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Prescribed HR Planning Implementation Report Template
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NOTES FOR USING THE HR PLANNING IMPLEMENTATION REPORT TEMPLATE:

· The Template must be used for the development of the HR Planning Implementation Report.  

· The Template MUST be completed in conjunction with the HR Planning Guideline 2020 and HR Planning Template available at www.dpsa.gov.za. 
· This completed HR Planning Implementation Report reflects the strategic analysis and decisions made during the HR Planning implementation. It summarises implementation progress as well as overall evaluation findings.

· Please note the information boxes provide guidance on how and what must be done while the resources boxes contain suggestions on information sources.

· Please delete the information and resources boxes prior to approval of the HR Planning Implementation Report.
· The HR Planning Implementation Report should contain a detailed analysis of Quantitative and Qualitative information to inform implementation during the next cycle and must be responsive to the implementation challenges identified. 

· Please contact the DPSA: hrp@dpsa.gov.za should you require assistance.
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	SIGNED
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	DATE
	


HUMAN RESOURCE PLANNING DELIVERABLES 

SECTION ONE: HR PLANNING SUMMARY
	Information

This section should contain a summary of the HR Planning Implementation Report for the Executive Authority. The summary must provide feedback on implementation of HR Planning Objectives, implementation challenges and progress on implementation of the planned HR strategic interventions. 



1.1 Overview of progress with the implementation of the HR Plan (as per MTEF HRP Action/Implementation Plan which must indicate identified gaps/area that needed improvement, prioritised implemented HR Planning strategic interventions with outputs and targets set for the current year and expenditure)
	


1.2 Summary on key achievements in terms of outputs and/ or targets achieved annually and shortfalls for the current year 
	


1.3 Summary of Implementation challenges issues affecting the progress of performance against prioritised HR Planning Strategic Interventions identified and/or progress on targets not achieved in the current cycle).
	


1.4 Summary Recommendations/ Issues to be addressed in the next implementation cycle and to be included in the Action Plan for the next cycle  
	


HUMAN RESOURCE PLANNING DELIVERABLES 

SECTION TWO: SUMMARY HRP DATA FACT SHEET
Information
This section should cover the HRP data presented in diagrams, graphs and tables as per the HR Planning Summary in section one.
It should be noted that headings are just examples and should be linked to issues

identified within the MTEF PLAN.
Baseline information for reporting purposes will be data provided in the first year of 
implementation as per the HR Plan. 
TABLE 1: SUMMARY HRP DATA FACT SHEET 
Data Fact Sheet:
	Progress on plans to reduce/manage the vacancy rate for the current cycle  (Reflect baseline, current data and target to still be achieved)
	
	Progress on management of the organisational structure and targets around managing the COE costs in terms of actual expenditure  (Reflect baseline data, current and target to still be achieved)

	Graphical/Tabular representations

	
	Graphical/Tabular representations


	Progress on planned improvements around average turnaround time to finalise applications for incapacity leave for the current cycle(Reflect baseline , current data target to still be achieved)
	
	Expenditure on average training cost per critical occupations in the current cycle (Reflect baseline, current data target to still be achieved)

	Graphical/Tabular representations

	
	Graphical/Tabular representations 



	Progress on turnaround time on employee relations issues (Reflect baseline, current data and target to still be achieved) 
	
	Progress on planned improvements for the Department’s employment equity targets for women in the SMS (Reflect baseline, current data and target to still be achieved)

	Graphical/Tabular representations

	
	Graphical/Tabular presentations



The data sources……………….and Date………………
	Discussions: High level observations linked to the Data Fact Sheet



HUMAN RESOURCE PLANNING DELIVERABLES 

SECTION THREE: PROGRESS ON IMPLEMENTATION OF PRIORITY STRATEGIC INTERVENTIONS
Information

Elaborate on relevant audits and evaluations conducted on HRP implementation.

Please indicate the HRP objective and planned outputs for each strategic intervention.
Achievement of the objectives should be based on whether outputs have been achieved 
Or not. 
Implemented Strategic Interventions
Table 2: HR Planning Strategic Interventions
	
	HR Planning –Assessment Progress 

	FUNCTIONAL AREA
	PRIORITISED STRATEGIC INTERVENTIONS (PLANNED FOR CURRENT  CYCLE
	GAPS OR AREA IDENTIFIED FOR IMPROVEMENT 

(INDICATE WHETHER QUALITATIVE AND/OR QUANTITATIVE)
	PLANNED OUTPUTS
	PROGRESS WITH OUTPUTS (ACHIEVED/ NOT ACHIEVED)
	COMMENTS (if No, indicate the remedial action required)

	
	
	
	
	Yes
	No
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Table 3: HR Self-Assessment Implementation Progress 

	HR SELF –Assessment Progress 

	PRIORITISED INTERVENTIONS (PLANNED FOR CURRENT CYCLE)
	TIMEFRAMES PER INTERVENTION ACCORDING TO CURRENT CYCLE
	PROGRESS OF IMPLEMENTATION OF INTERVENTIONS (ACHIEVED/ NOT ACHIEVED)
	COMMENTS(if No, indicate the remedial action required)

	
	
	Yes
	No
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


HUMAN RESOURCE PLANNING DELIVERABLES 

SECTION FOUR: OVERALL ANALYSIS OF THE CURRENT IMPLEMENTATION 
Information
This section is dealing with the critical review of whether the plan is managed and whether the interventions identified and being implemented is actually showing positive impact.
Reviewing the HR Plan/Implementation Plan: this should be guided by the conditions for reviewing the MTEF Plan/amendment of Implementation Plan as captured in the HRP Directive. 
Whether conditions within the Department have changed significantly and a new HR Plan is warranted or that the Implementation Plan must be amended. 
4.1 Consider the following Issues:
	Changes 
	Short-term (Yes/No)
	Long-term (Yes/No)

	Change of the HRP Strategic Objectives
	
	

	Change of the strategic interventions to be implemented 
	
	

	Change of the targets
	
	

	Change of the outputs
	
	

	Change of the target dates
	
	


Short term changes: period less than 12 months can be linked to annual implementation cycle.
Long term changes: 12 months or more can be linked to reviewing the MTEF HR Plan.
4.2 Interventions to address shortcomings (this should inform the HR Planning Summary)
	Please indicate proposed interventions for addressing shortcomings pertaining to the implementation of the HR Planning methodology, targets and outputs. The identified interventions must be incorporated into the Amended Action Plan or the Reviewed HR Plan.



