
TOPIC 2: 

HUMAN RESOURCE PLANNING

Week 6 to 10 Term 2 

Lesson Notes
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Instruction

• This PowerPoint has your lesson notes from week 6 to 10 of Term 2.

• Topic 2: Human Resource Planning

• We have already discussed these topics in class

• Use the lesson in this PowerPoint to update your notes and revise
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Go through the lesson and ensure that you are able to do the following:

• explain the planning process

• explain attraction and development

• discuss maintenance and renewal

• differentiate between knowledge management and change management
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Human Resource Environment

The  internal  environment  factors  include  organisational  objectives,  
policies,  structure  and the functional areas  of the organisation like finance, 
marketing and production. 

The internal environment  factors  frequently  affect  the  Human  Resource  
Management  function  of  the organisation.

 Therefore,  the  objectives  of  Human  Resource  Management  are  
formulated based  on  the  organisational  objectives. 

 Jobs  are  also  designed  and  analysed  based  on  the 

organisation’s structure.
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1.  Internal Factors
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The influence of external environment on  Human Resource Management  is as 
important as the  internal  environment. 

 People  are  essentially  self-managing.  Unlike  other  resources, workers  can  
manage  themselves.  

People  decide  on  the  nature,  time  and  place  of  their employment  and  
they  react  to  the changing  conditions  and  to  the  techniques  of 
management.

 In present-day industries, the relationship between employees and employers is  
regarded  as  a  partnership. 

 It  is  a  useful  way  to  satisfy  economic  needs  of  both  the employer and the 
employee.
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2.  External Factors
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Economic Influence on human Resource Environment

All economic factors affect the Human Resource function includes,

Gross Domestic Product (GDP)

Gross National Product (GNP)

Money supply

Capital market

Competitors

Customers

 Industrial labour
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Economic Growth

• The development status or stage of a country  affects the quality of labour.  

• Labour quality also  depends  on  education  and  health  services  available  for  
its  citizens.

• Understanding the relationship between and among health, education,  labour 
quality and supply, labour productivity and development policies is important to 
the Human Resource manager. 
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The Economic Cycle 

The  demand  for  labour  is  determined  by  the  demand  for  goods  and  
services  within  the economy. 

 If labour shortages develop during periods of economic growth, such as during a 
peak or during the expansion phase of the business cycle, employers compete 
for employees by  offering  better  wages.  

Unions  may  use  their  bargaining  powers  to  demand  wage increases,  
which  may  then  put  pressure  on  costs  and  prices,  creating  inflation.

 During downturns  of  the  economy  or  recessions,  the  demand  for  goods  
and  services  falls. 

Businesses are forced to reduce the size of their workforce (downsize)  and  halt  
significant wage increases. 
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Cultural and Legal Influence on Human Resource Environment

Legal Influences

 Labour laws  control  benefit programs, 
government contract work, union 
relationships and wages or salaries.

 Tax  laws  could  mean  added  expenses  
for  the  employer  portion  of  social  
security  and unemployment  compensation  
taxes.

 Regulations may change licensing 
requirements that can toughen the 
recruitment process.

 Policies  contained  in  employee  
handbooks  must  support  current  
employment opportunities  and  laws.
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Cultural Influences

 Culture  plays  a  very  important  role  in  the  
way  employees  act,  communicate,  relate  to 
work in teams.

 Culture  is  defined as a mental programming 
that affects behaviour and  thinking.

 Culture  is  learned,  not  inherited.

 Culture  consists  of  behavioural  
characteristics  that  accumulate and  are  
transmitted  by  abbreviations,  jargons,  formal  
and  informal  communication, clothes, 
symbols, and others which are recognised only 
by members of a specific group.



Social Influences

Social means people, communities, groups, society or the public in general. 

Socialisation comes from the word social, which relates to the way people  
interact with each other.

Socialisation can be either collective or individualised.

1.  Collective socialisation involves taking a group of workers and putting them 
through a common set of experiences like basic training such as, sales training.

