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Workforce Planning

Workforce Planning Workshop

Introduction 

Welcome to the Rural Non Government Organisations’ (NGOs) Workforce Access to Education and Training Initiative Workforce Planning Workshop. This workshop forms part of The Rural NGOs Workforce Access to Education and Training Initiative and complements a number of other rural and remote community organisations’ workforce development programs being offered on behalf of the Department of Communities. 

This initiative deals specifically with those organisation’s who deliver services in rural and remote communities as outlined in the Blueprint for the Bush. 
The main objective of the Rural NGO Workforce Access to Education and Training Initiative is to assist organisations providing services to rural and remote communities to identify their workforce planning needs and to assist them to gain access to the training and development that will assist those organisations to meet their identified needs.

This workshop will:

· Instruct you on how to conduct a workforce planning process

· Explain what additional workforce planning assistance is available through the project

· Explain the subsidy request process 

· Assist you in developing your workforce planning education and training needs

The workforce planning content in this workshop is based on the Workforce Planning Guide, a publication by the Department of Communities, which is a PDF file that can be found at the bottom of the web page http://www.qld.gov.au/ngo/management/hr/hr-assist/#wf-planner. 

The workforce planning workshop will assist you to understand how to ‘have the right people in the right place at the right time, all of the time.’

Section 1:
What is Workforce Planning?

Workforce Planning

· What is it?

· Why is it important?

· What are the key elements?

· What are the benefits?

· What if we don’t do it?

· What is the process?

Refer to pages 4 - 5 of the Workforce Planning: A guide and tool kit for non-government organisations to plan future needs for an explanation of these points

The Four Step Workforce Planning Process
1. Setting Organisational Direction

2. Conduct Workforce Analysis

3. Develop & Implement a Work Plan

4. Monitor & Evaluate the Work Plan

Refer to page 6 of the Workforce Planning: A guide and tool kit for non-government organisations to plan future needs for an explanation of these points

Section 2:
The Four Step Workforce Planning 



Process

Step 1: Setting organisational direction

Setting organisational direction seeks to have a clear snap shot of where the organisation is now in terms of workforce requirements against future staffing needs. Anyone reading the document should have a clear understanding of the organisation’s current and future staffing requirements.

The ‘future’ can be as long or as short a period as you choose, but is usually a one, five or ten year period. The time scale would be dependant on how far out you like to plan as well as some ‘knowns’ about your particular organisation.

Refer to pages 8 - 14 of the Workforce Planning: A guide and tool kit for non-government organisations to plan future needs for an explanation of how to set organisational direction.

There are a number of templates provided in the Workforce Planning: A guide and tool kit for non-government organisations to plan future needs document. The templates are a guide only and should be used to inform your planning process. They will assist you to ‘ask the right questions’ about what your current and future circumstances include. Use the templates as is or modify to suit your organisation’s purposes.

Templates provided for your use in this section are:
· Template 1: Workforce Planning Schedule

· Template 2: SWOT Analysis

· Template 3: Risk Analysis

Tables provided for your use in this section are:

· Table 1: Measures of Potential Impact
· Table 2: Measures of Likelihood 

· Table 3: Risk Rating 

On completion of Step 1 you should have:

· Completed a schedule for workforce planning within your organisation

· Completed a SWOT analysis of issues and effects

· Developed some organisation scenarios

· Identified key workforce planning risks for your organisation

Template 1:
Workforce Planning Schedule

	Workforce Planning Schedule

Date:
      /     /   20

	Actions
	Who
	When
	Complete

	Step 1:

Example:

· Management team or committee schedule time to conduct the workforce planning activity, and

· Access a copy of relevant documents such as the organisational plan to assist with workforce analysis

Step 2:

Example

· Gather information required with regard to service demand

· Gather existing information about demand and supply/staff demographics, and

· Gather identified learning and development information with regard to existing and future requirements

Step 3:

Example:

· Management team or committee meets to assess and determine workforce gaps, and assess how to write the workforce plan.

Step 4:

Example:

· Management or committee meets to review and, if necessary, modify workforce plan.
	
