortages and surpluses in various job categories.
Manpower supply analysis. Manpower supply analysis involves scanning the current labour market to determine the workforce available and analysing any gaps between the kinds of workforce needed with what is available.  
Manpower planning. Manpower planning uses this information to set priorities and develop plans for employee recruitment, retention and development, and workforce reductions, if necessary
I have looked at macro v micro-level HRP, to help me understand the various systems - a macro strategic goal would be to improve employee performance; a micro tactic for this goal would be to identify gaps between requirements and current skills, and then plan and implement training or skills-development programs to bridge those gaps.
vi. What are the main drivers for human resource planning in any organisation?
HRP has 4 main drivers. As stated in our learning notes (page 7). 
1. Organisation Directions these are organisational plans, budget forecasts, new technology, work practices, organisational culture, and reward systems.
2. Internal Labour Means looking carefully at the human resources profile. This includes gender, age, occupations, and length of services, etc. of all employees. Retention, severance, and promotion are management issues that must be identified. Any areas that may be potentially vulnerable to skills gaps must also be identified. All of these will affect recruitment and retention of the workforce.
3. External Labour The demand of services and workforce supply to fill any available vacancies can be affected by demographic changes. It is necessary to keep abreast of any and all changes.
4. Business Changes Service and/or information delivery will be affected by any technological changes. Workforce skills and the way of working will also be affected. In turn, the competencies for positions will change as will recruiting methods and how to engage the workforce. Human resource planning must be reviewed periodically as a way of responding to changing circumstances. In this way, an organisation’s HR planning will remain current and effective. Remember, it is all about making sure that 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?
Below is a selection (but not limited to):-
Forecasting Basics - Forecasting is a systematic process of predicting demand and supply. Human resources forecasting seeks to secure the necessary number and quality of employees for a business to achieve strategic goals. Although forecasting techniques can be complex and full of statistical calculations, a more practical approach is just as effective and less difficult for a smaller business to implement. Demand and supply forecasting techniques use sales or production projections for the coming year as well as quantitative and qualitative assessments. Quantitative assessments identify “how many” and “when,” while qualitative assessments identify desired personal qualities and role-related qualifications.
Trend Analysis - Trend analysis is more appropriate for an existing business because it requires historical staffing data to make future staffing predictions. This creates a relationship between past and future staffing needs by linking the two using a performance or financial metric called an operational index. 
Ratio Analysis - A new business or one having less than five years of historical staffing data, often uses a ratio analysis forecasting technique. Ratio analysis uses elements called causal factors that can be linked to and help predict future staffing needs. A business might identify production or sales volume as a causal factor and estimate, for example, that it needs one customer service representative for every five clients or one production line worker for every 5,000 widgets. If projections determine the business will handle 500 clients or produce 500,000 widgets over the coming year, forecasting sets demand at 100 employees for each.
Supply Forecasting - Supply forecasting techniques often start internally for human resources. Replacement charts are a visual tool for identifying internal candidates available and qualified to fill demand estimations. Replacement charts include both a hierarchical diagram and information relating to current employee performance, education and an assessment of how ready the employee is to move into upward or lateral position. External supply side forecasting typically involves a labour market analysis that also considers hiring practice legislation to avoid the possibility of facing a discrimination lawsuit. 

