



The Employee Referral Program is a Win-Win situation: You receive money for a good referral and Spectrum gains talented employees!
Spectrum values our employees. We are pleased that we have this program to reward you for referring other professionals to Spectrum for                                                                                                                                             employment opportunities. Spectrum recognizes that its employees are a valuable referral source for recruiting other talented professionals. 
Our Employee Referral Program is the best way to find the top talent we need to achieve our mission. If you know an individual who would be an asset to our Spectrum team, refer him/her to us. Tell your neighbors, family & friends about the challenges and rewards of working at Spectrum.
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Employee Referral Bonus Information
· The $200 bonus will be paid upon a successful hire of a full-time employee, prorated for a part-time employee. The fee may be higher on occasion for the more difficult to hire positions. No bonus is paid for per diem employees.
· The entire bonus amount will be paid on the first pay period following 90 days of successful employment of the referred candidate.  If the employee is terminated during the 90-day Introductory Period, the referring employee is not eligible for the bonus.

· Past employees or employees who quit before the referred employee completes a successful 90-day Introductory Period are not eligible.  Both the referring employee and the referred employee must be active Spectrum employees at the time of payout in order to collect the bonus.

· The referral bonus is considered “taxable income” by the IRS and is subject to the appropriate tax withholdings. Payment(s) will be made as part of the referring employee’s regular paycheck. There is no limit on the number of referrals an employee can make, or the number of bonuses that can be earned.
· The referring employee must be an active employee, on benefit time, or on authorized leave at the time the referred candidate submits his/her application. 
· Active employees who transfer from one Spectrum program to another Spectrum program or those who have worked for Spectrum within the past 12 months cannot list a co-worker for the employee referral bonus.  
· Applications must be submitted with the applicant’s consent. The candidate MUST fill in the referring employee’s name on the Job Application Form as the Referral Source. NO exceptions will be made.
· Referral information must be presented on a Change of Status Form signed by your Supervisor, and an Employee Referral Form.  Supervisors are responsible for submitting Change of Status Forms to Human Resources for those employees who have made a successful referral.
· Referral paperwork must be submitted NO LATER than 3 months after employee has completed the Introductory Period (a total of 6 months). Bonuses will not be paid after this period of time.

· Multiple referral sources are not allowed.  The first person that submits the required paperwork will be eligible for the bonus.
· Managers and Supervisors are eligible for the employee referral bonus for referrals made OUTSIDE of their own program
· Regional Director/ Director-level positions and the Recruiter are NOT eligible for the referral bonus.
Spectrum Health Systems

Employee Referral Bonus Form
 Director of Human Resources
Human Resources Department

10 Mechanic Street, Suite 302
Worcester, MA 01608
(508) 792-5400, ext. 7155 
(508) 792-4569 (Fax)
Date:














Candidate’s Name:




 







Position/Job Title:




 





Name of Program:




 






Your Name:





 







Your Program Name:












Please take the time to fill out ALL fields on this form.  You will receive your Employee Referral Bonus after the candidate you referred is hired and has completed 90 days of successful employment.  Please retain a copy of this form and submit original to your Supervisor. 
· SUPERVISOR: 
Fill out Change of Status Form, attach this form and forward to Human Resources.
Call Human Resources at (508) 792-5400, extension7128 with any questions concerning the procedure.

Thank you.
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Spectrum Health Systems, Inc. reserves the right to modify or remove the Employee Referral Program at any time without prior notification.
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