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1. Purpose
Our employees know the kind of people who succeed at [Company Name]. This policy encourages and rewards them for referring suitable candidates for open positions.
2. Scope
It applies to all employees on the rolls and to all open positions listed on the internal referral portal, except roles marked 'not eligible for referral'.
3. Definitions
1. Referrer: the employee who submits a referral.
1. Referral: a candidate submitted through [Referral Portal / Email] with the candidate's consent.
1. Qualifying period: [Number] days of continuous service by the referred hire.
4. Policy
	Role Level
	Referral Bonus (₹)

	Junior / Executive
	[Amount]

	Mid-level / Manager
	[Amount]

	Senior / Leadership
	[Amount]

	Hard-to-fill roles (as notified)
	[Amount]



1. The bonus is paid with the salary of the month after the referred hire completes the qualifying period, provided the referrer is still employed and not serving notice.
1. Referrals are valid for [Number] months from submission.
1. If the same candidate is referred by more than one employee, the first valid submission is accepted.
1. Not eligible: HR and Talent Acquisition staff, the hiring manager and interview panel for that role, and senior leadership.
1. Not eligible candidates: ex-employees who left within the last [Number] months, candidates already in our database or submitted by an agency in the last [Number] months.
1. Referred candidates go through the same selection process as all others.
1. Referral bonuses are taxable and paid through payroll.
5. Procedure
1. Referrer obtains the candidate's consent and submits the CV through the referral portal.
1. Talent Acquisition acknowledges within [Number] working days and updates the status.
1. On the hire completing the qualifying period, HR verifies eligibility and sends the payout to payroll.
6. Responsibilities
1. Employees: refer genuine, suitable candidates with consent.
1. Talent Acquisition: track and communicate status.
1. Payroll: process bonuses on time.
7. Non-compliance
Referral fraud, such as sharing the bonus with candidates or submitting candidates without consent, will lead to forfeiture of the bonus and action under the Disciplinary Policy.
8. Review & Approval
Bonus amounts and eligible roles are reviewed every [Number] months.
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