
	MT EDUCARE LTD.
	Department: Human Resources
	

	HR Policy Manual
	Topic: Employee Referral Program
	Effective Date: May 10, 2013



EMPLOYEE REFERRAL PROGRAM

1. Objective:
This program is designed to encourage the Employees to refer eligible individuals for open positions at MT Educare and provide framework to reward Employees making successful referrals.

2. Eligibility:
All Employees, including Probationary Employees, Contractual Employees and Traineeship Program Employees shall be eligible to receive a Referral Bonus if an individual they refer is hired.  

3. The following shall not be eligible for Referral Bonus:
· CMD, Directors.
· Human Resources Department. 
· Functional Head’s for vacant positions within their function.
· Supervisors for vacancies reporting to them.  

The prospective Employee’s i.e., candidates who have a job offer for a regular position in MT Educare shall also be eligible to participate in this program. Such cases shall qualify for Referral Bonus only on their joining the company.

Temporary Employees / Trainees referred by Employees if absorbed in regular employment and candidates who are re-hired shall not attract Referral Bonus. 

4. Procedure:

· HR shall advertise all open positions internally on HR Align intranet / E-mail broadcast specifying the cut-off date for submitting applications.

· Employees shall send CV’s of their acquaintances meeting the requirements to HR specifying name of the candidate referred, position referred for and their name as a referee. Employees are required to check with the candidate whether they have already applied to MT Educare directly or through some other source so as to avoid duplication of profiles.

· HR will keep a track on the progress of the referred candidate. In case the referred candidate is made an Offer; the referring employee will be informed.

· The candidate being hired will specify the name of the Employee who referred him/her on the Company Application Form so as to avoid any confusion while claiming Bonus.

· In case of duplicate reference, the first received date/time of submission of reference will be considered.

· All application will be considered to be valid for a period of 3 months effective the date of submission of application to HR.

· Only Referrals made on/after the launch of the program will be considered to be eligible.


5. Referral Bonus: 

The referral bonus payable for every new hire will be as given below:

	Grade / Levels
	Referral Bonus

	Business Heads, VP
	Rs.40,000/-

	JVP, Dy. VP, AVP
	Rs.25,000/-

	Sr. Manager, Manager, Dy. Manager. Centre Head
	Rs.15,000/-

	Counselors, Centre Co-coordinators, Sr. Executive, Executive, Officers
	Rs.5,000/-



6. Bonus shall not be payable for hiring Trainees/Temporary/Contractual Employees.

7. Payment Terms:

[bookmark: _GoBack]50% of the Referral Bonus Payment shall be made on completion of 1 month of the candidate joining the company, and balance 50% will be made on completion after 03 months with the organization subject to the Referrer and the Referee being on rolls of the Company. During the aforesaid period of 03 months, if the candidate resigns from the organization, the scheme will not be applicable and the balance payment will not be payable. The payment of the Referral Bonus shall be done along with the salary to the eligible employees.

8. The Referral Bonus is subject to tax as applicable.
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