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PURPOSE:
[image: ]  The purpose of the Referral Program is to attract Top Talents for Ipsen COUNTRY, to identify candidates with endorsed qualifications and to engage current employees in the growth of the organization. 
Referrals increase the quality of our candidate pool, improve turnaround time and decrease recruitment costs.

PROCESS:
[image: ]Referrals must be submitted via iPeople, under Job Opportunities, and the Referred person receives a Candidate link. 
Referred candidates can apply themselves on the Ipsen career site but must select ‘Employee Referral’ as the way they learned of the opportunity and mention the employee’s Ipsen email address on their application.  
If a resume has been previously submitted by another source, the employee is not eligible to receive the referral bonus.  Video Tutorial: How to Refer a Candidate in iPeople

Primary Recruiter reviews referral and responds to candidate within 1 week.  Referrer can log into Workday for updates on their referral’s status.  If the candidate receives and accepts an offer the Recruiter/HR will email the referrer to notify them of eligibility for a bonus.

PAYOUTS:
[image: ]The Employee Referral Bonus will be paid via standard payroll processes. Payments are subject to all applicable taxes and will be processed on the first applicable pay cycle following the start date of the new hire. 

AMOUNT IN LOCAL CURRENCY REFERRAL BONUS FOR ALL LEVELS



ELIGIBILITY:

[image: ]This program is intended to generate referrals for vacant regular full-time or part-time positions.  The bonus is applicable only for new candidates who have not previously been presented to Ipsen's Talent Acquisition & HR team, such as those submitted by a recruitment agency. 

All COUNTRY employees are eligible for a referral bonus except for the following:
Consultants/Contractors, HR, VPs and above, immediate supervisors/hiring managers of the position and employees who are directly involved in the interview process for the open position 

In instances where a Contractor/Consultant is hired as a regular full-time or
part-time employee, a referral bonus will not be paid out.L


Please note: You must be employed by Ipsen in good standing and have validated your trial period to receive your referral bonus. 
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RULES:
[image: ]  All employees that are on Ipsen payroll, its subsidiaries and affiliates in COUNTRY, are eligible to participate in the referral bonus program, except HR personnel and VP level and above. However, to avoid a conflict of interest you will not receive a referral bonus for someone who would directly or indirectly report to you or if you are part of the interview panel. In addition, if you have an existing restrictive covenant agreement with a prior employer that prohibits you from soliciting employees (non-solicitation) from that company, you will not receive a referral bonus for anyone Ipsen hires from that company.

The referral must represent the candidate's first contact with Ipsen.
 
Referrals of temporary, intern, summer, contract and former employees of Ipsen are not eligible for a bonus. 

Referrals must be made through iPeople or the candidate must list the Ipsen Employee’s email address on their application in order for the employee to be eligible for a bonus.

If you refer a contractor you will not receive a bonus. However, if that person converts to a full-time employee, you will be eligible at that time. If you refer a contractor that originally came to us via an agency, you will not receive a bonus.

The referring employee must agree to have his/her name used for introduction.

The first employee to refer a candidate will be the only referring employee eligible for a bonus and that eligibility remains for up to 1 year after the submittal.

Only candidates who meet the essential qualifications for the position will be considered.

All information regarding the hiring decision will remain strictly confidential.

The referral and referring employee must still be employed by Ipsen on the date of payment for the bonus and not under notice of termination at or prior to that date. Policies may vary in different subsidiaries and locations. Please contact your HRBP or Talent Acquisition Team for details about the specific policy for your location.
Even if the referred candidate is in a different country, the referring employee will be paid the referral bonus of his/her home country. Same rule applies for expatriate employees. 

These rules supersede any previous policy or program.  Any disputes or interpretations of the program will be handled through Human Resources and determined by Ipsen in its sole discretion. L
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