
[image: image1.jpg]HR TOOLKIT




TOOL:  Sample Employee Referral Program
POSTED:  March 2012
[Insert your organization’s name here]
June 2009
EMPLOYEE REFERRAL PROGRAM
To attract and attain the best qualified professionals for __________, we invite employees to assist in our recruitment process.  It is well recognized that top employers receive the most success with top quality recruitment when employees are engaged in the recruitment process.  

Our recent employee survey results indicate very high employee satisfaction levels within the organization:  

· 86% felt that this is a good place to work


· 94% of staff are motivated to do their best job

· 81% of  staff are overall satisfied with their jobs


Why not share this information with a colleague and enjoy the benefit of having strong member join our team. __________ Employee Referral Program, which provides employees with an incentive to refer qualified external candidates for employment with __________.

This program will be open to all employees of _________ and will apply to external recruitments for contract and permanent positions, greater than 3 months, open in the agency,

Participation in the Program:

Each referral must be submitted to Human Resources, preferably by e-mail including the proposed candidate’s resume.  To qualify for the referral program the following conditions must apply:

1) the candidate meets all the qualifications noted in the job posting, 

2) the candidate was not a previous employee of __________, 

3) the candidate has not already applied for a position with _________ or  is not currently in the interview process

4) the referral responds to a current open job posting at __________
Should the referred candidate be successfully hired by __________, the referring employee will be awarded $100.00 for the hire. Twenty –five percent ($25.00) of this award will be issued after the written offer of employment has been signed and accepted.  The balance of $75.00 will be awarded when the newly hired employee has completed 6 months of active employment and passed the probationary period. This bonus will be paid through the __________ payroll.  

When referring a candidate for the Employee Referral Program:

1) Please confirm that the above noted conditions of qualification have been met

2) Complete the Employee Referral Form

3) Ensure the candidate is aware that this does not guarantee an interview or selection to the position.  Resumes will go through the Agency screening process.

4) Prior to submitting a resume please ensure that you have the candidate’s permission to submit for a position.  Resumes are confidential information!

5) Submit the resume with the attached Employee Referral Form to __________ or provide it directly to __________. All applications for the referral program must go through Human Resources.

Let’s all participate in the growth of our team!

__________  EMPLOYEE REFERRAL FORM

NAME OF EMPLOYEE: _______________________________________________________
PROGRAM:_________________________________________________________________
NAME OF CANDIDATE REFERRED:_____________________________________________
POSTION APPLYING FOR:_____________________________________________________
DATE OF REFERRAL:_________________________________________________________
Please check the following:


Position qualifications have been met


The candidate is aware that this does not guarantee an interview or selection to the position. Resumes will go through the Agency screening process.


You have the candidate’s permission to submit their resume for a position at __________.  Resumes are confidential information!


The resume and cover letter have been attached to the referral form.


Send the resume and referral form to __________.
Should the referred candidate be successfully hired by __________, the referring employee will be awarded $100.00 for the hire. Twenty–five percent ($25.00) of this award will be issued after the written offer of employment has been signed and accepted. The balance of $75.00 will be awarded when the newly hired employee has completed 6 months of active employment and passed the probationary period. This bonus will be paid through the __________ payroll.
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