
 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Literature Review: Tayforth Workforce Planning Project 2008-2009 

This review summarises a cross-section of the main documents and research relating to workforce 

development and workforce planning in Scotland’s Social Services.  It underpins the Scottish Social 

Services Learning Network Tayforth Workforce Planning project 2008-2009.  The research for this 

project was commissioned from Workforce Matters (Jan Miller) and Adrian Snowball Consulting. 
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1: INTRODUCTION 

A number of reports published during the past 5 years have provided useful information about the 

Scottish social services workforce, its size, composition, skills, qualifications and issues related to 

workforce planning.  There are also a number of documents that provide workforce planning tools 

and guidance.  Further relevant documents and reports support the workforce planning and 

development processes.   The aim of this literature review is to provide a summary and comment on 

the most relevant publications in these areas in the three sections of the report: 

¶ Workforce reports 

¶ Workforce planning guidance and tools 

¶ Other relevant publications 

The information collated presents useful background data to support the Tayforth Workforce 

Planning Project 2008-2009. This project is generating a sound evidence base in relation to workforce 

planning activity that supports registration and post professional/post registration learning in Social 

Service organisations in Tayforth.  This evidence base supports the identification of workforce 

planning and development related activity for the Learning Network from 2009 -11. 

The objectives of the Tayforth Workforce Planning Project are:  

1.  To develop a Tayforth-wide picture of workforce planning activity across social service 

employers, in relation to registration with SSSC and post-professional /post-registration 

learning 

2. To develop a current picture of the resources to support registration and post- 

professional/post-registration learning, who the providers are and the ways in which this 

learning is delivered  

Objective 1 Outcomes are: 

a) To identify the extent to which Tayforth employers have developed workforce plans to 

support registration and post-professional/post-registration learning, and their understanding 

of the workforce planning process   

b) To identify where shared priorities exist across these plans 

c) To develop a picture of the workforce requiring to register over the next 3 years 

Objective 2 Outcomes are: 

a) To identify the current assessment centres across Tayforth supporting workforce registration 

and post professional/post registration learning 

b) To identify their capacity and potential capacity to support identified registration 

requirements and post professional/post registration learning over next 3 years 

Relevant report summaries are provided on the following pages.   
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2: WORKFORCE REPORTS 

This section provides summaries of a range of the main workforce reports from 2005 – 2008, based 

upon the research of various organisations that support or undertake workforce development and /or 

planning in the Social Services Sector in Scotland.  The reports are presented more or less in the order 

in which they were written.  The Figures represent information from the reports but are not 

necessarily in the format in which this information appeared in the original documents. 

2.1: Scottish Executive (now Scottish Government)  

{ŎƻǘƭŀƴŘΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎ [ŀōƻǳǊ aŀǊƪŜǘΥ нnd Report of National Workforce Group 2006 

The last full report of the National Workforce Group on Scotland’s Social Services Labour Market was 

published by the Scottish Executive (now Scottish Government) in March 2006.  At that time 138,000 

people were estimated to be working in the social services workforce.  In the decade to 2004 the 

workforce grew by around 44%, with voluntary sector services growing from 10% of services in 1994 

to 25% in 2004. 

Figure1: Social Service Split by Sector 

 

Approximately 21% of the social service workforce held at least an SVQ level 2 or 3 award at that 

time, and 16% of staff held an HNC.  Nearly 9% of staff held a degree and just over 14% of employees 

had a nursing qualification.  Approximately 18% of staff held no qualifications at all, whilst 9,600 staff 

were working towards a qualification.  In October 2005 there were approximately 4,915 social 

workers employed in Scottish local authorities of an estimated total of 7,000 social workers in 

Scotland.  More than 80% of the workforce was female and showed a slightly older age profile than 

the Scottish workforce as a whole.  
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2.2: Futureskills Scotland 

Skills for Care and Development (Social Services Sector) Scottish Sector Profile 2007 

This profile was part of a series of sector profiles for Scotland produced by Futureskills Scotland jointly 

with Skills for Care and Development.  Futureskills Scotland was part of Scottish Enterprise.  Skills for 

Care and Development is the UK Sector Skills Council for the Social Services Sector whose functions in 

Scotland are undertaken by the Scottish Social Services Council (SSSC).  The profile was based on data 

from the Scottish Employers Skill Survey 2006.  The main findings were: 

The Skills for Care and Development sector is characterised by: 

¶ a workforce which is predominantly female 

¶ more people employed in personal service roles than other sectors 

¶ below average wages 

In terms of recruitment, sector employers report:  

¶ low labour turnover 

¶ few hard-to-fill vacancies 

¶ where hard-to-fill vacancies occurred, around half were for skill shortage reasons 

In terms of workforce development, sector employers:  

¶ report levels of staff proficiency similar to the average 

¶ are more likely to provide training 

¶ are more likely to participate in government-funded training schemes 

2.3: Scottish Council for Voluntary Organisations  

Voluntary Sector Skills Survey 2007 

This research explored skills gaps (internal organisational skills needs) and skills shortages (external 

skill needs of the job market) among paid employees within Scotland’s voluntary sector in 2007.  It 

was a study of all kinds of voluntary organisations; not just those concerned with social services, and 

provided some useful data concerning the development of the workforce. 

This sector comprised a large number of small organisations and a small number of large 

organisations.  They employed 90,391 staff, with the vast majority (83.4%) employed by the 21.3% of 

organisations with 25 or more paid staff.  Larger organisations were more likely to be involved in 

housing provision or management, and to provide social care.  Lack of funding and time were given as 

the main causes for skill gaps, though in organisations with 10+ staff, 84.7% were seen as having the 

‘right’ level of skills.  This does not in any way equate with qualifications for SSSC registration which 

were not considered in this study. 
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Overall, the most frequently mentioned skills gaps were legal knowledge (21.5%), health and safety 

(24.2%), fundraising (23.9%), and strategic use of IT (23.7%).  The most frequently mentioned skills 

shortages were communication (18.2%), team working (13.6%), health and safety (13.4%), fundraising 

(12.2%), monitoring and evaluation (12.2%) and strategic use of IT (12%).  Marketing was identified as 

a potential future skills shortage.  Most organisations (82.1%) had a formal business plan and a 

training and development policy (77.8%).  Figure 2 below shows the size and structure of the 

voluntary sector workforce in 2004, as reproduced in the 2007 report.  

