
University of Global Village 

Department of Business Administration

Course Title: Manpower Planning & Policy/ Workforce Planning & 
Development

Course Code: 0413-644; 0413-524; 0413-727 Credits: 03

Semester End Examination (SEE) hours: 03 CIE Marks: 90
SEE Marks: 60

Course Learning Outcomes (CLOs)-after Successful completion of the course 
students will be able to-

CLOs

CLO1 Understand and Explain the fundamental concepts, principles, and 
importance of manpower planning and policy in organizational success.

CLO2
Demonstrate the process of designing manpower policies that align
with organizational goals and industry practices.

CLO3

Analyze workforce trends and organizational data to identify gaps and
inefficiencies in manpower planning. Compare different manpower 
planning  strategies  and  evaluate  their  effectiveness  for  specific 
organizational contexts.

CLO4
Evaluate the impact of manpower policies on organizational
performance, employee satisfaction, and long-term sustainability.

CLO5
Design innovative manpower policies to address workforce challenges
such as skill gaps, retention, and succession planning.



Course plan specifying content, teaching times and CLOs

SL No Topic Hours CLOs
1 Manpower Planning & Policy 4 CLO1

CLO2

2 Human Resource Planning 6 CLO1
CLO3

3 Staffing 4 CLO2
CLO3 
CLO4

4 Selection 4 CLO2
CLO3 
CLO4

5 Training & Developing Employees 4 CLO2
CLO4 
CLO5

6 Performance Appraisals 6 CLO2
CLO3 
CLO4

7 Employee  Benefits  &  Compensation
Management

4
CLO2 
CLO4

8 Collective Bargaining 2
CLO2 
CLO3 
CLO4 
CLO5



 Course plan specifying content, CLOs, Teaching Learning and Assessment 
Strategy Mapped with CLOs : (TLS= Teaching Learning Strategy, AS= 
Assessment Strategy)

Week Chapter Course Contents Teaching
Learning 
Strategy

Assessment
Strategy

Correspondin
CLOs

1 1 Manpower Planning & Policy

 Definition of Manpower 
Planning

 Objectives

 Importance of Manpower 
Planning

 Process of Manpower 
Planning

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Assignment

 Quiz

 Written 
Examinations

 Assignment

CLO1

CLO2

2 1 Manpower Planning & Policy

 Process of Manpower 
Planning

 Job Design

 Purpose of Job Design

 Process of Job Design

 Job Description

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Assignment

 Quiz

 Written 
Examinations

 Assignment

CLO1

CLO2

3 2 Human Resource Planning 
Definition
 Needs for Human

Resource Planning
 Responsibility  of  Human 

Resource Planning
 Process

 Lecture

 Discussion

 Quiz

 Written 
Examinations

 Case Study

CLO1

CLO3



4 2 Human Resource Planning

 Forecasting Techniques

 Statistical Techniques

 Skill Inventory

 Organizational Chart

 Written
exam

 MCQ test

 Assignment

 Presentation

 Written exam

 MCQ test

 Oral test

CLO1

CLO3

5 2 Human Resource Planning

 Auditing Human Resource

 Terms about JOb

 Conducting Job Analysis

 Job Specification

 Job Evaluation

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Assignment

 Written exam

 MCQ test 

Oral test

CLO1

CLO3

6 4 Staffing
 Definition
 Process of Staffing
 Four Basic Steps
 Strategic Planning
 Recruitment
 Selection

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Assignment

 Question &
Answer 
(Oral)

CLO2
CLO3 
CLO4

7 4 Staffing

 Induction & Orientation

 Training & Development

 Performance Appraisals

 Transfer & Separation

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Assignment

 Question &
Answer 
(Oral)

 Class Test

CLO2
CLO3 
CLO4

8 5 Selection  Lecture  Question & CLO2



 Meaning

 Definition

 Importance

 Aspects of Employee 
Selection

 Selection Process

 Selection Testing

 Discussion

 Problem 
Solving

 Exercise

 Assignment

Answer
(Oral)

 Class Test

CLO3
CLO4

9 5 Selection

 Selection Interview

 Types of Selection 
Interview

 Barriers to Effective 
Selection

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Assignment

 Question
Answer 
(Oral)

 Class Test

&

CLO2 

CLO3 

CLO4

10 8 Training & Developing
Employees

 Introduction

 Socialization

 Assumption of Employee 
Socialization

 Process of Socialization

 Employee orientation

 Lecture

 Discussion

 Question
Answer 
(Oral)

&

CLO2 
CLO4 
CLO5

11 8 Training
Employees

& Developing  Lecture

 Discussion

 Question
Answer 
(Oral)

