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	Name of Establishment


	

	Address
	

	Telephone number
	

	Fax number
	

	Email address
	

	Name of registered manager (if applicable)
	

	Name of registered provider(s)/parent company (if applicable)
	

	Private / Independent Business  FORMCHECKBOX 
       Voluntary Organisation  FORMCHECKBOX 
        Other   FORMCHECKBOX 
 

If other, please specify: ____________________________________________



	Older Persons  FORMCHECKBOX 
 Learning Disability  FORMCHECKBOX 
 Physical Disability  FORMCHECKBOX 
 Mental Health  FORMCHECKBOX 
 

Other  FORMCHECKBOX 
   Please specify: ____________________________________________

	CQC Registration Number 
	

	NMDS-sc I.D. number
	

	No. of places registered / service users
	

	Date this plan Completed: 
	
	Date to review this plan:
	


Workforce Planning: the What and Why
Workforce planning focuses on ensuring you and your team have the necessary skills,
qualifications and support for your current level of service and the future.

Workforce planning enables you to:
Design your future services: To plan properly, you need to know where you are now and where you want to get to.
· What are your service user needs? 

· What services do you want to offer? To what standard? Can you offer more variety?

· What staff and what skills will you need?
Develop your workforce: Once you have identified where you are heading, you can now take steps to get there. Your team are skilled professionals, so use them!
· What skills do they currently have (both giving direct care and other skills) that could benefit your organisation and services? 

· How are you going to make sure these skills and people stay in your organisation? 

· How are you going to recruit the best staff? 

· Who are you going to promote your organisation to?
Deliver How are you going to deliver your services and provide the future of social care?
· How can you improve your efficiency and systems?

· How can you evidence your best practice?

· How can technology help your organisation?

· How are you going to measure your successes?
How to use this Template
This document is intended to supplement your Business Plan by giving more detail to your Personnel section. 

1. You will be asked questions about your current workforce to establish your situation now, and then be asked to give details on how you plan to address any skills or knowledge gaps you discover. You may already have some of this information available through your NMDS- sc reports. Please attach these documents to your workforce plan.
2. Your Action Plan Notes are fields where you can explore ideas and make notes on what you have discovered or suggested for each section. 

3. Finally, each section will provide a short suggestion list of contact information to support your research into developing your organisation.

N.B. We may share this information with the City and County Councils’ Quality Development and Commissioning Teams. 
Workforce Profile

· These Job Roles are taken directly from the NMDS-sc online database. If you have already completed this and kept your details updated, you are welcome to print off your Establishment report instead of completing the table below.

· You may find that some of these roles form a duplication – e.g. your first line manager might also be your Registered Manager. If this is the case, just enter each staff member once in the most appropriate row to ensure your total number of staff at the bottom is correct.

	Job Role
	No. of

Current Staff


	No. of leavers in the last 12 months


	No. of current Vacancies

	1.
	Senior Management
	
	
	

	2.
	Middle Management
	
	
	

	3.
	First Line Manager
	
	
	

	4.
	Registered Manager
	
	
	

	5.
	Supervisor
	
	
	

	6.
	Senior Care Worker
	
	
	

	7.
	Care Worker
	
	
	

	8.
	Registered Nurse
	
	
	

	9.
	Other Jobs directly involved in providing care
	
	
	

	10.
	Managers and Staff in care-related roles but not providing care, e.g. activities coordinators
	
	
	

	11.
	Administration and office staff not providing care
	
	
	

	12.
	Ancillary staff not providing care
	
	
	

	13.
	Other job roles not providing care
	
	
	

	
	Total Workforce
	Total

Leavers
	Total Vacancies

	
	
	  
	


Work out your Turnover of Staff

Finding out your turnover is essential to measuring your progress in recruitment and retention. You can find out where you currently stand and then specify a desired target to achieve in the next 12 months.

Simply use the following equation:

	Total Leavers in the last 12 Months
	x 100
	= _______%



	 Total Workforce


	
	


	Action Plan Notes
Look at the figures you have written above and decide which (if any) need addressing.
Consider the following questions:

· Do you have enough staff to meet your service-user needs or are your teams always over-stretched?
· Have you had a high number of leavers in the past 12 months? Why is this?
· Do you have vacancies, and have they been vacant for over 2 months? Why is this?