Figure 2: Size of regulated voluntary sector  
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2.4: Voluntary Sector Social Services Workforce Unit (VSSSWU) 

Research Projects 2005 -2007 

In 2005 the Workforce Unit conducted a sample survey, covering approximately 1/3 of the voluntary 

sector social services workforce to establish readiness for registration with SSSC.  This indicated that 

approximately 21% of the workforce held qualifications with which they could register with SSSC.  

Two other surveys by CCPS (2004) and the Supporting People Enabling Unit (2005) showed similar 

qualification levels in the voluntary sector. 

In 2007 the Unit commissioned two further pieces of research to improve knowledge of the voluntary 

sector social services workforce in Scotland, and a further study looking at recruitment and retention.  

These were: 

¶ A comparative study of the adult residential care workforce in urban and rural Scotland 

(Glasgow and Highland) 

¶ A study of staff turnover in a sample of voluntary organisations 

¶ Recruitment and Retention lessons from beyond the Social Services Sector 

The first study reported on qualifications gaps i.e. the percentage of the workforce not holding an 

SSSC eligible qualification or not engaged in working towards one.  Overall there was found to be: 

¶ No significant gap at the care manager level 

¶ A 2% gap at supervisor level 

¶ A 25% gap at practitioner level 

¶ A 41% gap at support worker level 

There was little significant difference in rates between urban and rural Scotland, though one area of 

concern was among support workers in Glasgow where 69% of staff did not hold and were not 

currently working towards a qualification for registration.  On the other hand, levels of qualification 

among managers, supervisors and practitioners were encouraging.  Cost and staff cover were 

reported as the major barriers to staff gaining qualifications. 

The staff turnover research showed average staff turnover at 17%, which is comparable with that 

observed elsewhere in the social services sector and lower than that in the economy as a whole.  For 

example, the Scottish Sector Profile (SSSC 2007) indicates a labour turnover rate of 19% for the social 

service sector as a whole compared with an average of 22% for all sector skills areas. 

The third study of recruitment and retention lessons from beyond the social service sector presented 

case studies from a variety of organisations and provides a wealth of useful information.  There is an 

emphasis on valuing people, holistic thinking, developing supervisors and managers, and the value of 

a diverse workforce.   

άhƴŜ ǘƘƛƴƎ ǘƘŀǘ ƛǎ ǎǘǊƛƪƛƴƎ ŦǊƻƳ ǘƘŜǎŜ ŎŀǎŜ ǎǘǳŘƛŜǎ ƛǎ ǘƘŜ Ŝxtent to which many of the considerations 

that the largest global companies highlight are so similar to what we might expect to be discussed by 

the smallest social services organisation in Scotland.ΦΦΩ  
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2.5: Community Care Providers Scotland (CCPS) 

Qualification Rates and Training Costs for Voluntary Sector Social Care Providers 2007 

In June 2007 CCPS published the findings of a survey of its members on qualification rates and training 

costs for Voluntary Sector Social Care Providers.  The survey found that 64% of the workforce of care 

service providers in membership of CCPS were neither fully nor partially qualified to the standards 

required for registration by the Scottish Social Services Council (SSSC); that the cost of funding the 

workforce identified as unqualified by the 42 respondent organisations through to qualification to 

SSSC standard would be in excess of £30 million, not including staff backfill costs or post registration 

training and learning; and that the statutory sector had access to a higher level of funding for training 

than the voluntary sector, both in real terms and proportionate to the percentage of staff employed.  

The results of the survey were used by CCPS to raise issues with key decision makers, in particular the 

Changing Lives Workforce Development Group, and to discuss how the issues highlighted in the 

report might be tackled.  

2.6: Scottish Care  

Workforce Survey March 2008 

Scottish Care is an independent organisation that represents nursing homes and home care providers 

in Scotland.  Its workforce survey of Independent Care Homes for Older People in Scotland was 

published in March 2008.  The organisation received ‘Changing Lives’ funding from the Scottish 

Government to conduct this information gathering and strategy formation exercise in relation to 

Scotland’s 772 independent care homes (private and voluntary sector homes).  A very favourable 

response rate in the region of 50% was obtained.  The survey presented findings in relation to the 

structure of the sector (Table 1) and skill needs for different levels of staff.  Staff turnover was found 

to be within the range of the national average, ranging from 5% for managers to 27% for 

Practitioners/Support Workers. 

Figure 3: bǳƳōŜǊǎ ƻŦ ǿƻǊƪǇƭŀŎŜǎ ŀƴŘ ŜƳǇƭƻȅŜŜǎ ƛƴ ƻƭŘŜǊ ǇŜƻǇƭŜΩǎ home care sector 

Numbers of workplaces and employees in older people’s care home sector in Scotland by 

type of employer (i.e. local authority, private, voluntary) 

Employer Number of 

workplaces 

Number of 

employees* 

% of total 

workplaces 

% of total 

employees 

Local Authority 180 6,051 19% 14% 

Voluntary 140 4,375 15% 10% 

Private 632 32,678 66% 76% 

Total 952 43,104 100% 100% 
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Skill Needs 

Below are the outcomes of the key perceived future skills needs in relation to each category of staff 

registered by the SSSC namely Managers, Supervisors, Practitioners and Support Workers.  Employers 

were also asked about Ancillary staff. 

The highest rated current and future needs for Practitioners and Support Workers in relation to 

service user skills were consistently related to dementia, challenging behaviour and nutrition. 

Specifically, the need for team working indicated throughout was primarily about the need for the 

internal workplace to function better and for the management, supervisory, leadership and 

communication skills and aptitudes required to achieve this.  The other feature highlighted in this 

context was the lack of confidence/self-esteem (e.g. “LΩƳ ƻƴƭȅ ŀ ŎŀǊŜ ŀǎǎƛǎǘŀƴǘ ƻǊ ŎƭŜŀƴŜǊ”) on the part 

of many staff.  Soft skills needs in relation to literacy and written communication were high largely 

due to older people who had not engaged in learning for some years and who lacked the confidence 

to tackle the reflective writing required for the SVQ.  In addition there was a perceived need that 

many of the younger staff also lacked these skills. 