4.3 Review of the HR Plan or Amendment of the HR Planning Implementation Plan 
	Please indicate whether the Department will be amending the Implementation Plan or reviewing the MTEF HR Plan. Please tick the relevant box
Implementation Plan

Review the Plan

Not applicable
Please note that ticking the Implementation Plan option will require the Department to attach the amended implementation plan as an addendum. Selecting the reviewing Plan option will require the Department to submit a new plan in the following year. 


HR PLANNING PROCESS INFORMATION

SECTION FIVE STRATEGIC INTERVENTIONS EVALUATION (This should inform the Human Resource Planning Deliverables during the last year of implementation)
Information

Analysis should be done based on impact, quality, timeliness and value. This section must reflect on whether there has been improvements against identified gaps or areas of improvement over time, in terms of the overall achievement of targets.
Please complete this section only in the last year of implementation of the HR Plan.
5.1 Overall achievement of Targets over the period.
	HR PLANNING OBJECTIVES
	FUNCTIONAL AREA
	GAP/AREA OF IMPROVEMENT
	OVERALL PLANNED TARGETS

	ACHIEVEMENT OF TARGET DURING  THE LAST YEAR OF IMPLEMENTATION


	
	
	
	
	YES
	NO

	
	
	
	
	

	
	
	
	
	


5.2 Implications for Performance
	Indicators
	Progress

Please indicate the status with regard to the following: Please tick Yes/No

	Comment 

	
	YES
	NO
	

	The plan was successful in achieving the desired outcomes
	
	
	

	HR Planning Strategic interventions chosen were appropriate
	
	
	

	Assumptions and objectives on which the plan was developed were valid
	
	
	

	The required outcomes were achieved 
	
	
	

	The HR Planning strategic interventions were successfully implemented and completed
	
	
	

	Budget was available
	
	
	

	The implementation plan with timeframes and outputs were clear 
	
	
	

	Reports and analysis were acted upon
	
	
	


Please indicate whether the Department’s MTEF HR Plan was successful or not successful with reasons. Please tick the relevant box
Successful

Not Successful

Reasons:………………………………………………………………………………......
-----END----
ANNEXURE A: FEEDBACK ON THE IMPLEMENTATION OF THE HR PLANNING PROCESS/METHODOLOGY
Information
What aspects of the HR Planning process/methodology are working (problem areas should be highlighted and addressed.
Departments are required to reflect on the following questions, however, submission to the DPSA is not compulsory. Required Actions should be reflected in section 6 of the Report.
Table 4: Internal M&E to the HR Planning process 
	Indicator
	Progress
Please indicate the status with regard to the following: Please tick Yes/No

	Remedial action required (if the answer is NO)

	
	Yes
	No
	

	The Department has established an HR Planning Team
	
	
	

	The HR Planning Team is composed of representatives from management, HR and line function
	
	
	

	The HR Planning Team have an agreed plan of activities and timeframes required to develop the HR Plan 
	
	
	

	The executive management were optimally engaged in the previous HR Planning process
	
	
	

	Senior and middle managers participated in the HR Planning process 
	
	
	

	There is a process in place to share the HR Plan with new stakeholders
	
	
	

	Mechanisms are in place to generate and analyse the required qualitative and quantitative data
	
	
	

	The HR Plan is completely aligned with the Department’s overall strategy, goals and objectives.
	
	
	

	The HR Plan and organisational structure is aligned.
	
	
	

	The team used credible data to assist in identification of gaps.
	
	
	

	There is a clear implementation plan with timeframes and activities
	
	
	

	Progress regarding implementation of the HR Plan is communicated to stakeholders
	
	
	

	There is clear feedback from stakeholders that the HR Plan is confirmed and understood
	
	
	

	Analysis of HR Planning implementation and evaluation is in line with strategy and objectives
	
	
	

	Data is used for analysis and evaluation
	
	
	

	The reporting and analysis or evaluation is produced in line with HR Plan objectives
	
	
	

	The HR Planning budget is periodically reviewed as part of the monitoring and evaluation process against (Monthly and Quarterly ) and actual progress
	
	
	

	Resources are sufficiently skilled to undertake an analysis of the data
	
	
	

	Adjustments are made to the HR Plan where necessary
	
	
	

	There is a process for reporting of progress against milestones to the line managers of the Department
	
	
	

	Stakeholders are informed of the adjustments to the HR Plan
	
	
	

	There is clear feedback from stakeholders that the changes to the HR Plan are confirmed and understood

	
	
	


SECTION SIX
Annexure B- Table of the Amended Implementation Plan (where applicable)
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�The HRPIR presents Human Resource Planning implementation progress and monitoring and evaluation results. This Report should consider the structures, data collection and analysis and processes. It also requires an assessment and reflection of progress made in achieving the Department's HR Planning objectives as presented in the HR Plan.
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