Use the space below to make notes on these questions and to outline your strategy / plans to overcome any issues you have identified.


	

	Happy with your figures? Got a low staff turnover? No vacancies?

Use the space below to tell us how you have achieved this.



	


Your Establishment Profile 
In this section, we are asking for information on your staff and service users. This information is usually gathered when you recruit new staff or take in a new service user. Again, this information is asked for in your NMDS-sc account- if you have completed this then just attach your NMDS Establishment report instead of filling in the following pages.

Why do we need to know about the diversity data of our staff and service users?

Equality law 
Equality law now recognises that it is essential that staff groups represent the community they work in. This supports you recruiting staff in a non-discriminatory way, and ensures your service users are being cared for in a community that is inclusive.
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	Gender
	Number of Service Users
	Number of Staff

	Male


	 
	 

	Female


	 
	 

	Transgender


	
	


How do your teams compare?

This is an easy place to start with your equalities information. 

See how your staff groups compare with the statistics above by filling in the table on the right. Please give the number of staff members and services users in each group.

Age
What is the age profile of your workforce? This is not about discriminating in your recruitment, but about realizing the potential and untapped market that could benefit your organization.

Look at the graphs below- one representing the current workforce ages in Nottinghamshire, and the other representing the age of the local population in Greater Nottingham. As you can see, there is a huge resource of younger people available to work and benefit your organization.

· Are you getting the best out of your local recruitment pool? 

· Do you have a balance of fresh ideas and long term experience?
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Creating your own age profile will also highlight areas for attention in your workforce plan. Complete the table below to get an idea of what your organization looks like.

	Age
	Number of Male Staff
	Number of Female Staff

	under 18
	
	

	18 – 24
	
	

	25 – 34
	
	

	35 – 44
	
	

	45 - 54
	
	

	55 - 59
	
	

	60 or over
	
	

	No Information
	
	

	Total:
	
	


All new to you?

For more information on equality and diversity law, you can visit: http://www.investorsinpeople.co.uk/About/PolicyDevelopment/Pages/Equalitydiversity.aspx  for lots of advice and support on all forms of equality for employers.
	Action Plan Notes
What should I be looking for?

Now you have your figures in front of you, what do they tell you? Consider the following questions:

· Do your staff male/female ratios match your service user ratio and their needs, as identified in their care plans?

· Look for high numbers in your tables - where do these fall? Look for low numbers - What age groups have no staff at all?

· Are the majority of your staff over 60? What does this mean for your business regarding loss of skill and expertise as your workers retire? 

· Do you have a lot of young workers? How will this profile change if they move on to different jobs? What does this mean for your organization? How can you encourage them to stay? 

Use the space below to make notes on these questions and to outline your strategy / plans to overcome any issues you have identified.



	

	Happy with your figures? Got a good ratio of male/female staff? A good range of ages?

Use the space below to tell us how you have achieved this.



	


Disability, Religion and Sexuality

It is also important that all people feel safe and supported in their home and their workplace. Finding out what preferences your staff and service users have and acting to support these needs have is a proven method of improving staff retention.
Ultimately, if you are not aware of people’s disabilities or religious, spiritual, ethnic or sexual needs, how can you support them to live a full life? 
How can they enjoy working in an open-minded organisation?

	Disability

	No. of staff declaring a disability
	

	No. of staff with any long term illness, health problem or disability that with or without the use of aids or medication, limits their daily activities
	

	What support mechanisms are currently in place to support staff (present and future) with a disability or illness?

	Information Gathering (i.e. disclosure form, asking for details of allergies, dyslexia etc)  FORMCHECKBOX 

Physical Aids (e.g. ramps, hand rails, etc)  FORMCHECKBOX 
 Please describe: _____________________ ______________________________________________________________________

Communication aids (e.g. paperwork for those who are visually/audio impaired)  FORMCHECKBOX 

Please describe:__________________________________________________________

Other   FORMCHECKBOX 
 Please describe: __________________________________________________



	Number of staff trained in disability awareness:
	

	Number of staff NOT trained in disability awareness: 


	