2. Evaluate the policy of cutting labour numbers in recessions. 
I have drawn from personal experience along with the theory from others in answering this question. I know that during difficult times, especially recession, it is never an easy time for Companies to make the decisions to cut labour numbers or not. I grew up in the Midlands during a time when people had jobs for life, during the many local (and National) recessions, I witnessed that many businesses succumbed to the pressures of sustaining workforce costs amidst diminishing revenues. Many employers managed during a recession by cutting out holiday bonuses, scaling back on wage increases or conducting layoffs (as a last resort), according to the Families and Work Institute in its 2009 publication, "The Impact of the Recession on Employers.", Companies committed to surviving a recession,  had an obligation to their employees. The HRM departments played (and continue to play) an integral role in reassuring employees about matters such as job security, earnings and the company's strategic direction. 
Employees (then and now) need to know where the organisation is heading, how it aims to get there and what their role will be in achieving this, if they are to remain engaged.
To underpin my view - Armstrong (2006) states - The redundancy policy could state that it is the organization’s intention to use its best endeavours to avoid involuntary redundancy through its redeployment and retraining procedures. However, if redundancy is unavoidable those affected will be given fair and equitable treatment, the maximum amount of warning, and every help that can be provided by the organization to obtain suitable alternative work.
If employees' jobs are at stake, HRM should explain what process the company will use to notify employees of layoffs, whether they will receive severance or early retirement opportunities and the timing of potential layoffs.
I believe that in times of change, the thirst for communication grows but perception of its delivery worsens for employees. If not delivered in a timely manner the trust in and credibility of information fails. There is a strong need for reassurance and honesty in formal communications about the impact change will have for the business, its customers and its employees.
HRM departments must ensure their performance management systems are aligned with personal and business objectives, so that employees are measured on and made accountable for what is important. Whilst it remains important to recognise good performance, it is also important to measure and manage poor performance. No organisation can afford to carry employees who are not prepared to give their all , especially in tough times. Also, HRM needs to show itself to be about more than making redundancies and helping the organisation to save money but show employees they are cared for and valued.
I agree with Armstrong (2006) p 387; - The Downsizing plan can be an effective method of fair analysis and implementation of a redundancy policy & process. It may be necessary to deal with unacceptable employment costs or surplus numbers of employees. The downsizing plan should be based on the timing of reductions and
forecasts of the extent to which these can be achieved by natural wastage or voluntary redundancy. 
The plan should set out:
● The total number of people who have to go, and when and where this needs to
   take place;
● Arrangements for informing and consulting with employees and their trade unions;
● A forecast of the number of losses that can be taken up by natural wastage;
● Any financial or other inducements to encourage voluntary redundancy;
● A forecast of the likely numbers who will volunteer to leave;
● A forecast of the balance of employees, if any, who will have to be made    redundant (the plan should, of course, aim to avoid this through natural wastage and
voluntary redundancy);
● The redundancy terms;
● Any financial inducements to be offered to key employees whom the company
   wishes to retain;
● Any arrangements for retraining employees and finding them work elsewhere in
   the organization;
● The steps to be taken to help redundant employees find new jobs by counselling,
   contacting other employers or offering the services of outplacement consultants;
● The arrangements for telling individual employees about the redundancies and
    how they are affected, and for keeping the trade unions informed.
In Summary, it is my opinion that Companies should always have a “just in case” policy, but do its utmost to consider alternative options, value the employment relationship, avoid knee jerk reactions and set good practice principles in dealing with any necessary loss of people. Finally, provide support for those leaving but don’t forget the survivors as they will be feeling the pain too and they are the future of the company.
3. Write short notes on the followings: 

a) Internal labour supply

A Company will look inside its own organisation to find a suitable person for a (senior) job, instead of looking for and giving the position to a person from outside of the organisation. The HRM Department should have the means of identifying potential internal candidates from resources such as replacement charts, data from HRM information systems and Departmental estimates (analysing the flow in and out of employees).

Replacement charts
A replacement chart lists the critical job roles in a company, the employees currently positioned in those roles, their competencies, the current vacancies and facilitates in future succession planning.
Against each vacant position, the competencies required for the position are mapped and then the employees in the organization with the requisite competencies are identified and potential replacements are found. The details of the potential candidates along with their age, skills, their experience and the competencies they need to satisfy the required position are listed. Then a comparative analysis of the experience and skillsets of the potential candidates with those required for the position is done. It is in this way that the company can organize its succession planning and can identify internal KSAs (Knowledge, Skills and Abilities).
Data from HRM information systems
Data held within information systems will include, position history, skills, qualifications, length of service, any disciplinary history, sickness and absence history. From this information potential candidates can be identified.
Departmental estimates 
This is the analysis of the continual flow of employees in and out of not only the business as a whole, but individual departments.
	Inflows
	Outflows

	Transfers from other departments

Hires from the external labour market

Recalls from lay-offs

Employees returning from leave
	Retirements

Resignations

Death

Promotions to other departments

Transfers to other departments

Terminations/dismissals


(Table extracted from course notes)
The formula given within our course notes makes perfect sense:-
Current staffing level – outflows + inflows = Internal supply

b) External labour supply
The (UK) Office for National Statistics have available data on labour supply for Companies to draw down from in order to facilitate labour forecasting. An example of this is: A Guide to labour market statistics – An explanation of the major concepts that exist within the labour market and their relationship to each other.

There are other sources available on line which provides labour force data, including (as our course material states) data from professional organisations.
There are many factors that can affect external candidate’s availability/numbers such as (not limited to):-
· Migration in/out of an area
· Competition for available and suitable candidates
· Economic conditions
· Unemployment rates

It is essential that Companies understand the many and varying ways in which to forecast demand for and the supply of available labour in order to maintain sustainability.
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