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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Employee Referrals

[bookmark: a0a0f0a6w0]We believe our employees know us better than anyone and we want to encourage you to help us find qualified candidates to join our Company. To reward you for referring qualified candidates who subsequently are hired, the Company will pay you (the referring worker) a bonus of $________ for each successful referral you make, subject to the following provisions:

[bookmark: a0a0f0a6w1]If you know of a qualified candidate and would like to make a referral, please complete an Employee Referral Form and include it in your personnel file. Before making the referral to us, please also contact the candidate to inform them of the vacancy and obtain their consent to having their name submitted.   They will also need to submit an up-to-date resume and/or complete an application. Once a final decision about the candidate is made and communicated to the applicant, you will be informed of the decision.

Employees who refer a qualified candidate who subsequently is hired and remains employed for at least ____ months are eligible for a referral-bonus payment of $_____.  All bonuses paid under this program are subject to tax withholding.

[bookmark: a0a0f0a6w3]To be eligible for referral-bonus payments described above, you must still be on the Company's payroll.  The Company reserves the right to deny bonus payments to any employee who improperly makes promises or assurances of employment to prospective or actual candidates, or otherwise engages in improper or inappropriate conduct related to this program or other workplace activities.
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