Figure 4: Current and Future Skill Needs 

 Current Skills Needs Future Skills Needs over 3 

years 

Current & Future Skills 

Needs 

Managers Planning & organising Financial management Health & safety  

 Basic computer 

literacy/IT 

Operational management Supervision & people 

development 

   Protection of vulnerable 

adults 

Supervisors Reporting & recording Health & safety Supervision & people 

development 

 Care planning Financial Management Team working 

  Operational management Leadership 

Practitioners Written communication Customer handling Team working 

 Interpersonal skills  Reporting & recording 

   Health & safety 
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Figure 4 continued 

 Current Skills Needs Future Skills Needs over 3 

years 

Current & Future Skills 

Needs 

Support 

Workers 

Oral Communication Team working Customer handling 

 Written Communication Reporting & recording  

  Health & safety  

Ancillary staff Oral communication Team working Written communication 

  Reporting & recording  

  Health & safety  

Key issues for organisations centred around funding, the need to address pay and conditions, the 

need for and lack of affordable training and development programmes, the need to be able to access 

NHS training resources and the need for an adequate support infra-structure, especially for the 

private sector. 

2.7: Scottish Care at Home  

Workforce Development Survey of Independent Care at Home Services 2008 

This document reports on a workforce development survey of independent (voluntary and private) 

care at home services in Scotland.  It was undertaken by Scottish Care at Home, a national 

representative body.  The work was funded by the Scottish Government’s ‘Changing Lives’ 

programme.  The report provides a helpful picture of the care at home workforce, its qualification 

levels and skill needs and gaps.  A questionnaire was distributed by mail and e-mail to 554 

independent Care Commission registered care at home organizations.  The response rate was 23%.  

Focus groups provided further information.  It is estimated that there are 415 voluntary sector 

services (56%), 205 private sector services (27%) and a further 125 (not surveyed) local authority 

services (17%).   
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Figure 5 below shows future perceived skills needs in relation to each category of staff analysed 

Figure 5: Future Perceived Needs 

 General Skills Client Specific Skills 

Managers 

 

 

Planning & organizing 

Leadership 

Financial management 

Supervision/coaching / development 
of the individual 

Health & safety 

Risk assessment 

Protection from abuse, neglect and 
exploitation 

Maintaining independence 

Supporting Rehabilitation 

 

Supervisors 

 

 

 Supervision/coaching / development 
of the individual 

Leadership 

Care planning 

Team working 

Planning & organising 

Risk assessment 

Protection from abuse, neglect and 
exploitation 

Maintaining independence 

Moving & handling 

Personal Care 
Workers 

(includes 
enhanced care) 

 

Reporting/recording 

Health & safety 

Lone working 

Verbal communication skills 

 

Moving & handling 

Simple administration of medication 
e.g. prompting 

Hygiene: food, personal and 
household 

Washing, bathing and toileting 

Maintaining independence 

Non Personal 
Care Workers 

 

 

Health & safety 

Reporting/recording 

Written communication skills 

Protection of vulnerable children 
and/or adults 

Lone working 

Non-Personal care tasks; e.g. 
housework 

Hygiene: food, personal and 
household 

Protection from abuse, neglect and 
exploitation 

Challenging behaviour 

Maintaining independence 
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Figure 6 below shows the percentage of the workforce with relevant qualifications. 

Figure 6: Percentage of qualifications of workforce 

 Percentage 

 Managers Supervisors Personal 

Care 

Workers 

(includes 
enhanced 

care) 

Non 

Personal 
Care 

Workers 

Those who hold relevant care related 
award 

41% 42% 18% 4% 

Those who hold relevant management 
related award 

23% 6%   

Those working towards relevant care 
related award 

9% 7% 10% 2% 

Those working towards relevant 
management related award 

12% 4%   

Focus groups indicated that much of the learning and development is being managed through internal 

provision.  They comment that this is as much about the lack of quality of locally available external 

provision and difficulties in accessing funding. 

Staff turnover varies across staff grades:  

¶ Managers 7% 

¶ Supervisors 5% 

¶ Personal Care Staff 15% 

¶ Non-Personal Care Staff  19% 

92% of organisations indicated that they have a learning and development plan /strategy in place to 

meet the learning and development needs of the workforce, though there was no consistency about 

what constitutes an organisational training plan.  Focus groups indicated an appetite for advice about 

the key components of a good plan for staff learning and development and also for workforce 

planning.   
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2.8: Scottish Social Services Council  

Sector Skills Agreement for the Scottish Social Services Sector 2008 

Sector Skills Agreements (SSAs) are developed by Sector Skills Councils (SSCs) in partnership with: 

• Employers 

• Training providers 

• Funders of training. 

Sector Skills Agreements aim to ensure that public training resources and funding are directed at the 

priority skills needs of all sectors.  SSAs outline how the SSC and employers will work with providers 

and funders to secure the necessary supply of training and outline how this goal will be achieved. 

Agreements aim to be forward looking, evidence based, driven by employers, action focused and 

comprehensive. 

The Scottish Social Services Council (as part of Skills for Care and Development, the Sector Skills 

Council for the social services sector) has developed a Sector Skills Agreement for the sector.  The 

Sector Skills Agreement (SSA) has been developed in collaboration with employers, partners and key 

stakeholders in the social services sector. 

2.8.1: How was the Sector Skills Agreement developed? 

Each Sector Skills Agreement has five stages: 

- Stage 1: A sophisticated assessment is made of each sector to determine short-term, medium-

term and long-term skills needs, and to map out the factors for change in the sector. 

- Stage 2: Current training provision across all levels is reviewed to measure its range, nature 

and employer relevance. 

- Stage 3: The main gaps and weaknesses in workforce development are analysed and priorities 

are agreed. 

- Stage 4: A review is conducted into the scope for collaborative action – engaging employers to 

invest in skills development to support improved business performance – and an assessment is 

made into what employers are likely to sign up to. 

- Stage 5: The final outcome is an agreement of how the SSC and employer will work with key 

funding partners to secure the necessary supply of training.  Written reports were prepared as 

part of stages 1, 2, 3 and 5 of the SSA. These reports can be accessed from the SSSC website. 
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2.8.2: Key findings from stages 1 and 2 

Key findings from stages 1 and 2 of the Sector Skills Agreement are listed below.  The full list of key 

findings can be found in the stage 2 report. 