	
	


Template 2: 
SWOT analysis

	Workforce Planning SWOT Analysis

Date:
      /     /   20

	Strengths


	Opportunities



	Weaknesses


	Threats




Template 3:
Risk Analysis

	Workforce Planning Risk Analysis

Date:
      /     /   20

	Workforce Planning Risks from SWOT analysis
	Potential effect
	Likelihood of occurring
	Risk rating

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 1

Measure of Potential Impact

	Description
	Definition

	Insignificant
	No effect:

· No financial loss

· No/insignificant adverse comment in media, resolved by day-to-day management, or

· Insignificant loss of capability to continue a program/s, very little disruption to core business

	Minor
	No slowing of business, only a small distraction:

· Low financial loss

· Adverse comment in local media only, limited damage to reputation, or 

· Minor loss of capability to continue a program/s, minor disruption to core business

	Moderate
	Will require action but business project is still largely on track:

· High financial loss

· An adverse article reported in the daily media, questions in Parliament, embarrassment for departmental management, or

· Some loss of capability to continue a program/s, moderate disruption to core business

	Major
	Will cause disruption and will either require more resources, more time or reduce quality:

· Major financial loss

· Adverse articles reported in media on successive days, embarrassment to Director-General and Minister

· Issue raised in Parliament, with Minister involved in public damage control, or

· Loss of capability to continue a program/s, major disruption to core business

	Catastrophic
	Will stop project /activity / business.  Will not achieve objectives and requires immediate attention:

· Huge financial loss

· Public scandal in the press leading to extensive damage to reputation – potential Parliamentary Inquiry, or 

· Severe loss of capability to continue a program/s, severe disruption to core business


Table 2
Measure of Likelihood

	Description
	Definition

	Almost Certain
	· The event is expected to occur in most circumstances

	Likely
	· The event will probably occur in most circumstances

	Possible
	· The event might occur at some time

	Unlikely
	· The event could occur at some time

	Rare
	· The event may occur only in exceptional circumstances


Table 3
Risk Rating

	Likelihood
	Effect

	
	Insignificant
	Minor
	Moderate
	Major
	Catastrophic

	Almost Certain
	Low
	Moderate
	High
	Extreme
	Extreme

	Likely
	Low
	Moderate
	High
	Extreme
	Extreme

	Possible
	Low
	Low
	Moderate
	High
	Extreme

	Unlikely
	Low
	Low
	Moderate
	High
	High

	Rare
	Low
	Low
	Moderate
	Moderate
	Moderate


Step 2: Conduct Workforce Analysis

This step is about determining the most likely staff demand and supply issues. The information collected through the analysis of supply and demand will help identify gaps and other issues.

Rural and remote NGOs have specific issues to address with regard to attracting and retaining competent workers due largely to population size and geographical considerations. The supply and demand issues around staffing requirements are amplified. It is therefore imperative that this step be conducted thoroughly to ensure continuity of quality services to rural and remote communities.

Templates provided for your use in this section are:

· Template 4A & 4B: Workforce Analysis Sheet (future staffing)

· Template 4A is for 1 to 5 years (long term)

· Template 4B is for a 1 year period (short term)

· Template 5: Workforce Analysis Sheet – Current Staffing

· Template 6: Workforce Analysis Sheet – Workforce Gap Analysis

Refer to pages 15 - 22 of the Workforce Planning: A guide and tool kit for non-government organisations to plan future needs for an explanation of how to conduct a workforce analysis.

On completion of Step 2, you should have:

· Identified your future staffing requirements and compared them with your existing staff profile

· Identified key workforce gaps and issues to successfully achieve your organisational commitments

· Identified the workforce planning and management activities necessary to address identified gaps and/or issues

Template 4A:
Future Staffing Requirements (Long Term)
	Workforce Analysis Sheet – Long Term

Future staffing requirements

	Program
	Position
type
	Salary
Level
	# of Full Time Staff (FTE)
	Qualifications / skills required
	Time frame
	Location
	Budget / forecast revenue
	Years

	
	
	
	
	
	
	
	
	1 year
	2 years
	3 years
	5 years

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Template 4B:
Future Staffing Requirements (Short Term)

	Workforce Analysis Sheet – Short Term

Future staffing requirements

	Program
	Position
type
	Salary
Level
	# of Full Time Staff (FTE)
	Qualification/ skills required
	Time frame
	Location
	Budget / forecast revenue
	Year:

	
	
	
	
	
	
	
	
