
Sample Employee Referral Policy

Purpose: Our employees are our most important asset and we know that no one knows our business like our 
current employees. That’s why we developed our Employee Referral Program: to encourage our amazing 
employees to get involved in helping to build our company by referring your talented friends, family and former 
colleagues to roles here at <company name>. And to thank you for your involvement, you will be rewarded for 
your successfully hired referrals through cash bonus opportunities. 

Incentives:

If your referred candidate is hired, you as the referring employee will receive $x,xxx if all eligibility 
requirements are met (see below for eligibility.) 

The Talent Acquisition Team may increase bonuses for specific hard-to-fill roles at any given time. 

Notes:
• You will receive your bonus in one-lump sum and it is subject to standard payroll and tax withholdings. 
• There is up to a 60-day processing period for bonus payouts. 

Eligibility: 

• All permanent employees are eligible to participate in the Employee Referral Program. 
• We welcome interns and contractors to participate in the program but they are not eligible to receive a referral 
bonus. 
• If your referred candidate is successfully hired, you will be eligible to receive a referral bonus after their 60th 
day of employment. 
• The referring employee must be an active employee at the time of payout. 
• The hired referral must be an active employee at the time of payout. 
• All jobs are bonus eligible unless otherwise noted. 
• While you may refer candidates to internships (and we encourage you to do so!), referrals to 
internships are exempt from the program and are not bonus eligible. 
• Candidates referred who are current employees of <company name> are not bonus eligible. Current 
employees who are interested in moving within the company should click here to learn more about our Internal 
Mobility program. 
• Once a candidate is referred by an employee, the first referring employee owns that referral for a 
period of 365 days. Candidates who are referred by multiple employees will be accredited to the first-referring 
employee for the entirety of the referral ownership period. 
• Final decisions regarding the eligibility for a referral bonus will be decided by the Talent Acquisition Team. 

Sample Employee Referral Policy

Don’t have a Referral Policy yet or want to revamp your existing program? 

Not to worry! We’ve got a bit of experience in this area and are happy to provide a sample referral 
policy for you to use as a starting point. As a bonus, we’ve provided tips at the end to help guide you 
through this process. 



How to Refer:

All employee referrals must be made through our Employee Referral Tool (powered by RolePoint.) To do so, visit 
this link: companyname.rolepoint.com. Important: Make sure you are logged in before making your referral!

Once you make your referral, you will receive a confirmation email that your referral was successful. You can 
track your referrals in your “My History/My Referrals” page within your referral account. 

Questions? 

Send your questions to <email>. We’ll respond back to inquiries within x-working days. 

Tips for Talent Acquisition Teams for Designing 
Your Employee Referral Program

Keep things simple. Make it straight forward and understandable. Employees shouldn’t have to jump 
through hoops of fire to make a referral. The program rules should be easy to understand, digest and 
remember. That means, keep it simple. 

Transparency is key. Make sure to communicate with your employees regarding their referrals and 
explain the recruiting process to employees. For example, if you require every candidate to formally 
apply to a role before being contacted by a recruiter, communicate that to your employees within the 
policy. 

Keep your word. If you’ve told your employees that you will follow up with every referral that is made, 
make sure you follow-through. Building a reputable and successful program means more than just 
saying you’ll pay out a bonus – it means respecting your employees and standing by the policies you’ve 
communicated. While we encourage recruiting teams to follow-up with every referral, we also know 
that sometimes resources are overwhelmed from the volume of candidates. It is okay if you don’t have 
the capacity to follow-up with every referral, just make sure to inform your employees of this.

Recognize your employees. Want more referrals? Share success stories of other employees whose 
referrals were successfully hired to the company and recognize new hires who were hired through 
referrals. This creates buzz around the program and a feeling that employees’ voices are heard and 
that they can make a difference in building the company. 

Have some fun! Gamifying your employee referral program can help keep your employees engaged, 
increase awareness and increase participation. A great way to build awareness or increase participation 
is to reward employees just for getting involved (think of desk-drop prizes, t-shirts, or small gift cards 
just for making their first referral.)


