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Referral Guidelines

To refer a potential employee, please complete this form and email it to the Human Resources Department at DCSHR@dcs.in.gov. 

1. You are eligible for a referral bonus of a one-time, lump-sum payment of five hundred dollars ($500), which is not part of the employee’s base salary when you refer external candidates that meet the Employee Referral Bonus Program criteria. 
2. The employee referral must be made at least one (1) day prior to the applicant’s date of application. 
3. Referred candidates cannot be current employees of DCS in any capacity including interns, temporary, contract or intermittent employees. 
4. The referral bonus may be paid after referred applicant is hired and has completed ninety (90) days of employment. 
5. The referring employee and the applicant referred must both be employed by DCS when any referral bonus paid. 


Referral Information


Referred Applicant Name: ______________________________________________

Applicant Email Address: _______________________________________________

Applicant Phone Number: ______________________________________________

Position Referred for: __________________________________________________

Referral Source*: _____________________________________________________

*Referral source is a friend, family member, or other – please specify. 







Referring Employee Information

 
Employee Name: ________________________	Peoplesoft ID: ______________

Department: ____________________________	Referral Date: ______________

I have read and under the DCS Employee Referral Bonus Program Policy. I understand that if the referred applicant is hired and all program guidelines are met, I will receive a referral bonus of $500 the pay period after the date the individual completes 90 days of continuous employment with DCS. 

Submit completed form via email to Human Resources at: DCSHR@dcs.in.gov.

For Human Resources Use Only

Date Received: _______________		Date of Continent Offer: ___________

Hired:  ☐Yes  ☐No				Date of Hire: ___________________

90 Days of Continuous Employment:  ☐ Yes         ☐ No

Eligible for Bonus:   ☐Yes     ☐No		If not, why? ____________________

If eligible, date processed: ___________	Date Employee Notified: _________

Bonus Pay Out Date: ______________









Children will live in safe, healthy and supportive families and communities. 
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Protecting our children, families and future
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