                                Employee Referral Form                                                                    [image: ]

                          
 		            To be completed by the employee making the referral
                                       The resume of the individual you are referring MUST be attached               

ABOUT YOU:

Your Name:_________________________________________________________________________________  

Your Manager:______________________________________________________________________________
 
Your Work Location:__________________________________________________________________________

Your Job Title:_______________________________________________________________________________

ABOUT THE INDIVIDUAL YOU ARE REFERRING TO US:

Their Name:________________________________________________________________________________  

Their Address:______________________________________________________________________________
 
Their Phone Number:________________________________________________________________________

What is your relationship to this person? (eg. neighbour, friend)_____________________________________

Why do you think this person should be hired by St Joseph’s Home Care? ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Specific Job Opening Number:___________________	Specific Job Title:______________________________

This is a general referral.  I wish this resume to be kept on file for 6 months 

I have attached a copy of their resume 

________________________		___________________________		_________________________
Your Name (print)			Your Signature 				Date

HR / Payroll Use Only

Date referral received:________________________		Keep on file until (6 months):_____________________

Date sent to hiring manager:__________________		Date of interview:______________________________

[bookmark: _GoBack]Date of hire:________________________________		Day off eligibility date:_________________________

Payroll Notes: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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