Size and shape of the sector 

• The number of people working in the Scottish social services sector increased from 97,000 to 

139,000 between 1995 and 2004.  This represents a 43% growth rate compared to a Scottish industry-

wide growth rate of 7%.  (Source: Labour Force Survey) 

• Changes in the social services workforce from 1995 – 2004: 

o the voluntary sector more than doubled (from 17,000 to 35,000), 

o the private sector increased by over 75% (from 26,000 to 43,000) 

o the local authority workforce increased by approximately 7%.  Local authorities employed 

approximately 40% of the workforce in 2004, compared to a 60% share of the workforce in 

1995 

2.8.3: Training and Qualifications Available 

The sector was found to be well provided for in terms of the broad range of vocational qualifications 

which exist and are relevant to it.  These include Scottish Vocational Qualifications (SVQs) at levels 2, 

3 and 4, plus a suite of Professional Development Awards (PDAs) and Scottish progression awards.  

Other key qualifications include Higher National Certificates and professional awards in Social Work 

for undergraduates and postgraduates. 

2.8.4: Training Expenditure and Funding 

Good quality information on employers’ expenditure was difficult to obtain, although information on 

the range of funding streams targeted at the sector was already available. Some of the funding 

streams such as Modern Apprenticeships and the European Social Fund are relevant to all sectors of 

the economy.  There are a number of funding streams that are specific to the sector and most, if not 

all of them, come from parts of the Scottish Government with some responsibility for the sector. In 

the case of children’s day care services there appears to be a reasonably level playing field between 

local authorities, private and voluntary providers in terms of the funding they have access to.  

However, in the case of social care providers the situation is very different, with local authorities 

having access to far greater sums of money for training than voluntary or private sector providers. 

In April 2008 (shortly after the completion of the SSA) the Scottish Government and Skills 

Development Scotland announced that Adult Modern Apprenticeships would be refocused to support 

predominantly the Construction and Engineering related sectors. 
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2.8.5: Key issues and solutions from the SSA Process 

Fourteen key issues were identified during the Sector Skills Agreement process.  A series of solutions, 

action for employers and actions for partners was also developed.  A selection of the issues and 

solutions / actions is highlighted below.  The full list of issues and solutions can be found in the stage 5 

report. 

Figure 7: Key Issues and Solutions 

Key Issue Solutions and actions include: 

Compliance with 
registration requirements 

Development and approval of the Level 9 award for managers of 
children’s day care services. 

SVQ Assessment Centres to be encouraged to consider offering the 
HNC in Social Care to increase the sector’s training capacity. 

Encourage training providers to register with the National Database 
of Learning Opportunities. 

‘Soft Skills’ Implementation of the Continuous Learning Framework across 
Scotland. 

Dissemination and Implementation of the Recognising Prior 
Informal Learning Guidance. 

Encourage Learning Networks and Adult Literacy Partnerships 
(ALPs) to work together on support for the sector. 

 Service design and 
effective use of workforce 
skills 

 

Discuss with SQA the launch of the new Leadership and 
Management awards. 

Discuss with the NHS and Skills for Health the ways of building 
possible collaboration on the recent proposal for developing the 
workforce planning capacity of NHS staff. 

Explore with LearnDirect Scotland how their business support 
service can assist smaller employers to link their employee 
development plans to their business plans. 

Client Specific skills Development and approval of the Mental Health Officers’ Award. 

Promotion of the SSSC’s ‘Skills Sets’. 

Promotion and use of client specific National Occupational 
Standards. 

Increased promotion of resources developed by the Centres for 
Excellence. 
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3: WORKFORCE PLANNING GUIDANCE AND TOOLS 

Workforce planning is defined for the purpose of this project as:  

A structured process to optimise ensuring that the right people are in the right place with the right 

skills at the right time  

Several organisations have appreciated the need for support and guidance in relation to workforce 

planning.  The following summaries present a selection of some of the most useful guidance, 

documents and tools.  They are presented in alphabetical order, by organisation, rather than in any 

order of usefulness, which would in any case be rather subjective and difficult to do.  Many of the 

documents presented are designed with particular groups or purposes in mind, though much of the 

material is transferrable between sectors and can be adapted by organisations for their own needs. 

3.1: Edinburgh Voluntary Organisations Council (EVOC) 2007 

ECTNA ς EVOC Care Training Needs Analyser 

ECTNA is an on-line tool designed to enable organisations to gather, collate and analyse information 

about staff learning and qualifications.  Initially designed for use by voluntary sector organisations it is 

now also available to private and public care providers in Scotland.   The tool is useful for workforce 

planning, and contributes to recruitment of appropriate staff, and the completion of funding and 

tendering applications.  A step by step guide and support to use the tool are provided by EVOC.  There 

is a free on-line trial of the system available and a very moderate charge for subsequent use of the 

tool to cover support costs.  The tool can be accessed at:  

http://www.evoc.org.uk/learning/caretna.asp 

3.2: Private Care Sector Workforce Initiative (Workforce Initiative) 2009 

Planning your Workforce: An Introduction 

The Workforce Initiative is managed by Scottish Care in partnership with Scottish Care at Home.  It is 

funded by the Scottish Government to provide support to independent sector employers.  A very 

useful introduction to workforce planning is provided on its website, examining the different levels at 

which workforce plans can be prepared.  For example:  

¶ At a day-to-day level to ensure services are delivered safely and effectively 

¶ At a training plan level in terms of developing skills to provide a better service 

¶ At a strategic level  

The website also provides a direct link to many of the tools discussed in this document and to other 

useful guidance.  The web-site can be accessed at:  

www.workforceinitiative.co.uk  

  

http://www.evoc.org.uk/learning/caretna.asp
http://www.workforceinitiative.co.uk/
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3.3: Scottish Government 2007 

Core Minimum Dataset (CMDS) 

Version 2 of the CMDS was launched by the Scottish Government in 2007.  It is designed to help to 

improve the quality of data available on the Scottish Social Services Workforce in Scotland.  The CMDS 

provides a way of collecting and categorising information about the workforce so that is can be used 

easily, not only by organisations for their own workforce planning but also in providing a national 

database with comparable data.  The CMDS is being embedded in the Scottish Government’s annual 

census of local authority social work services and the Care Commission’s annual reports from 

registered providers.  Organisations using CMDS for their own database will not only have a valuable 

source of data for their own workforce planning but will be able to complete returns easily without a 

search for data from many different sources.   

