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Introduction 
In SGH, all manpower requests are formalized through a Manpower Request Form (MCF) signed off by several levels of approvers. The hardcopy MCF could 

take up to one month (32.5 days) to complete the approval process, resulting in delays in manpower hiring. It is important that SGH has an efficient and effective 

manpower request process so that the departments can recruit staff in a timely manner in order to provide the best healthcare to our patients. 

Aim 
Reduce approval  turnaround time by 45% within  3 months. 

Methodology 
Data Collection 

The team ploughed through historical data to determine current 

turnaround time.  

 

Root Cause Analysis 

Root causes of the problems are identified. 

Space Constraints 

Too many sources of information 

Different Approvers for Different Requests 

Illegible Handwriting 

No Tracking System 

Serendipity and brainstorming 

Various solutions were developed to solve the root causes and 

further evaluated using the Decision Matrix Table.  

Result 

An online manpower requisition system was chosen as the final 

solution that could meet all the evaluation criteria. The system 

was piloted in a few departments for 3 months. 
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Target: 

45% improvement

Before 32.5 
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Conclusion 

The online MCF greatly improves 

the approval turnaround time with 

prompt email notification to the 

requestor and approvers. It has 

allowed HR and  departments  to 

hire  new staff in time.   

57.5% 
improvement 

Other benefits: 

- Cut waste 

- Increase efficiency 

- Better management of manpower 

- Minimise storage space 

- Zero loss of MCF in transit 

 

 

With the success of the system, eMCF will be implemented in various institutions in 

the SingHealth cluster.  

Real time update on the location and 

status of the MCF. 
Pertinent information is auto-populated. 

Requestors can attach relevant documents 

such as JD and store them electronically. 
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