







September 3, 2003

NIH Employee Referral Award Program Guidance

Attached is the Departmental policy on the Employee Referral Award Program.  This Program allows for a referral award to be given to an eligible employee who refers an external candidate for employment in “hard to fill”, mission critical, and high value senior level positions (GS-13 – 15) under Title 5.   For referrals between one OPDIV and another or between Institute/Centers within NIH the gaining organization pays for the referral.  The award may be granted in the form of a lump sum cash payment after referred candidate is hired and remains in the position for 90 days.  The money is taxable income and subject to appropriate tax reporting and withholding.  Please note, under the NIH Policy Manual Issuance 2300-45l-1, Employee Recognition and Awards Program, “Employees may not appeal or grieve decisions to grant or not to grant monetary or non-monetary recognition or amounts of monetary recognition.”

In order to be eligible for this award, OPDIVS must identify “hard to fill” positions that meet the criteria contained in the HHS policy.  A thorough review and analysis of “hard to fill” positions for NIH was conducted.  The following NIH positions were identified:

· Medical Officer, GS-602

· Health Science Administrator, GS-601

· Biomedical Engineering, GS-0858

· Computer Engineering, GS-854

· Computer Science, GS-1550

· Operations Research, GS-1515

· Nurse, GS-610

This listing will be reviewed at least annually and revised as appropriate.  In the meantime, if you have additional positions that you believe may meet the “hard to fill” criteria we will consider adding them to the above list.

In order to collect the referral bonus, the HHS Employee Referral Award form must be completed and submitted along with the NIH Universal Award Form, both attached.  These forms are used to certify the referral and to process the disbursement of funds.
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