The CMDS can be accessed from the Scottish Government website at: 

http://www.scotland.gov.uk/Publications/2007/02/12105705/0 

3.4: Scottish Social Services Council (SSSC) 2008 

Workforce Planning Tool 

This tool is available on CD-Rom and takes you through the process of creating a workforce plan for 

your organisation and/or service.  The aim of the tool is to help you think and work through key 

stages in the development and subsequent implementation of a workforce development plan.  It is 

based on an 8 stage process: 

1. Pre-planning – scoping the intended activity 

2. Data collection – gathering workforce information 

3. Assessment of current position – looking at external factors which may have an impact on 

what the organisation wants or how it might achieve it 

4. Future needs and scenario planning – looking in more detail at what your goal is 

5. Gap analysis- examining current position of workforce and the gaps between that and how 

you want the workforce to look in the future 

6. Strategies and action plans – strategies needed to cross the gap(s) of Stage 5 

7. Evaluation against initial plans – undertaken after you have begun to implement the plan 

8. Process evaluation – evaluating the process used to devise the plan 

By working through all the steps on the CD you create a workforce plan that can be implemented and 

evaluated.  This is a very useful tool available from SSSC.  Although only available on CD-Rom there is 

a print-off facility for the sections once completed.  To obtain a copy contact:  

enquiries@sssc.uk.com 

  

http://www.scotland.gov.uk/Publications/2007/02/12105705/0
mailto:enquiries@sssc.uk.com
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3.5: Scottish Institute for Residential Child Care (SIRCC) 2008 

Towards a Competent and Confident Residential Child Care Workforce 

SIRCC has prepared this guide for residential managers to plan for the registration and continual 

professional development of their residential care staff.  It provides a step by step approach to 

producing:  

¶ An audit of current qualifications for individual staff 

¶ An audit of current qualifications for teams 

¶ Personal development plans 

¶ Team action plans 

It also provides guidance on how to engage staff in these processes.  There are useful and interesting 

case studies, quotes and examples, as well as blanks of all forms that can be printed off for use by 

agencies.  The resource can be accessed at:  

http://www.learningnetworks.org.uk/workforceplanning/SIRCC_workforceplanningtoolkit.pdf 

3.6: Scottish Social Services Learning Network North 2008 

Workforce Planning Tools 

This report sets out to provide an insight into four workforce planning tools and to evaluate their use 

in the North of Scotland within the Social Services Sector.   The four tools are 

¶ Scottish Social Services Council (SSSC) - Workforce Planning Tool 

¶ Edinburgh Voluntary Organisations Council (EVOC) – EVOC Care Training Needs Analyser 

(ECTNA) 

¶ Scottish Institute for Residential Childcare (SIRCC) – Towards a Competent and Confident 

Residential Child Care Workforce 

¶ Voluntary Sector Social Services Workforce Unit (VSSSWU) – Workforce Planning – A Toolkit 

for Voluntary Sector Social Services in Scotland. 

All of these tools are considered elsewhere in this literature review.  The Learning Network report 

adds an evaluation of the tools described, stating that ‘each tool has unique attributes to workforce 

ǇƭŀƴƴƛƴƎ ŀƴŘ Ƙŀǎ ǘƘŜ ƪŜȅ ŦǳƴŘŀƳŜƴǘŀƭ ŜƭŜƳŜƴǘǎ ǘƻǿŀǊŘ ŀ ǎǳŎŎŜǎǎŦǳƭ ΨƭƛǾƛƴƎ ŘƻŎǳƳŜƴǘΩΦ  The author, 

Lynsey Turner, also reports that engagement with a survey of use of workforce planning tools was 

limited.   One message from this is that more awareness raising is required to effectively inform on the 

Workforce Planning tools that are available to assist the sector.   

The report can be obtained from the Learning Network by contacting: 

Jan.Foster@aberdeenshire.gov.uk  

  

http://www.learningnetworks.org.uk/workforceplanning/SIRCC_workforceplanningtoolkit.pdf
mailto:Jan.Foster@aberdeenshire.gov.uk
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3.7: Skills for Health 2009 

Six Steps Methodology to Integrated Workforce Planning 

This guidance sets out a practical on-line framework for workforce planning in the health sector, 

though it can be adapted for use in any workforce planning process, whether it is at strategic 

authority level or ward/unit level.  Effective workforce planning is seen as:  planning to ensure you will 

have a workforce of the right size, with the right skills, organised in the right way with the budget that 

you can afford, delivering services to provide the best possible care. 

 The methodology is particularly helpful where organisations are anticipating the need for change.  

The six steps help managers take into account the local demographic situation, implications for their 

service and finance, and provide checklists, resources and tools.  The steps are:  

1. Defining the plan.  This is undertaken in terms of purpose, scope and ownership 

2. Mapping service change.  This is the first of three inter-related steps in the process of service 

re-design.  It should outline goals/benefits of change, current baseline, drivers and constraints, 

option appraisal and preferred working model(s) and why 

3. Defining the required workforce.  This involves mapping the new service activities, even where 

this leads to new roles and new ways of working, through activity analysis, types and numbers 

of staff required and measures of proposed productivity 

4. Understanding workforce availability.  This is done through analysis of the current workforce, 

workforce forecasting and examining the options for future supply through retention, 

retraining, recruitment, deployment etc. 

