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Workforce Planning Guide
Sample

	Sample Workforce Planning Guide 

This template guide is ready to be tailored to your company’s needs and should be considered a starting point.

Disclaimer: This template is meant to provide general guidelines and should be used as a reference. It may not take into account all relevant local, state or federal laws and is not a legal document. Neither the author nor HR Expert Australia will assume any legal liability that may arise from the use of this document.


Workforce planning is about building a picture of the future and assessing what human resources will be necessary for the business to be successful. Essentially it’s about making sure the human resources are available to deliver the business plan. 
“The right people in the right place, with the right skills at the right time”.

Workforce planning includes the following steps:

· Understanding the organisation’s strategic direction and its impact on the workforce;

· Analysing the current and future workforce needs and competencies;

· Analysing the gap between the current and future needs;

· Developing strategies to address workforce gaps;

· Implementing strategies to align the workforce with future business needs; and

· Evaluating the success of the workforce planning strategies in meeting objectives.

Questions to help with workforce planning: 

· What does high performance and low performance look like? 

· Exercise: Managers to sit down and anticipate turnover to think about what to do when the resignation turns up on the desk 

· What skills are we going to need this year and the next year? 

· How do we get these skills internally? What needs to be done to unlock them? Do we have development plans and succession plans in place for existing staff? 

· What resources do we have, what do they cost and how are we using them? 

· What are the core technical skills and core soft skills that we need? 

Why implement workforce planning?

Workforce planning is one of the most critical human resource management challenges today. It ensures that organisations and managers plan and address, rather than just react to business and environmental changes. It establishes an integrated process for identifying, securing and developing the workforce capabilities required to support and achieve the organisation’s current and future mission.

Implementing workforce planning allows an organisation to:

· Respond quickly and more strategically to change, as the organisation and managers can recognise emerging challenges in the market, workforce and business;

· Improve efficiency, effectiveness and productivity (employees possess the right skills and are a good fit for the job);

· Facilitate strategic staffing and planning for future workforce requirements (can identify staffing needs in a timely manner, monitor attrition and ensure replacements are available to fill key vacancies);

· Strengthens the organisation’s capability to support the achievement of business outputs now and in the future;

· Encourages an understanding of the organisation’s workforce profile, hence HR strategies and policies are aligned with maximising the capacity of the existing workforce and shaping the desired workforce;

· Assists with the identification and management of people with the knowledge critical for effective and efficient business operations, and the organisation’s management of knowledge and maintenance of corporate memory; and

· Provides a mechanism for monitoring costs and directly linking expenditure of personnel against business outputs and outcomes.

Effective workforce planning requires an integrated approach amongst key stakeholders within an organisation, including senior leaders, HR professionals, business unit managers and employees.

How to implement workforce planning
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The key elements of the model
Element 1: Workforce Analysis

Workforce analysis involves establishing a clear understanding of the organisation’s direction, its strengths and weaknesses, and the internal and external factors that influence current and future labour demand and supply. Specific activities undertaken in workforce analysis include:

· Reviewing organisation direction and the external environment; and

· Analysing internal and external labour forces.
Element 2: Forecast Future Needs

Forecasting future needs involves identifying changes to the service delivery requirements of the organisation. Likely changes in the capability and capacity of the future workforce need to be determined. Specific activities undertaken in forecasting include:

· Understanding future work requirements;

· Identifying future competencies;

· Developing forecasting models; and

· Developing forecasting assumptions and scenario building.

Element 3: Analyse Gaps

Analysing gaps involves using the results of workforce analysis and forecasting to identify current and future gaps between the demand for services and the supply of labour to meet those demands. A key element of the gap analysis is the assessment of the characteristics, capacity and capability of the workforce. Specific activities undertaken in gap analysis include:

· Identifying and analysing gaps;

· Prioritisation of work; and

· Identifying potential directions for action.

Element 4: Develop Strategies

Developing strategies involves the planning and design of specific programs and projects that will enable the organisation to develop and maintain a workforce capable of delivering upon the organisation’s objectives. Specific activities undertaken in strategy development include:

· Strategy formulation;

· Establishing the case for change; and

· Establishing success criteria.

Element 5: Implement Strategies

Implementing strategies is the execution of the specific programs and projects required to develop and maintain the capability and capacity of the workforce. The implementation of these strategies is integrated into the broader business planning and operational management activities of the organisation. Specific activities undertaken to implement strategies include:

· Execution of strategies;

· Developing a change management strategy; and

· Aligning workforce planning strategies with organisational values and culture.

Element 6: Monitor and Evaluate

Monitoring and evaluation is conducted to determine the effectiveness, efficiency and appropriateness of the workforce planning strategies and activities. Performance information is required to determine the impact of workforce planning on the overall achievement of the organisation’s objectives. Specific activities undertaken include:

· Monitoring; and

· Evaluation.

Workforce Analysis


Analyse workforce against organisational direction, internal workforce characteristics and capabilities, external labour market and environmental factors





Forecast Future Needs


Future business needs, scenarios and workforce characteristics and capabilities are identified





Analyse Gaps


The gaps between future workforce needs and current workforce profile are identified and analysed





Monitor & Evaluate


Effectiveness of strategies is evaluated to determine success of planned changes and impact on business performance





Implement Strategies


Investment in strategies and change management processes to address workforce planning issues





Develop Strategies


Integrated business and HR strategies are developed to address the gaps between current and future workforce needs
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