& CLO2
CLO4 
CLO5



 Employee Training

 Employee Development

 Organization Development

 Evaluating  Effectiveness 
of Training & 
Development

 International  Training  & 
Development Issues

 Problem
Solving

 Exercise

 Assignment

 Class Test

12 9 Performance Appraisal

Meaning 

Process

Methods

 Written
exam

 MCQ test

 Assignment

 Presentation

 Written exam

 MCQ test

 Oral test

CLO2
CLO3 
CLO4

13 9 Performance Appraisal

 Assessment Centre

 Process of Assessment 
Centre

 Advantage

 Limitations

 MBO

 Appraisal Interview

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Question &
Answer 
(Oral)

 Class Test

CLO2
CLO3 
CLO4

14 9 Performance Appraisal

 Team Appraisals

 Performance Appraisals 
Problem

 Advantage &

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Question &
Answer 
(Oral)

CLO2
CLO3 
CLO4



Disadvantage of MBO  Assignment

15 10 Employee Benefits &
Compensation

 Definition

 Benefits of Employee 
Benefits

 Gratuity

 Tax Treatment of Gratuity

 Medical Care

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Assignment

 Question &
Answer 
(Oral)

 Class Test

CLO2
CLO4

16 10 Employee Benefits &
Compensation

 Advantage of Medical 
Care

 Disadvantage  of  Medical 
Care

 Health Insurance

 Provident Fund

 EPF

 Lecture

 Discussion

 Problem 
Solving

 Exercise

 Assignment

 Question &
Answer 
(Oral)

CLO2
CLO4

17 11 Collective Bargaining

 Definition

 Labour Contract

 Issues in CB

 Types of CB

 Lecture

 Discussion

 Problem 
Solving

 Question &
Answer 
(Oral)

CLO2
CLO3 
CLO4 
CLO5



CIE- Continuous Internal Evaluation (90 Marks)

Bloom’s 
Category

Marks (out of 
90)

Quiz

(15)

Assignme 
nts

(15)

External Participation 
in Curricular/ Co- 

curricular activities
(15)

Test
(45)

Remember Bloom’s affective 
domain: (Attitude or 

Will)
Attendance: 15
Copy or Attempt to copy:
-10
Late Assignment: -10

10
Understand 05 05 05

Apply 05 10
Analyze 05 05
Evaluate 05 05 10
Create 05

SEE- Semester End Examination (60 Marks)

Bloom’s 
Category

Test

Remember 10
Understand 10
Apply 10
Analyze 10
Evaluate 10
Create 10



Recommended Books:

"Manpower Planning: Strategies and Techniques for Human Resource 
Management"

Author: Bramham John

Supplementary Readings:

1. · "Manpower Planning: Theory and Practice" by R. G. Barry

2. · "Workforce Planning and Development" by Stephen B. King



Manpower Planning & Policy

Chapter-1

Week 1
Slides 1-10



What is Manpower Planning?

Definition:
Manpower planning is the process by which an 
organization  ensures  that  it  has  the  right 
number and kinds of people capable efficiently 
and effectively completing those tasks that are 
in direct support of the company’s mission and 
strategic goals.



• “Through planning, a management strives to 
have the right number and the right kinds of 
people at the right places, at the right time, to 
do things which result in both the organization 
and  the  individual  receiving  the  maximum 
long-range benefit”- Velter Eric W





Importance of Manpower Planning

• Importance # 1. Key to Managerial 
Functions:

• The four managerial functions, i.e., planning, 
organising, directing and controlling are based 
upon the manpower. Human resources help in 
the implementation of all these managerial 
activities. Therefore, staffing becomes a key to 
all managerial functions.



• Importance # 2. Efficient 
Utilization:

• Efficient management of personnel's becomes 
an important function in the industrialization 
world   of   today.   Setting   of   large-scale 
enterprises require management of large-scale 
manpower. It can be effectively done through 
staffing function.



• Importance # 3. Motivation:
• Staffing  function  not  only  includes  putting 

right men on right job, but it also comprises of 
motivational programmes, i.e., incentive plans 
to  be  framed  for  further  participation  and 
employment  of  employees  in  a  concern. 
Therefore, all types of incentive plans becomes 
an integral part of staffing function.



• Importance # 4. Better Human Relations:
• A concern can stabilize itself if

relations 
relations

develop and are strong. 
become strong trough

control, clear communication,

human 
Human 

effective 
effective

supervision  and  leadership  in  a  concern. 
Staffing function also looks after training and 
development of the work force which leads to 
co-operation and better human relations.



• Importance # 5. Higher Productivity:
• Productivity  level  increases  when  resources 

are  utilized  in  best  possible  manner,  higher 
productivity is a result of minimum wastage of 
time,  money,  efforts  and  energies.  This  is 
possible  through  staffing  and  its  related 
activities (Performance appraisal, training and 
development, remuneration).



Process of Manpower Planning



Week 2
Slides 12-20



Process of Manpower Planning

• Step # 1. Organizational Objectives and Plans:
• The starting point of any activity in an organization/enterprise is its objective which 

originates of various plans and policies that provide direction for future course of action. 
Depending upon these directions, various subsystems of the enterprise devise their own 
plans and programmes. In this way each sub system’s plans and programmes are linked to 
the principal organizational plan and policies.