5. Developing an action plan.  This requires planning to deliver the required workforce through 

gap analysis, priority planning, action planning and managing change 

6. Implementation, monitoring and refresh.  The final stage involves implementing the plan, 

measuring progress and refreshing the plan as required 

The guidance can be accessed through the Healthcare Workforce Portal at:  

http://www.healthcareworkforce.nhs.uk/resources/latest_resources/six_steps_refresh.html 

  

http://www.healthcareworkforce.nhs.uk/resources/latest_resources/six_steps_refresh.html
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3.8: Voluntary Sector Social Services Workforce Unit (VSSSWU) 2006 

Workforce Planning ς A Toolkit for Voluntary Sector Social Services in Scotland 

This toolkit is produced both as a hard copy booklet and on the VSSSWU website.  It presents clear, 

visual and accessible guidance on the workforce planning process.  Although it was designed with the 

voluntary sector in mind it can be adapted for use by any organisation.  Figure 1 of the guidance 

illustrates the cyclical nature of the planning process in terms of a six stage process divided into 3 

areas of activity:  

¶ Start up 

o Getting Started 

o Context and Drivers 

¶ Analysis 

o Building a picture 

o Developing a vision 

¶ Action 

o Analysing and bridging the gap 

o Structuring and evaluating the plan 

It includes reference to other useful tools such as the Core Minimum Dataset (CMDS) and ECTNA 

discussed above, and provides suggestions about how a workforce plan might be structured, with a 

series of questions to evaluate the plan once completed and implemented.   

Hard copies of the toolkit are available from:  

vswu.admin@ccpscotland.org.   

The toolkit can also be accessed on the Workforce Unit website at:  

http://www.ccpscotland.org/workforceunit/info/documents/WorkforcePlanningToolkit_000.pdf 

  

mailto:vswu.admin@ccpscotland.org
http://www.ccpscotland.org/workforceunit/info/documents/WorkforcePlanningToolkit_000.pdf
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4: OTHER RELEVANT DOCUMENTS AND REPORTS 

In addition to the documents considered so far in this paper, there are a number of documents and 

reports that provide guidance and/or information that is relevant to workforce development and 

planning.  Some of these provide useful background information whilst others provide useful 

guidance.  It would be impractical to include every publication that has a bearing on workforce 

planning and development.  A range of the most relevant documents and reports is considered briefly 

below. 

4.1: Association of Directors of Social Work (ADSW) / Scottish Executive 2005 

Improving Front Line Services ς A Framework for Supporting Front Line Staff  

When staff feel valued and supported they are more easily retained and are off sick less, they will 

ǎƘƻǿ ƎǊŜŀǘŜǊ ƳƻǘƛǾŀǘƛƻƴΣ ŎƻƳƳƛǘƳŜƴǘ ŀƴŘ ŦƭŜȄƛōƛƭƛǘȅΣ ǘƘŜȅ ǿƛƭƭ Ǝƻ ǘƘŜ ΨŜȄǘǊŀ ƳƛƭŜΩ ΦΦΦ 

This well-written document continues to provide very clear guidance to organisations about 

developing a workforce that is: 

¶ Competent and confident 

¶ Flexible and diverse 

¶ Safe and healthy 

¶ Enabled and empowered 

To some extent the content has been incorporated into the Continuous Learning Framework 

discussed below, but this is still a really good guide available from the publications page of 

www.socialworkscotland.org.uk  

  

http://www.socialworkscotland.org.uk/


Tayforth Workforce Planning Project ς Literature Review 

23 

4.2: Care Commission 2007 

The Quality of Care Services in Scotland  

In 2007 the Care Commission published ‘The Quality of Care Services in Scotland’.  This presents a 

picture of the Social Service sector that provides useful analysis of services, to supplement the 

workforce information of the other reports discussed in this paper.   

Although it appears that the majority of services are run by the private sector, this is somewhat 

skewed by the inclusion of child minders who make up 40% of all registered services.  Once child 

minders are excluded the largest proportion of services are run by the voluntary sector (38%), 

followed by local authorities (33%) and then the private sector (29%).    

The report indicates areas where the workforce needs further development.  These include:  

¶ person-centred planning 

¶ holding safely (SIRCC’s guidance) 

¶ child protection 

¶ including service users in planning support 

¶ leadership and management 

4.3: Menmuir, J. and Thomson, B. for SSSC and Skills for Business 2008 

Promoting Workplace Learning  

This document reports on research to explore, highlight and promote the benefits of workplace 

learning in Scotland.  The research was conducted in two organisations, one local authority (South 

Lanarkshire) and one voluntary organisation (Crossreach).  It is a qualitative study that draws on social 

service workers’ experience of learning in the workplace.  It is full of interesting quotes and examples. 

An analysis of the information from focus groups and from the individual interviews with training 

managers and managers of care settings made it clear that if workplace learning is to be geared to the 

challenges of today it needs to be built on a number of key characteristics in the organisation.  A 

summary of the findings from the case studies suggests a useful agenda for action for organisations to 

consider as they take their plans for workplace learning forward. 

These action points can also be considered in conjunction with the key characteristics of a social care 

learning organisation described by the Social Care Institute for Excellence (SCIE: www.scie.org.uk ) in 

its resource pack on learning organisations .  Organisations need to:  

¶ Be Sensitive to Context 

¶ Take Account of Important Factors in the Organisation 

¶ Use a Learner Centred Approach 

¶ Encourage a Collaborative Approach 

http://www.scie.org.uk/
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4.4: Perth and Kinross Council and SIESWE 2007 

Developing People 

The aims of this booklet are:  

¶ To share experiences of 2 groups of staff learning to learn within the workplace 

¶ Give examples of how their new learning changed and improved their practice 

¶ Provide indicators of support for learning in the workplace 

Very interesting and engaging case studies are presented, illustrating how vocational qualifications 

have made a positive difference to individuals, their organisations and service delivery.  The booklet is 

available from Perth and Kinross Council Social Care and Health Training Section or on-line at: 

http://www.iriss.ac.uk/files/developingpeople_web.pdf  

4.5: Scottish Credit and Qualifications Framework (SCQF) 2007 

Scottish Credit and Qualifications Handbook 

The SCQF assists learners, employers and the general public to understand the full range of Scottish 

qualifications, how they relate to one another and how they can contribute to improving individual 

and workforce skills.  The framework categorises qualifications at 12 levels and assists credit rating for 

Scottish qualifications.   The SCQF Handbook explains in detail the SCQF level descriptors and credit 

points and provides credit rating and credit transfer guidelines.  SSSC has produced a leaflet 

explaining SCQF, which is available from their website: www.sssc.uk.com.  SCQF is also explained in 

the ‘A Guide to Learning Provision in Tayforth’ which complements this document and which is also 

part of the Tayforth Workforce Planning Project.  