2.   Individual  socialisation  involves  complex  processes  such  as  
apprenticeships, internships, on-the-job training and job rotation. 
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Organisational Behaviour on Human Resource Environment

Organisational Behaviour

All  organisations  are  made  up  of  people  who  choose  to  work  primarily  to  
satisfy  at  least some  of  their  personal  needs.

An organisation is a system of consciously coordinated activities structured  to achieve  
specific goals.

Organisational behaviour  relates to  how  organisations  begin, develop and  affect  
individual members. 

 It  is  not  just human  behaviour  but  structural  behaviour,  systems behaviour  and 
even policy behaviour. 

 It is also about coordinating activities, predicting events and reaching objectives. 
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Organisational Behaviour on Human Resource Environment

Organisational Behaviour

The behaviour of an  individual  in  an organisation  is  determined  to  some  
extent  by  internal  and  external  factors.

 Thus  include learning ability, motivation, perception, attitude, emotions and 
frustrations.  

External factors include  stress,  reward  systems,  degree  of  trust,  group  
cohesion,  social  factors  and  office policies. 

Organisations  represent  constant  interaction  between  structure  and  
process.
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Planning, Acquisition and Developing the Human Resources

Planning Process for the Human Resource

The  aim  of  planning is to  firstly recruit  and  retain the  human  resources  in 
terms  of  the  required  quantity  and  quality. 

 Once  this  is  achieved,  the  Human  resource manager must think of ways to 
minimise employees leaving the organisation. 

This is referred to as ‘employee retention’. 
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Human Resource Planning Model

In the model; 

1.  The organisational objectives relate to human resources of the organisation.

2.  The  Human  Resource  objectives  determine  both  present  and  future  human  
resource needs of the organisation.

3.  The  demand  for  human  resources  can  be  determined  based  on  the  
organisational objectives. 

4.  The  Human Resource  plan  takes  into account the supply of labour in the labour 
market. This will ensure that a realistic plan is developed for the  Human Resource  
needs of the organisation.

5.  The  next  thing  is  to  implement  the  Human  Resource  plan.  Necessary  
changes  to  the organisation’s Human Resource objectives can be made during the 
implementation stage. 

6.  This is an  ongoing model  which  repeats itself  all  over  again  as  long as  the  
organisation exists.
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The Planning Process

There are some fundamental principles that guide the human resource plan and 
these are listed below;

The plan should be as detailed as possible.

The plan should not extend too far into the future.

All alternative courses of action should be considered.

Side effects and implications of the planned actions should be identified.

Instructions to individuals and departments must be incorporated into the 
plan.

The plan should be brief and easy to understand.
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Employment Cycle

 The  Employment  Life  Cycle  (ELC)  is  a  
human  resources  model  that  identifies  
stages  in employees’ careers to help guide 
their management. 

 Specific employee life cycle models vary  but  
common  Employment  Life  Cycle  (ELC). 
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1. Recruitment:  This  stage  includes  all  the  
processes  leading  up  to  and  including  the 
hiring of a new employee. 

2.  On-boarding:  In this  stage, the employee is 
added to the organisation’s identity and access  
management  system.  The  stage  includes  
ensuring  that  the  employee  has access to any 
applications and systems that are required for his 
or her job.

3. Orientation:  In  this  stage,  the  employee  settles  
into  the  job,  integrates  with  the corporate  culture,  
familiarises  himself  or  herself  with  co-workers  and  
management, and establishes his/her role within the 
organisation. 

4. Career  Planning:  During  the  planning  stage,  the  
employee  and  management  work together  to  
develop  objectives  and  goals.  Personality  profile  
assessments  are sometimes used in conjunction with 
an evaluation of the employee’s performance to date.

5. Career  Development:  In  this  stage,  the  employee  
matures  in  his  or  her  role  in  the organisation.  
Professional  development  frequently  involves  
additional  training.  The challenges in this stage are 
employee engagement and retention.

