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PB EMPLOYEE REFERRAL PROGRAM SUMMARY - AMERICAS
Program Year 2009  (January 1 through December 31, 2009)

Purpose
The PB Employee Referral Program provides incentives through cash and other awards for PB employees to identify and recruit qualified staff at all grades and levels for all vacant full-time positions within the PB North American operation.  

Effective Date

The effective date of this program will be 1 January 2009 through 31 December 2009.

Eligibility

All full-time and part-time regular employees of the North American operations are eligible to participate with the exception of the following:

· professional grade 15’s and above

· Human Resources staff

· PB College Relations Program Champions

· employees on projects with their own internal Employee Referral Program

· those in a direct reporting relationship with the new hire

· ex-employees who referred an employee prior to their departure from PB

Referral candidates must identify the referring PB employee on the PB Employment Application prior to hire in order for the referring employee to be considered.

Program Awards

The program provides for two (2) types of awards:

1. one-time lump sum payments as follows per successful full-time employee referral:

Administrative (A) or Technical (T) graded positions:


$1,000 (less appropriate statutory deductions, RSP elections and/or any other employee-directed deductions).

Professional (P) graded positions:
$2,000 (less appropriate statutory deductions, RSP elections and/or any other employee-directed deductions).

Payments for these successful full-time referrals will be made no earlier than three (3) months after the referred candidate starts with PB.   Both the referring employee and the referred candidate must be employed with PB at the time of the payment.
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2. Random drawings following the end of the program year:

· One (1) Grand Prize of a one-time lump sum payment of US$10,000, less appropriate statutory deductions, RSP elections and any other employee-directed deductions.

· One (1) First Runner-Up prize of a one-time lump sum payment of US$5,000, less appropriate statutory deductions, RSP elections and any other employee-directed deductions.

· Two (2) Second Runner-Up prizes of a dinner, each with a maximum value of $200 (inclusive of taxes and tip).

Winning tickets will be randomly selected from a raffle drum and the order of the drawings will be in the same order as indicated above, Grand Prize selected first followed by the first and second runner-up prizes.

These award drawings will be held in April 2010 (exact date and location to be determined).   This allows for the three-month waiting period for December 2009 hires.  Eligibility for the drawing will be all employees who have had a successful employee referral during the program period (1 January 2009 through 31 December 2009) and who are still employees of PB at the time of the drawings (full or part-time for the referring employee and full-time for the referred employee).   The referred employee must also be employed by the company on the drawing dated.  Employees will receive one chance to win for each successful referral so the more successful referrals the more chances to win a prize.

Drawings

The prize drawing process will be under the auspices and direction of the PB Internal Auditor.

Payment and Award Process

The following process will be in effect for payment of award amounts:

· No referral award amounts will be paid until the referred candidate has joined and been with PB for a period of three (3) consecutive months.   The original employment application must indicate the referring employee by name.  The referring employee will then complete a PB Referral Program Payment Application.  Once this form has been completed, a copy of the Referral Bonus Payment Request Form should be completed and approved by the successfully referred individual’s home cost center manager.  The package should then be forwarded to the HR Manager for final review and approval.  Once this has been done, the approved paperwork package should be sent to the Corporate Staffing Group in Herndon, VA (ATTN: Chris Webb) for processing and payment.   All applications for payment must be submitted no more than twelve (12) months after the referred candidate starts work with PB.
· The following criteria must be met to be eligible for an award payment:

· The referred applicant is still employed with PB as a regular full-time employee after the 3-month period.
· The employee who made the referral is still employed by PB.
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· The Grand Prize winner will receive a one-time lump sum payment of US$10,000, less appropriate statutory deductions, RSP elections and any other employee-directed deductions.

· The First Runner-Up Prize winner will receive a one-time lump sum payment of US$5,000, less appropriate statutory deductions, RSP elections and any other employee-directed deductions.

· The two Second Runner-Up prizes will be paid based on receipts provided.  Winners should use their PB credit card (if they have one) and the reimbursement will be as normal through the expense reporting process.  In the event the winners do not have a PB-issued credit card, they will submit an expense report along with appropriate proof-of-payment and they will be reimbursed accordingly.  Expense reports will be sent to Chris Webb in Herndon, VA for approval and a charge number will be assigned prior to processing.

