Help with the NCAL Vacancy,
Retention, & Turnover Survey

VRT Survey 2013

Where to Get the Survey
ü Download the survey at ncal.org
§ Return it by email, fax, or mail
ü Complete the survey online at ncal.org
ü 2013 survey is open until May 1, 2014

How do I fill out this survey?
Step 1: read the
instructions on the
back of the survey

VRT Survey: 2013

Step 2:
Complete
contact
information

Step 3: Fill
out all
columns and
across rows.
Use 0’s if it
does not
apply

Helpful Hint:
Column D is
the total for
each row not
all staff

2013 VRT Survey: Suggested Completion
Tips
ü Use one survey for each assisted living
ü If your assisted living community is part of a larger campus,

please report data for your assisted living staff only.

ü Only include employees who have been employed with your

community for 30 days or longer.

ü Write zero (0) where appropriate and do not use numbers less

than zero (for example, no fractions or decimals).

ü If you have part-time staff then round-up. So if you have 1 full-

time staff and 1 part-time staff for resident caregivers, that
would be 2 NOT 1.5. We are counting the positions not the
employment status (full-time vs part-time).

2013 VRT Survey: Suggested Completion
Tips, continued
ü Use only numbers; do not use names of employees.
ü Only count employees once. For example, if the CNAs

administer medications they would be counted only under
CNAs not under medication aides.
ü A universal worker is a term used to describe a worker

who does an array of duties such as personal care,
laundry, housekeeping, food preparation, and other
activities

2013 VRT Survey: Suggested Completion
Tips: Column A
ü Column A - Total Employees - The total number of persons

on the assisted living community’s payroll who worked or
received pay as of December 31, 2013. All full-time,
part-time, permanent, short-term, seasonal, salaried, PRN,
and hourly employees should be included.

ü Can be obtained from the payroll that includes the date of

December 31, 2013

ü Employees of temporary help agencies and outside

contractors should be excluded because they are counted
by their employer of record, not by your assisted living
community where they are working.

2013 VRT Survey: Suggested Completion
Tips: Column B
Column B - A vacant position means that:
ü 1. a specific full-time or part-time position exists and

there is work available for that position,
ü 2) work could start within 30 days regardless of whether a

suitable candidate is found, and
ü 3) the employer is actively recruiting from outside the

establishment to fill the position. Jobs to be filled only by
internal transfers, promotions, demotions, or recall from
layoffs are excluded.

2013 VRT Survey: Suggested Completion
Tips: Column C
Column C - Total number of employees who had worked in your community
for 12 months or longer
ü Can be obtained from year-end payroll records for 2013. These records

may include the date of hire.

ü If the individual was employed in the last payroll report for 2013 and

had a hire date prior to January 1, 2013, then he/she would be included
in the number provided in Column C

ü Should not include employee(s) who had changed her/his job position

within the same community in the 12 months.

ü For example, if the executive director left during 2013 and was replaced

by the individual in the director of marketing position, the number of
employees in column C would be reported as 0 for both the executive
director and director of marketing positions (Column C must be less than
Column A)

2013 VRT Survey: Suggested Completion
Tips: Column D
ü For column D, the total number of employees (full-time and

part-time) during all of calendar year 2013 can be
obtained from the year-end payroll records for 2013
ü For example, if you had 1 executive director during 2013,

1D would be 1.

Filling out the VRT: Example 1

1

0

1

1

Helpful hint: For example, if you had 1 executive director who
had been at the community for over 12 months as of
12/31/2013 for 2013:
Row 1, Column A = 1
Row 1, Column B = 0
Row 1, Column C = 1
Row 1, Column D = 1

Filling out the VRT: Example 2

20

1

15

21

As of December 31, 2013, you had 20 caregivers, which meant you had 1 vacant
position because you would be fully staffed at 21. Of the 20 caregivers, 15 had worked
in the community over 12 months as of 12/31/2013. The total number of resident
caregivers that worked during 2013 was 21 because you had one that quit in July.
Row 8, Column A = 20
Row 8, Column B = 1
Row 8, Column C = 15
Row 8, Column D = 21

2013 VRT Survey: Error Checks
ü For a particular job category, Column D must be greater

or equal to Column A
ü Column C must be less than or equal to Column A
ü It is unlikely that the total number of employees in each

position in the community in all of 2013 (Column D) is the
same as the total number of employees in each position in
the community on the last day of 2013 (Column A) (total
staff in 2013 is the same as total staff on 12/31/2013).
This implies your community had no turnover at all. Please
verify.

Questions?

Lindsay B. Schwartz, Ph.D.
Director, Workforce and Quality Improvement
1201 L Street N.W. Washington, DC 20005
202-898-2848
lschwartz@ncal.org