	July
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Template 5:
Workforce Analysis Sheet – Current Staffing

	Workforce Analysis Sheet

Current Staffing

	Position Type
	Permanent
	Part time
	Temporary
	Casual
	Salary Level
	# of full time staff

(FTE)
	Qualifications / skills required

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Template 6:
Workforce Gap Analysis

	Workforce Analysis Sheet

Staffing Gap Analysis

	Gaps Identified
	Time Frame
(if applicable)
	Location
	Options to
fill gap
	How effective is the activity in reducing the gaps:

· High

· Medium

· Low

	Position Type
	FTE
	Required Skills
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Step 3: Develop & Implement Workforce Plans

Development and implementation of workforce plans is the step concerned with identifying how the gaps between workforce supply and workforce demand can be reduced. The developed workforce plan will set out a range of activities that can be implemented to achieve optimum workforce capacity.

As acknowledged earlier, NGOs servicing rural and remote communities face unique issues.  Creative approaches to dealing with these issues are crucial to ensure continuity of high quality services to these communities. A range of suggested approaches on how skills gaps can be addressed is included in 3.1.3 (2) in the Workforce Planning: A guide and tool kit for non-government organisations to plan future needs. Refer to page 23. 
By considering the listed approaches and others you may have already considered, you can expand on your thinking about how the Rural NGOs Workforce Access to Education and Training Initiative can assist your organisation. It is important to remember that the Rural NGOs Workforce Access to Education and Training Initiative is not limited to providing training.  Many other activities related to gaining access to training are also eligible. 

Templates provided for your use in this section are:

· Template 7: Workforce Plan

Refer to pages 23 - 25 of the Workforce Planning: A guide and tool kit for non-government organisations to plan future needs for an explanation of how to develop and implement a workforce plan.

On completion of Step 3, you should have:

· Generated an action plan to implement the approaches you have taken to reduce the skills gaps in your workforce

· Nominated who is responsible for doing what and when it is to be done

Template 7:
Workforce Plan

	Workforce Plan

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Step 4: 
Reporting, Monitoring, Evaluating and Adjusting 


Workforce Plans
A plan is a document (or series of documents) that sets out what we intend to do. It is generally developed using the best information we have at a given time, but plans are not static. Plans must change as circumstances change. How do we know when this occurs?  We know because we are monitoring the plan. We are observing and noting whether things are going ‘according to plan’. We are evaluating whether the things we predicted in the plan are happening or not. 

Many people become concerned by terms like ‘monitoring’, and ‘evaluating’ when in fact they merely describe the process of comparing what we said would happen with what has happened (or is happening) and measuring the difference. Once these things are identified and the comparisons made, we can make fairly accurate determinations around the positive or negative impacts of the differences. We can track our successes and re-adjust when we are falling short of expectation in a given situation.

Once that is done, we can adjust our plans to re-forecast the next set of activities and expectations and so on goes the process – a revised plan is born.

Step 4 of the Workforce Planning Process will assist you to formalise the above. It will provide a mechanism by which you can report on these aspects of your plan. In short – where are we compared with where we expected to be and what do we intend to do about it?

The reporting, monitoring, evaluating and adjusting of workforce plans is a vitally important aspect of the process and informs your need to adjust plans to fit changing circumstances. 

Templates provided for your use in this section are:

· Template 8: Reporting
Refer to pages 26 - 28 of the Workforce Planning: A guide and tool kit for non-government organisations to plan future needs for an explanation of reporting, monitoring, evaluating and adjusting workforce plans.

On completion of Step 4, you should have:

· Defined a method of incorporating regular ongoing review of the workforce planning approach to enable tracking of where you planned to be against where you are

· Identified that reporting, monitoring, evaluating and adjusting of workforce plans is an integral part of the process to enable continuous improvement.
Template 8:
Reporting

	Program:
	

	Date:
	

	Approach
	Activities
	Progress / Completion
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Conclusion

The Workforce Planning Process is not a one-off event. By continually assessing your current workforce skill sets against those which are required to deliver optimum services to your community, it is possible to identify development needs. Effective workforce planning is having the right people, with the right skills in the right place at the right time.

USEFUL LINKS

Building Business Capability through Workforce Planning
http://www.apsc.gov.au/publications06/workforceplanning.htm
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