Disability and Illnesses
Religion or Belief
Why on earth would you need to know about your staff’s religion or beliefs, or lack of?
It may seem on the surface that these things have little to do with the workplace. However, if you are not interested in your staff and support them in their lifestyles, then it is far less likely that they will work their best for you. You might even find down the line that lack of support for religious beliefs (for example) might restrict a great carer from working fully in their role – another loss to the organization.
It also actually decreases conflict in the workplace if everyone is fully informed and have knowledge of others’ beliefs. By supporting people’s beliefs and ensuring others are not uncomfortable with them at the same time will improve your retention of staff and make it a better place to work.
	Religion or Belief

	
	Service Users
	Staff
	
	Service Users
	Staff

	None
	
	
	Muslim
	
	

	Buddhist
	
	
	Sikh
	
	

	Hindu
	
	
	Other
	
	

	Jewish
	
	
	Christian 
(all denominations)
	
	


	What support mechanisms are currently in place to support your staff’s beliefs?

	Information Gathering procedure (i.e. disclosure form, asking for details of religious support required, if necessary)  FORMCHECKBOX 

Religious facilities (e.g. prayer room)  FORMCHECKBOX 
 Please describe: _____________________ ______________________________________________________________________

 Organisational structure (e.g. policies that support religious holidays, fasting, food available etc)  FORMCHECKBOX 

Please describe:______________________________________________________
Other   FORMCHECKBOX 
 Please describe: __________________________________________________



	Number of staff trained in religious awareness:
	

	Number of staff NOT trained in religious awareness: 
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Sexual Orientation

Just as you should be gathering information on the sexual orientation of your service users so that you can best provide the services they need to life a full life, so you should be making sure that your staff are trained to be open minded and supportive about these lifestyles. 

Sexual discrimination is still a sad reality in the workplace – by gathering this information from your staff you are taking the opportunity to promote your organisation as an employer of choice and a place where staff can work without fear of discrimination. 

Without this information, you will simply not be able to act on the needs of your staff, and they are far less likely to remain in your organisation. This could lead to a loss of valuable skills that could damage your service long-term.

	Sexual Orientation

	
	Service Users
	Staff
	
	Service Users
	Staff

	No Information
	
	
	Bi-Sexual
	
	

	Gay man
	
	
	Heterosexual
	
	

	Gay woman / Lesbian
	
	
	Preferred not to say on form
	
	


	What support mechanisms are currently in place to support your staff’s sexual orientation?

	Information Gathering procedure (i.e. disclosure form, asking for details of support required, if necessary)  FORMCHECKBOX 

Organisational structure (e.g. policies on what constitutes sexual discrimination / behaviour, support mechanisms e.g. counselling, etc)  FORMCHECKBOX 
 

Please describe: _________________________________________________________

Other   FORMCHECKBOX 
 Please describe: _________________________________________________


	Number of staff trained in sexual equality awareness:
	

	Number of staff NOT trained in sexual equality awareness: 


	


All new to you?

There are plenty of resources online to help you get started in creating an equality policy. Try: 

www.Acas.org.uk and order their ‘Advisory booklet - Delivering Equality & Diversity’ or call them on 0870 242 90 90 
www.businessballs.com for ideas on how to get your staff involved. 
Stonewall on 08000 50 20 20 or visit www.stonewall.org.uk for support on sexual equality.

	Action Plan Notes
What should I be looking for?

Now you have your figures in front of you, what do they tell you? Consider the following questions:

· Do you draw a blank when filling in these equality pages? If so, your first action should be to get procedures in place to gather this information, and training/support on how to gather it.

· Have you identified any issues or gaps in knowledge that you or your staff need support in? What are these? How can you work on these?
· If you are gathering this data, how are you using it to benefit the organization? Have you evidenced how it is benefiting your team?

· If you have any staff not trained in equality, when are you going to train them? Who is responsible for arranging this? How are you going to ensure that the learning is applied back at the workplace?

Use the space below to make notes on these questions and to outline your strategy / plans to overcome any issues you have identified.



	

	Happy with your figures? Got a good balance of cultures and lifestyles that represents your local community? Are you supporting your staff to work in a dignified, inclusive environment?

Use the space below to tell us how you have achieved this.



	


Training

No workforce plan could be complete without an idea of how you are going to make your actions happen. Invariably, this will include some sort of skills or knowledge development. 

First Step

The first place to look will be your training matrix for yourself and your staff. You will need to address as soon as possible any current gaps in your staff’s knowledge and qualifications. You will need to comply with all National Minimum Standards (see The Department of Health website at www.dh.gov.uk).