6. Termination or Off-boarding:  In this final stage, 
sometimes referred to as ‘transition,’ the employee 
leaves the organisation.  The specific processes are 
somewhat dependent upon whether the departure is the 
result of resignation, firing or retirement. 
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Acquisition of Human Resource 

Acquisition 
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The Human Resource Management pillar number one is ‘staff acquisition’. The right 
workers must  be  brought  into  the  organisation  to  work.  Before  the  actual  hiring  
of  the  worker  is undertaken the manager or employer must take the following 
steps;

undertake job analysis.

set remuneration and reward structure.

choose recruitment sources.

negotiate employment contracts.

 interview and select suitable candidates.
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Sources of Recruitment

The two main sources of recruitment for an organisation are:

1. Internal  – source of recruitment or acquisition is from within the  organisation.

2.  External  – source  of  recruitment  or  acquisition  is  from  the  external  
environment.
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Job Analysis

The job must be clearly described so that applicants can be measured against this 
description.

 Some important standards must be established  as  well  for  the  job.  

These  standards  will  include  the  minimum  acceptable qualifications,  skills  and  
qualities  require  for  adequate  job  performance.

 Specifying standards requires the knowledge regarding job design, job duties and 
responsibilities, requirements of the job, human abilities and qualities. 

Job analysis is needed to know all these functions of Human Resource 
Management. 
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Recruitment, Selection and Induction

Recruitment and Selection

Recruitment  is  the  process  of  locating  and  attracting  the  right  staff  for  
job  vacancies.

Effective recruitment and selection involves;

a fair selection process and policy.

evaluating and hiring qualified and motivated job applicants.

giving applicants their job description and responsibilities. 

using strategies that are aligned with employment relations and the business’s 
needs. 

if  the  business  is  seeking  to  increase  gender  equity,  there  should  be  female 
representation on the selection panel.
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Induction

An induction program is a carefully planned activity aimed at introducing a new 
employee to the  job,  supervisors,  the  co-workers,  the  organisation  and  its  
culture  and  the  human resource department. 

A well-prepared induction program;

Gives employees a positive attitude to the job and the organisation.

Builds a new employee’s confidence in the job.

Stresses the major safety policies and procedures and explains their application. 

Helps establish good working relationships with co-workers and supervisors.
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Training and Development

Training  aims  to  develop  skills,  knowledge  and  attitudes  that  lead  to  
superior  work performance.  

Development  focuses  on  implementing  the  skills  of  the  employees  to  allow 
them  to  develop  a  career  with  the  organisation.

Training  improves  and  moulds  the  employee’s  knowledge,  skill,  behaviour  
and  attitude towards the job and  the  organisation.

 It  involves  the  teaching and learning activities carried out purposely for helping 
members of the organisation to acquire and apply the knowledge, skills, abilities 
and attitudes needed by a particular job and organisation.
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Benefits of Training
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Benefits to the individual employee Benefits to the organisation

Helps  worker  to  become  an  effective problem solver It leads to improved productivity and profit for businesses

The worker learns specific knowledge, skills and attitudes 

needed by the organisation

It improves the morale of the workforce

The  worker  becomes  motivated  and  feels recognised 

and empowered

It helps workers to  stay connected with the organisational 

goals

The  worker  achieves  self-confidence  and self-

development

It  creates  a  better  and  positive  corporate image

The worker’s job satisfaction increases The  organisation  becomes  effective  in

terms  of    decision-making  and  problem-solving

It  provides  the  worker  an  avenue  for growth  in  his  or  

her  future  career development

It helps  the  organisations to use training as a basis for 

promotion within

Training  eliminates  the  fear  of  attempting 

new tasks

It  improves  the  labour  management relations

It  prepares  the  worker  for  leadership  roles 

later in his or her career

It  creates  a  positive  climate  for  change, 

growth and communication
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Performance Appraisal

Performance  appraisal  is  a  method  of  evaluating  the  behaviour  and  
performance  of employees. 

Performance  refers to the degree of accomplishment of the tasks that 
make up an individual’s job.

 It indicates how well an individual fulfils the job demands.

 Performance is always  measured  in  terms  of  results  and  not  efforts.  
In  order  to  find  out  whether  an employee is worthy of continued 
employment or not, an appraisal is needed.
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The End

TOPIC 3:  MANAGING 
EMPLOYEE RELATIONS 

NEXT LESSON
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