The HR Operations Director will have the final decision in any dispute situations.

Details on program rules and guidelines as well as required forms can be obtained on the PB Intranet (http://pbworldnet) at the following address:

http://www.pbworldnet.com/launcher.asp?action=5&v=5&w=14209&x=-1&y=77&z=222595
Questions

Questions regarding the Employee Referral Program should be directed to your local HR Administrator or via e-mail to Chris Webb at webb@pbworld.com . 
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Through the Employee Referral Plan, PB employees are encouraged to make known to their friends, associates and former co-workers the fine job opportunities available with Parsons Brinckerhoff.  Regular full-time and part-time employees may be eligible to receive a cash award of $1,000 for the referral and subsequent employment of all administrative (A grade) and technical (T grade) individuals and $2,000 for the referral and subsequent employment of all professional (P-grade) individuals as full-time regular employees.

All awards are subject to statutory deductions, RSP elections and any other employee-directed deductions such as DCOMP.

Instructions

The referred candidate should clearly indicate on the PB Employment Application the name of the referring employee to ensure that they receive the referral award.  This must be done at the time of the application and not after the referred employee has been hired.  Note that there can be no direct reporting relationship between the referred employee and the referring employee.

The referring employee should send the applicant’s resume and a copy of the employment application listing the referring employee to the local HR Administrator in each office where there may be a suitable opening.

If the applicant is hired, the Employee Referral Plan Payment  Application and Referral Bonus Payment Request Forms should be completed by the referring employee, signed by the supervisor of the department in which the referred candidate is working and the local Human Resources Administrator.  The package is then sent to the appropriate HR Manager for final review and approval.  The final approved paperwork should then be sent by the HR Manager to Chris Webb in Herndon to be reviewed, approved, logged in and sent to Corporate Finance for processing and payment in the appropriate pay week.

Payment will be issued via payroll to the referring employee approximately 90 days after the applicant’s hire date and the referral plan application is received provided the following criteria is met:

- The referred applicant is still employed as a regular full-time employee.

- The employee who made the referral is still employed by PB.

Note:
The Referral Plan Payment Application must be submitted not more than 12 months after the referred employee begins working.
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Date:

___________________________

Referred by:
____________________________________
Employee#:
_____ - ______

Position:

____________________________________
Cost Center:
_____________

Department:
____________________________________
Grade:

_____________

Applicant Referred:
_____________________________
Employee#
______ - ______

Position:


_____________________________
Cost Center:
______________

Department:
________________________
Grade:  ___________
Hire Date:____/____/____

I confirm that there is no direct reporting relationship between the above two individuals.

Human Resources Administrator’s Approval:
_________________________________________






(HR Administrator involved in hiring the applicant)



_________________________________________






(Print HR Administrators Name)

Hiring Supervisor’s Approval:

_________________________________________






(Supervisor of Dept. into which applicant was hired)



_________________________________________






(Print Supervisors Name)

Corporate Human Resources Approval:
___________________________________________

Date:
______________________

Return the completed form to the Corporate Staffing Group (ATTN: Chris Webb) in Herndon
REFERRAL BONUS PAYMENT REQUEST FORM  

This form, with supporting documentation as back-up, must be forwarded to the Corporate Staffing Group (ATTN:  Chris Webb) in the PB Herndon office for processing and subsequent payment.


	Employee Name:
	

	Employee Social Security Number: 
	

	Cost Center:
	

	

	
	

	Payment Amount
	
	Project No./

Task No.

(if applicable) **
	
	
	Pay Period in which Bonus is to be Paid 

For Human Resources use only

(normally the 2nd Monday in pay period)


	
	Fiscal Year

(e.g. 2009 Not F Y09)


_________
______________________
___________________________________
           __________

** All additional compensation (including referral bonus) payments will be charged to the HOME Cost Center unless otherwise specified.   Please ensure that the project/task numbers are accurate prior to submitting to Corporate Human Resources.  All project/task transfer requests, after payments have been made, MUST be made directly with Project Accounting.

	Human Resources Approval:
	

	Print Name:
	

	Date:
	


HR cc:  ________________________

	**HRIC Use Only
	

	

	

	Entered By:
	
	Date:
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