4.6: SCQF Social Services Working Group 2007 

Recognition of Prior Informal Learning (RPL); Guidance and Resources for Mentors and Learners 

¶ Resource Pack RPL: Mentor Guidance Pack 

¶ RPL Profiling Tool for SVQ Health and Social Care (level 3) 

¶ RPL links to SVQ3 Unit HSC 33 – Reflect on and develop your practice 

These tools have been developed to provide guidance for the use of RPL (Recognised Prior Informal 

Learning) within the social services sector.  They are comprehensive tools, many of which have 

usefulness not only to RPL but also to learning in general beyond the RPL process.  The RPL tools 

contain guidance, activity handouts and other resources to support learners and mentors.  The 

profiling tool is designed for learners to identify skills and knowledge achieved through their life and 

work experience.  The mentor guidance examines the role of a mentor and how mentors can support 

learners in an RPL process.  These resources are published by SSSC and available from: 

enquiries@sssc.uk.com  

www.sssc.uk.com  

http://www.iriss.ac.uk/files/developingpeople_web.pdf
http://www.sssc.uk.com/
mailto:enquiries@sssc.uk.com
http://www.sssc.uk.com/
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4.7: Scottish Executive 2005 

National Strategy for the Development of the Social Services Workforce in Scotland: A Plan for 
Action 2005 ς 2010 

The National Strategy puts forward solutions to the challenge of developing the social services 

workforce in terms of what constitutes effective workforce development, what is needed to support 

it, including the resources required, and what success might look like.  The document has interesting 

spotlights on practice.  VSSSWU have a summary of the strategy on their website:  

www.ccpscotland.org/workforceunit. 

The full document is available at: 

 www.scotland.gov.uk 

4.8: Scottish Executive 2006 

Changing Lives: The Report of the 21st Century Review of Social Work 

Doing more of the same woƴΩǘ ǿƻǊƪΦΦΦ ǘƻƳƻǊǊƻǿΩǎ ǎƻƭǳǘƛƻƴǎ ǿƛƭƭ ƴŜŜŘ ǘƻ ŜƴƎŀƎŜ ǇŜƻǇƭŜ ŀǎ ŀŎǘƛǾŜ 

participants, delivering accessible, responsive services of the highest quality and promoting well-

being... 

The 21st Century Review of Social Work aimed to take a fundamental look at all aspects of social work 

services in order to strengthen their contribution to the delivery of integrated services.  As a result of 

the review 5 change programmes were established which continue to provide guidance to the sector.  

These are:  

¶ Performance Improvement 

¶ Service Development 

¶ Leadership and Management 

¶ Practice Governance 

¶ Workforce 

The products of these groups support a single change agenda with the key themes of personalisation, 

professional practice, workforce development and leadership.  Further information and the Changing 

Lives Newsletter are available on the Social Work Scotland website.  This website was set up by the 

Scottish Government to enable users to access a wide range of information about the implementation 

of Changing Lives:  www.socialworkscotland.org.uk .  A podcast of an April 2009 speech by Carole 

Wilkinson, Chief Executive of SSSC entitled ‘What has Changing Lives Changed’ is available on the 

Social Services Knowledge Scotland website at: www.ssks.org.uk   

  

http://www.ccpscotland.org/workforceunit
http://www.scotland.gov.uk/
http://www.socialworkscotland.org.uk/
http://www.ssks.org.uk/


Tayforth Workforce Planning Project ς Literature Review 

26 

4.9: Scottish Government 2007 

Skills for Scotland: A Lifelong Skills Strategy 

This strategy establishes the Scottish Government’s priorities for raising skills and qualifications levels 

in Scotland’s workforce.  It highlights the following areas of development:  

¶ Individual development, including balancing needs of individuals and employers 

¶ Economic pull, including understanding current and projected demand for skills 

¶ Cohesive structures, including parity of esteem between academic and vocational learning 

¶ What employers need to do, including being ambitious consumers of skills 

There is a summary of this report on the VSSSWU website: www.ccpscotland.org/workforceunit 

The full report is available from the Scottish Government: www.scotland.gov.uk  

4.10: Scottish Government 2008 

The Framework for Continuous Learning in Social Services (CLF ς Continuous Learning Framework) 

The CLF is the key output from the workforce change programme under ‘Changing Lives’.  It has been 

produced through a partnership of the SSSC and IRISS (Institute for Research and Innovation in Social 

Services) with the support and expertise of a reference pool.  The CLF sets out what people in the 

social service workforce need to be able to do their job well now and in the future and describes what 

employers need to do to support them.   The four key areas of the CLF are:  

1. Knowledge, skills, values and understanding 

2. Qualifications and training 

3. Personal capabilities 

4. Organisational capabilities 

The CLF is for all social service workers and their employers.  It is not intended to replace the systems 

and processes which many organisations may already have in place, but to enhance their 

effectiveness.  The Framework is not mandatory but can support individuals and organisations to 

improve approaches to learning and development, career pathways and standards of practice.  

The full document, which has useful examples and guidance is available from SSSC and can be 

downloaded from their website at:  

http://www.sssc.uk.com/NR/rdonlyres/20BECBCE-C2D4-49D2-B050-D0D3931229E5/0/CLFPDF.pdf 

  

http://www.ccpscotland.org/workforceunit
http://www.scotland.gov.uk/
http://www.sssc.uk.com/NR/rdonlyres/20BECBCE-C2D4-49D2-B050-D0D3931229E5/0/CLFPDF.pdf


Tayforth Workforce Planning Project ς Literature Review 

27 

4.11: Scottish Social Services Council 2008 

Career Development Toolkit 

This interactive tool has been developed by SSSC for staff working in the social care, children, early 

years and young people’s workforce.  The Career Development Toolkit is a web resource which has 

information on qualifications and career pathways to help staff make informed choices and decisions 

about their future career.  It also includes a number of case studies which give real-world examples of 

career development in the sector.  The resource will help staff plan their on-going learning and 

development to help them achieve their career goals.  It can be accessed at:  

http://www.sssc.uk.com/Social+Service+Workforce+Planning/Career+Development+toolkit/Career+D

evelopment+toolkit.htm 

4.12: Scottish Social Services Council 2008 

SVQs in the Social Services Sector 

This report presents an analysis of relevant SVQs during the period June 2006 – December 2007.  The 

most popular awards were Health and Social Care at levels 2 and 3.  Also of significance were Early 

Years qualifications and their successors, Children’s Care, Learning and Development at levels 2 and 3.  

