Human Resource Planning worksheet - template


	Date Prepared:
	     
	Timeframe of Plan:
	     
	to
	     


	STEP 1: Forecast Impact of Business Needs on Human Resources

	List key goals from the business plan/strategic plan. Include special projects, growth targets, introduction of new products/services etc.  
	Will we require additional staffing resources to be successful with this goal? If yes, describe needs.
	Does our current staff have the skills and knowledge required to be successful with this goal? If no, describe any gaps.
	What impact will this goal have on current staff? Consider potential changes to job responsibilities, communication needs, reporting relationships etc.  
	List action items to address human resource needs.

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	STEP 2: Identify Other Factors Impacting Human Resources

	Other factors anticipated to impact our human resource needs during this time period 
	Details:
	List action items to address human resource needs.

	Staffing Levels:

List anticipated changes in staffing levels.  This may include anticipated turnover rate and/or list of specific positions anticipated to become vacant within next 3-5 years.
	     
	     

	External Factors:

What external factors may impact our ability to attract and retain our talent? This may include available forecasts such as changes in the community, local competition, demographics or labour force.  
	     
	     

	Other Challenges or Opportunities:

What additional human resource challenges or opportunities do we anticipate that should be addressed in this time period? May include training, compensation, benefits, new or changing HR programs or other special initiatives) 
	     
	     


	Step 3: Human Resource Plan - Priorities

	List action items identified in Steps 1 and 2 above that are to be undertaken within the identified timeframe.   
	Timeframe (Start)
	Timeframe (Completion)
	Desired Outcome/Targets – What is our measure of success with this action item?  
	Responsibility - Who is responsible for ensuring this action item is completed? 
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Refer to FSABC HR Toolkit for additional information and resources 
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