• Step # 2. Preparation of Manpower Inventory:
• Inventory is term which is normally utilized for counting of tangible items which 

are necessary to manufacture a product and to maintain the equipment and 
machinery in good working order. In same way, inventory of human resources can be 
prepared.

• Step # 3. Forecasting of Manpower Requirement:
• The first essential ingredient of manpower planning is the forecasting of 

manpower requirements for human resources in an organization over a period 
of time.

• In one way this requirement depends on the scale of operations of the 
organizations over the period of time under consideration. However, total 
human requirements do not have complete linear relationship with the volume 
of production/operation.



• Step # 4. Identification of Manpower Gap:
• The difference between manpower required at a particular time and the 

personnel being available at that time is known as manpower gap. Because 
mere aggregate quantitative gap would not serve much purpose so the gap 
should be measured in respect of various types of personnel. Basically this 
gap may be of two types: surplus human resources and shortage of human 
resources.

• Step # 5. Formulate Plan
• Once the employment gaps are estimated, the Human resources planning 

team should formulate a plan for the recruitment, training, development, 
termination, interdepartmental transfers, promotion, or early retirement of 
employees based on the requirements of the organization. The employment 
plan can vary based on the deficit or the surplus estimated in forecasting the 
demand and supply stage.



• Step 6. Implement Plan
• Once the human resources plan is formulated, the human resources 

department should implement the plan in the organization. This 
should be aligned with the goals and objectives of the organization 
as  well  as  the  goals  and  objectives  of  each  department  of  the 
organization.

• Step 7. Monitor, Control, and feedback
• Once the human resources plan is implemented, the plan should be 

monitored continuously to ensure the alignment of the plan to the 
objectives of the departments. The necessary controls should be put 
in  place  and  the  feedback  at  each  level  should  be  obtained  to 
measure any defects in the implemented human resources plan. The 
necessary changes should be implemented according to the feedback 
obtained  in  the  ongoing  process  in  order  to  make  the  human 
resources plan a success.

https://www.thebalancecareers.com/objective-s-2275176
https://www.thebalancecareers.com/objective-s-2275176
https://www.thebalancecareers.com/objective-s-2275176


Job Design
• Job design is the process of establishing employees’ 

roles  and  responsibilities  and  the  systems  and 
procedures that they should use or follow. The main 
purpose of job design, or redesign, is to coordinate 
and  optimize  work  processes  to  create  value  and 
maximize performance. However, it’s also a central 
element in creating good quality jobs or ‘good work’ 
which benefit  workers  themselves  as well as their 
employers.



Purposes of Job Design
• Align businesses with employees: Successful job 

design  can  help  align  both  business  and  employee 
values. This can result in decreased turnover and also 
helps promote increased productivity.

• Secure a competitive advantage: The expectations 
and  the  landscape  for  work  are  ever-evolving,  and 
regular job design allows companies to stay up-to-date 
on these changes to attract top talent. It can also give 
current  employees  the  chance  to  succeed  in  their 
positions and enhance their overall competencies.

• Increase   employee   motivation:   Roles   and 
responsibilities constructed in a well-designed manner 
can  help  increase  motivation  and  reduce  job  duty 
confusion.



Process of Job Design



• Job information
• HR needs to have the information about the job being performed by the 

employee; it not only helps in the evaluation of the compensation design 
for an employee but also gives the role clarity. Information that is not true 
may lead to disparities between the plan and its execution and then the 
evaluation.

• Job analysis
• The next is to analyze all the information collected and the HR has to pick out 

the imperative and important aspect of the job that is required to be done and 
the responsibilities that are to be carried out in the job.

• Develop the job design plan for the employee
• On the basis of the information analyzed about the job and about how the employee 

feels about his/her job. To check, if there is any sign of discomfort or dissatisfaction 
regarding their job.



• Implementation
• After  deciding  on  the  job  design  method  to  be  rolled 

out, HR needs to implement it in a successful way, where 
the  goal  of  the  individual  and  the  company  are  in 
alignment. And you also need to guide the employee at 
every step about their role and responsibilities and why it 
will be beneficial for them to carry out the action for a 
particular job design method.

https://www.hrhelpboard.com/human-resource.htm


Job Description
• A job  description  summarizes  the  essential  

responsibilities, activities, qualifications and skills for 
a role. Also known as a JD, this document 
describes the type of work performed.

• A job description should include important company 
details — company  mission,  culture  and  any  
benefits  it  provides  to employees. It may also 
specify to whom the position reports and salary 
range.

• An effective job description will provide enough 
detail  for candidates to determine if  they’re 
qualified for the position. Not only that, but 
accord ing  to  an  Indeed  su rvey,  52% of  job 
seekers say the quality of a job description is very or 
extremely influential on their decision to apply 
for a job.
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Slides 33-46
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Chapter-5
Selection
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Slides 20-36
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Slides 14-24
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Slides 18-38 
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Slides 40-52
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Slides 27-55
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