At level 4 the most prevalent qualification was Registered Manager Award with 5.2% of total 

certificates.   

The research found a rapid growth of registrations and certifications of SVQ qualifications and 

concludes that this is most likely to be due to the requirement for SSSC registration.  SQA dominates 

SVQ administration in Scotland, but there is still a small number (around one in 33) of awards made 

by other Awarding Bodies. 

  

http://www.sssc.uk.com/Social+Service+Workforce+Planning/Career+Development+toolkit/Career+Development+toolkit.htm
http://www.sssc.uk.com/Social+Service+Workforce+Planning/Career+Development+toolkit/Career+Development+toolkit.htm
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5: USEFUL WEBSITES 

The table below signposts the websites of organisations mentioned in this review.  All of them provide 

further information of relevance to workforce development and planning in Scotland.   

Title Website 

Care Commission  

(Scottish Commission for the Regulation of Care) 
www.carecommission.com 

Community Care Providers Scotland (CCPS) www.ccpscotland.org 

Edinburgh Council for Voluntary Organisations (EVOC) www.evoc.org.uk 

Health Care Portal www.healthcareworkforce.nhs.uk  

Institute for Research and Innovation in Social Services (IRISS) www.iriss.ac.uk  

Learning Networks www.learningnetworks.org.uk  

 Perth and Kinross Council  www.pkc.gov.uk  

Private Care Sector Workforce Initiative www.workforceinitiative.co.uk  

Scottish Care www.scottishcare.org  

Scottish Care at Home www.scahonline.org  

Social Care Institute for Excellence www.scie.org.uk  

Scottish Council for Voluntary Organisations (SCVO) www.scvo.org.uk  

Scottish Credit and Qualifications Framework (SCQF) www.scqf.org.uk  

Scottish Government www.scotland.gov.uk  

Scottish Institute for Residential Child Care (SIRCC) www.sircc.org.uk  

Scottish Social Services Council (SSSC) www.sssc.uk.com  

Social Services Knowledge Scotland (SSKS) www.ssks.org.uk  

Social Work Scotland www.socialworkscotland.org.uk  

Voluntary Sector Social Services Workforce Unit (VSSSWU)  www.ccpscotland.org/workforceunit  

  

http://www.carecommission.com/
http://www.ccpscotland.org/
http://www.evoc.org.uk/
http://www.healthcareworkforce.nhs.uk/
http://www.iriss.ac.uk/
http://www.learningnetworks.org.uk/
http://www.pkc.gov.uk/
http://www.workforceinitiative.co.uk/
http://www.scottishcare.org/
http://www.scahonline.org/
http://www.scie.org.uk/
http://www.scvo.org.uk/
http://www.scqf.org.uk/
http://www.scotland.gov.uk/
http://www.sircc.org.uk/
http://www.sssc.uk.com/
http://www.ssks.org.uk/
http://www.socialworkscotland.org.uk/
http://www.ccpscotland.org/workforceunit
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6: SUMMARY AND CONCLUSIONS 

This paper has summarised and commented on a number of publications about the Scottish social 

services workforce, workforce planning and development, and related issues.  They range from 

reports about the whole workforce in Scotland to ones that focus on specific parts of it, and from 

looking at learning and qualifications to recruitment and retention.  The sector comprises 

approximately 138,000 workers and although studies vary in their indications of qualification rates, 

support workers have in general been found to have low rates of qualifications, with a qualification 

gap ranging from 41% to 82%.  Skills shortages are frequently reported in verbal and written 

communication skills, team work, using IT and health and safety, and additionally for managers in 

planning and organising, leadership and supervision.  The Sector Skills agreement categorises key 

issues in 4 categories: compliance with registration requirements; soft skills; service design; client 

specific skills.  Suggestions for solutions and activities are presented. 

Very few research reports refer directly to workforce planning or give any detailed information about 

activity in relation to this.  SCVO reports that most organisations in their voluntary sector survey have 

a formal business plan (82%) and a training and development policy (78%).  Scottish Care at Home 

reports that 92% of organisations indicate that they have a learning and development plan/strategy in 

place, though there is no consistency about what this constitutes.  Focus groups in the study indicated 

an appetite for advice about the key components of a good plan for staff learning and development 

and also for workforce planning as a whole. 

A number of organisations have prepared very useful tools and guidance in relation to workforce 

planning.  Although many of these documents were prepared for a specific audience they all contain 

useful material that can be adapted to the needs of individual organisations.  This review has 

summarised a range of these and has also considered a number of other interesting and useful 

documents that have some bearing upon workforce planning and development. 

The publications examined provide useful underpinning knowledge and information for the Tayforth 

Workforce Planning Project.  It is not possible from any of them, however, to extract information that 

relates specifically to Tayforth.  This strengthens the case for the Learning Network’s own research to 

gain a picture of the workforce, learning and qualifications and workforce planning in Tayforth to 

inform its plans to support the sector in the future. 
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7: GLOSSARY 

 

ALP Adult Literacy Partnership 

CCPS Community Care Providers Scotland 

ECTNA EVOC Care Training Needs Analyser 

EVOC Edinburgh Council for Voluntary Organisations 

HNC Higher National Certificate 

IRISS Institute for Research and Innovation in Social Services 

PSCWI Private Sector Care Workforce Initiative 

SCAH Scottish Care at Home 

SCIE Social Care Institute for Excellence 

SCVO Scottish Council for Voluntary Organisations 

SIESWE Scottish Institute for Excellence in Social Work Education (now IRISS) 

SIRCC Scottish Institute for Residential Child Care 

SPEU Supporting People Enabling Unit (now the Housing Support Enabling Unit) 

SQA Scottish Qualifications Authority 

SSA Sector Skills Agreement 

SSKS Social Services Knowledge Scotland 

SSSC Scottish Social Services Council 

SSSLN Scottish Social Services Learning Networks 

SVQ Scottish Vocational Qualification 

VSSSWU Voluntary Sector Social Services Workforce 
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