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Introduction

1.1 The <<Company Name
[with the exception of
the direct hiring managg

cheme is open to all employees
rces team, senior management,

1.2 The Company will pay
candidate who is subs
introduction, on the ter

employee who introduces a job
e Company as a result of that

Aims of the Policy

2.1 To encourage existing ential candidates for vacancies

within the Company.

Terms of Employee Referr|

3.1 The Company will pay
who introduces a job c;
as a result of that introd

ate amount>> to any employee
ently employed by the Company

3.2 The referral bonus will
employee’s probationa
employed by the compg

3.3 [The bonus will be red
part time roles.]

hctory completion of the referred
the referred employee is still
due.

age OR amount>> in respect of

3.4 The referral bonus is s nsurance contributions.

3.5 [Any referral must bd
introductions will not qu

specific vacancy. Speculative

3.6 The new employee mu
the date the referral is r

state period e.g. 12 months>> of

3.7 The new employee mug
period e.g. the last 12

bd by the company within <<state

3.8 Employees making a rq
time the referral is mj{
payment is due. [When
of employment is unde
the employer) at the ti
reserves the right not to

mployed by the Company at the
ed by the Company when the
the referred employee’s contract
hether given by the employee or
5 due to be paid, the Company

3.9 The employee referral g or cancelled at any time.

Procedure

4.1 The employee who is |
letter stating the name
to <<state job title e.g
Scheme’.

ach to his or her CV a covering
. The letter should be addressed
hnd headed ‘Employee Referral



4.2 Only one employee c
employee.

ponus in respect of a referred

4.3 No retrospective applicd
employee referral sche

bpect of applications for the

This policy has been approved &

Name: <<Insert H
Position: <<Insert P burces Manager>>
Date: <<Date>>

Signature:
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