[Insert agency name and 

the name of the vocational services unit]

Employer Information Form

This form helps to guide a conversation between the agency’s labor market intermediary and the vendor’s hiring and recruitment representative about the labor force needs of the company and concerns about hiring people with mental health conditions. If possible, complete this form in a face-to-face interview during which you describe the agency and present the services offered as a labor market intermediary.

Note to interviewer: Your directions are in bold type. The questions to the respondent are in regular type

Hiring and Recruitment Contact Name (this may be different to the name passed on to you by the staff member with the vendor contact):________________________________________________________
Contact Title:__________________________________________________________________________

Contact Phone Number:_________________________________________________________________

Contact Email:_________________________________________________________________________

Company Name:_______________________________________________________________________

Company Address:_____________________________________________________________________

Agency staff member who referred vendor to vocational services:_________________________________

Section I: About the Company

1. What are the days of operation? (Circle all that apply)




1. Monday - Friday






2. Saturday & Sunday

3. Saturday only

4. Sunday only

5. Other: ____________________________

2. What are the hours of operation?

Week day hours:_____________________

Week night hours:___________________

Weekend day hours:_________________

Weekend night hours:________________

3. How many sites do you have in New York City?____________________________________

4. What is the total number of employees?__________________________________________

5. What type of work is available at your company? (Circle all that apply)
1.  Full time


 7.  Weekend shifts

2.  Part time


 8.  Night shifts

3.  Seasonal


 9.  Swing shifts

4.  Variable hours


10.  Temporary positions

5.  Paid internships

11.  Unpaid internships

6.  Volunteer positions

12.  Other (specify: _______________________________)

6. What proportion of jobs are unionized? (Circle one)
1.  None


3.  26% to 50%

2.  Less than 25%
4.  More than 50%

7. On average, how many openings are available each month?____________________________

Section II: Available Jobs, Hiring and Recruitment

8.  What jobs are most frequently available? (Get job descriptions if available)
Job 1:________________________________________________________________________________

Job 2:________________________________________________________________________________

Job 3:________________________________________________________________________________
9.  What are the minimum qualifications for most frequently available jobs?

Job 1:________________________________________________________________________________

Job 2:________________________________________________________________________________

Job 3:________________________________________________________________________________

10. What is the pay range for most frequently available jobs?

Job 1:________________________________________________________________________________

Job 2:________________________________________________________________________________

Job 3:________________________________________________________________________________

11. Are benefits available? (Circle one)
1.  Yes

2.  No

12. Does the company provide training, related to required job skills and knowledge, to new hires? 

(Circle one)

1.  Yes

2.  No

13. What are your methods for informing applicants about available positions? (Circle all that apply)
1. Newspaper advertisements

2. Web sites

3. Career fairs

4. Partnerships with educational institutions

5. Placement services

6. Word of mouth

7. Formal employee referral systems

8. Walk-ins

9. Through unions

10. Other (specify)_________________

(Note to interviewer: If possible, learn specific recruitment sources)

14. To what extent do the following pose problems to filling jobs? For each item, tell me if it poses a problem to a great extent, moderate extent, small extent or not at all. If there is a problem, to any extent, please describe.

(Circle the number that best fits the response)

1.  Trouble finding  qualified applicants?
1. Not at all
2. Somewhat
3. Moderate 
4. Great

Describe:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  Location of the work?

1. Not at all
2. Somewhat
3. Moderate 
4. Great

Describe:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.  Work hours?


1. Not at all
2. Somewhat
3. Moderate 
4. Great

Describe:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.  Type of work?


1. Not at all
2. Somewhat
3. Moderate 
4. Great

Describe:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.  Demands of the job?

1. Not at all
2. Somewhat
3. Moderate 
4. Great

Describe:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.  Salary level?


1. Not at all
2. Somewhat
3. Moderate 
4. Great

Describe:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

15. How would you describe staff turnover? (Circle one)
1.  High (more than 25% of jobs are open each year)

2.  Medium (10 – 25% of jobs are open each year)

3.  Low  (less than 10% of jobs are open each year)

Section III: Employer’s Experience with Employees with Disabilities or Mental Health Conditions

16. Now, can you tell me about your experience with employees with disabilities, including those with mental health conditions or substance abuse issues?   (Disabilities, for example, might include hearing, vision or mobility impairments, heart disease, diabetes, cancer, or hypertension.  Mental health conditions might include feeling blue all the time, or anxious or fearful a lot of time.)

(Note to interviewer: Probe for the following information: have they ever hired people with mental health conditions; what happens when someone experiences the onset of a disability, mental health condition or substance abuse problem once employed; what experience have they had with workplace accommodation; is the accommodation process formal or informal?)

17. When considering an applicant with a mental health condition what ideas come to mind?(Circle all that apply)
1. Reliability

2. Productivity

3. Cost of accommodation

4. Safety

5. Work group morale

6. Supervisory time

7. Violence

8. Qualifications

9. Loyalty

10. Liability

11. Lack of experience

12. Gaps in work history

13. Value of public image

14. Gratitude of customer

15. Any others?_____________________

18. How comfortable do you think people at your company would be working with someone with a mental health condition? (Circle one)
1.) Very comfortable

2.) Moderately comfortable

3.) Somewhat comfortable

4.) Not at all comfortable

19. (If moderately, somewhat or not at all comfortable ask) What would be their concern?

20. Have you worked with a social service agency before? (Circle one)
1.  Yes




2.  No

21. What should a social service agency know about your company if they were going to offer services to you?

22. How could a social service agency be helpful to your business?   How might that take place?

Next Steps 

(Note to interviewer: On completing the interview you should try to establish a plan for the future with the interviewee that addresses the following areas.)

Process for referral of a specific consumer:

Follow up steps:








Dates:

_____________________________________________________            
___________________

_____________________________________________________            
___________________

_____________________________________________________            
___________________

Process for maintaining on-going relationship with employer

Follow up steps:








Dates:

_____________________________________________________            
___________________

_____________________________________________________            
___________________

_____________________________________________________            
___________________

Process for workplace education/training

Follow up steps:








Dates:

_____________________________________________________            
___________________

_____________________________________________________            
___________________

_____________________________________________________            
___________________

Responsiveness Assessment 

To guide your continuing relationship with this employer and help inform your educational strategy, complete the following table ONCE YOU RETURN TO THE AGENCY.

Using information you have collected in during the interview, indicate how responsive you believe the employer is in the following four areas:
1. Work environment – Determining how welcoming the work environment is will be based primarily on your observations of the workplace; responses to question 14, about problems filling vacancies, may also be useful.

2. Accommodation flexibility  - Responses to questions 5-10, about frequently available jobs, may shed some light on accommodation flexibility; you may find the employer’s response to question 16, about experiences with employees with disabilities, helpful in determining if accommodation flexibility makes this a welcoming workplace.

3. Perceived comfort with consumers  - The employer’s responses to questions 17-19 will help you determine their level of comfort with consumers and if it makes this a welcoming workplace or not.

4. Previous experience with disability – The employer’s response to question 16 will help you determine if their previous experience with disability makes them a more welcoming or more unwelcoming employer for consumers.

Responsiveness
1. Work environment
2. Accommodation flexibility
3. Perceived comfort with consumers
4. Previous experience with disability

Welcoming





Unsure





Unwelcoming





Date added to database:_________________________________________
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