You may want to start by making sure you are compliant with the following standards:

28.1       A minimum ratio of 50%* trained members of care staff (NVQ level 2 or equivalent) is required, required the registered manager and/or care manager, and in care homes providing nursing, excluding those members of the care staff who are registered nurses.

30.1
The registered person ensures that there is a staff training and development programme which … ensures staff fulfill the aims of the home and meet the changing needs of service users.

If your organization has not already achieved these, then you will need to make it a priority in your action plan. Don’t forget to visit our website for information on the free training the Nottinghamshire Partnership provides to contracted care organizations in Nottinghamshire – www.nottinghamshire.gov.uk/workforceplanning   
Next Steps

Once you have achieved National Minimum Standards, you will need to look at the sections you have already completed in this document and your future plans to define what further training is necessary. 

· What skills and knowledge do you need to can carry out your action points? Do you already have all the skills you need?

· Consider whether traditional training is the right solution for you. Have you considered the following?

· Asking your staff what their ideas are to help you complete your action plan

· E-learning

· Mentoring

· Shadowing or learning from other local organizations

· What courses are available? What funding is available for you to help you access this training?

Any training needs you identify need to be written and given a timescale in your action plan at the end of this document.

So what happens now?
Hopefully the information you have put into this workbook has given you some ideas on what you would like to change in your service, and whether there are any problems you need to solve to support your workforce better.

This section is about looking back at your plan so far and deciding on some action points. What are the priority areas to address?

Use the table on pages 13 and 14 to record your learning points and work out some timescales. 

Completion Checklist
After you’ve completed your action plan, but before submitting this plan to the Workforce Planning Team, please check you have completed the following:
	Checklist
	Completed? Tick here

	Filled in the dates of completion and review at the bottom of the front page
	

	Completed all boxes throughout the document
	

	Completed the action plan table on page 11
	

	Attached a copy of your training matrix
	

	Attached a copy of your NMDS establishment report
	

	Signed and dated your plan at the bottom of this page?
	


	Signed: 
	

	Print Name:
	

	Dated:
	


This template has been developed in partnership with both City and County Councils and so if you have a joint contract you will only have to fill it in once.

Need Help? Contact our teams!
	
	Telephone
	Email

	Nottinghamshire County Council

Workforce Planning Team 
	0115 977 3416


	Workforce.planning@nottscc.gov.uk

	Nottingham City Council

Workforce Planning & Implementation 
	0115 876 2535


	Elaine.Harrison@nottinghamcity.gov.uk


Action Plan
	
	What’s the issue? What do we want to happen?
	How are we going to address this?
	When will we do this by? Why this timescale?
	How?
	Outcomes & How evidenced?

	e.g.
	High turnover of staff – we want to reduce this from 35% to 15%
	1. Reviewing our recruitment procedure

2. find out why people leave- introduce exit interviews
	By May 2010 - this will leave us time to recruit from uni and college leavers
	1. Manager to attend training on recruitment

2. Get exit interview templates from Workforce Planning Team

3. gain advice from Businesslink about recruitment policies 
	

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	


	
	What’s the issue? What do we want to happen?
	How are we going to address this?
	When will we do this by? Why this timescale?
	How?
	Outcomes & How evidenced?

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	


HOW are we supposed to gather this information?


This is a lot easier than it sounds, and it is happening already in a huge number of organizations.


Just as you gather information on a service user when you create their assessment and support/ care plan, when you recruit you should be asking potential staff if they have any specific needs or requirements that you can provide for them. 


Try these:


A simple form, which is anonymous and gives the option for them not to divulge their information, will be satisfactory. It gives them the chance to let you know, and gives you the evidence to prove that you have tried to find out. 


For current staff, have you ever tried a staff opinion survey? This is another opportunity to make staff feel included and welcome to input back into the organization.
































How are we supposed to support religious minorities?





ASK YOUR STAFF! They will be the best people to tell you what they need, and suggest ideas on how you can work together. Don’t forget, these needs may match with some of your service users, so get everyone involved- again it’s not about singling people out, more about making sure people are fully included.





It’s going to be different for every organisation, but don’t forget to support any changes you make with written records, and of course to let your staff know about it, you must be clear on your policy in your staff handbooks.








Did you Know?





Only 14.6% of staff in social care are male! With 52.6% of Nottinghamshire being male, we have a long way to go in representing the community in our workforce!
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