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System Action Plan 

Title/Code: Referral Reward : Employee / G-2-3



Date: April 21, 2010
	Result Statement

	Describe exactly the result this system must produce:

We will get tons of referrals from employees.


	Accountable Positions

	Position with overall accountability:

Sales Manager

Participating Positions:

All employees




	System Diagram
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System Action Plan 

Title/Code: Referral Reward : Employee




	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1. 
	Publicize the program where staff can see it.
	Administrator, Life Enhancement Manager
	Regularly as needed

	2.
	Give Employee Referral Cards Out.
	Administrator
	At Staff Meeting

	3.
	Receive the Referral.  The referral calls the sales office to schedule their meal.
	Leasing Counselor
	As they call in.

	4. 
	Confirm the Details of the referral’s contact info and scheduled date.  Ask the referral to bring the card in for the free meal.
	Leasing Counselor
	With Step #3

	5. 
	Track the Referral.  Accept the card with the employee’s name on it and put it in the Employee Referral File Folder.
	Leasing Counselor
	Day of the lunch.

	6.
	Thank the employee appropriately.
	Leasing Counselor
	Within two business days of receiving the referral.

	7.
	Hold the Monthly Drawing.
	Sales Manager
	Every month at Staff Meeting

	7.
	Hold the Annual Drawing. 
	Sales Manager
	12 months after beginning the contest. 


System Action Plan 

Title/Code: Referral Reward : Employee

	Resource Requirements

	Staffing
	Administrator, Life Enhancement Manager, Leasing Counselor

	Space and Facilities
	

	Equipment
	Phone, computer with internet access 

	Supplies
	$25 gift cards to various establishments.

	Information
	


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

· Employee referrals will increase.


System Action Plan 

Title/Code: Referral Reward : Employee

	System Standards

	1. If the referral is given to a staff member other than a sales staff member, it will be given to the sales department immediately.

	2. Areas the employee will see the publicity include: paycheck stubs, time clock log-in, staff break room, letters etc.  Reminders in Stand-Up Meetings and Staff Meetings are helpful as well. 

	3. Employee Referral Cards will include logo & address. 

	4. Appropriate employee thank you’s would include a handwritten thank you note among others.

	5. Every card that is redeemed with an employee’s name constitutes an entry in the drawing.

	6. Ideally, those coming in for lunch will match the following description, or have a loved one who matches the following description.

· 75 years or older

· qualifies for a level of care we offer at the community

· can afford to privately pay for the level of care they qualify for

· someone who hasn’t inquired here before.

	7. The Grand Prize is an all expense paid vacation for two to a 5 Star Luxury, All-Inclusive Resort in Cancun, Mexico.  Included: food, beverage, air, airport transportation, tours or a $2,000 credit with a travel agency or $2,000 cash.

	8. Offer the option to call them to schedule the appointment.  If so, get a phone number.

	9. Consider a digital picture frame in the break room with pictures of the reward.

	10. Rewards for the monthly drawing will be $25 gift cards to local merchants.

	11.  Employees shall not manipulate the system by purposely referring people who are not the target market nor is a loved one in the target market.

	12. When a referral move-ins, the referring employee receives an additional 2 entries towards the grand prize as well as $100.00.

	13. Vacations are not to be scheduled for November or December.
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