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keys skills referral form 
This form is to be used in order to refer an external candidate for a job vacancy covered by the Key Skills Employee Referral Scheme.  

It can only be completed by existing Torbay Council employees (i.e. an employee who is paid by Torbay Council and who has not given or is under notice).  The referring employee must be the only source of referral in order to qualify for the payment. 

The Council reserves the right to consider which referrals to pursue.
	Name of Referring Employee:
	 

	Business Unit:
	

	Service:
	

	Date:
	 

	Name of job candidate being referred:
	

	Job/vacancy title:
	

	TBE Number:
	

	Nature of relationship to referred candidate, i.e. former colleague, friend:
	

	Signed:

Referring Employee
	Date:

	

	Signed:

External candidate

I am signing to confirm that the above Torbay Council employee referred me for the above vacancy.
	Date:

	Signed:

Executive Head Recruiting Manager

I am signing to confirm that the above employee has successfully referred the above external candidate for the post. 
	Date:


This form should be forwarded to HR Support, Human Resources Department, Town Hall. 
Any queries, please contact Human Resources, Tel:  01803 20 7359/7390/7346
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