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Instructions for use of Workforce Solutions Quality of Referral Rating

< Supervisors must determine how to identify referrals made by particular staff.

< Each month the supervisor must check at least 5 referrals made by each staff member with this performance expectation to determine if resident
customers referred on a job posting met all requirements listed on the job posting

< Use this form to note the quality of referrals

< Supervisor’s comments or discussion with staff member may be written on the back of the form

< Attach a copy of the job posting and WorkInTexas.com application to the form for each referral reviewed

< Ask the staff member to initial the form when you discuss her sampled work with her/him. The initial does not indicate agreement.

> Complete the information below to determine if the staff member is meeting the Quality of Referral measure.

Each month the supervisor reviews at least 5 referrals to job postings to assure that candidates meet all requirements on the job posting.

Total sample is cumulative from one quarter to the next.
Outstanding = 90% - 100%; Proficient = 80% - 89%; Unacceptable = 79% or lower

Quarter 1 Total quality referrals = __ of __ = % (note the number of referrals reviewed and the number meeting quality standards. (i.e. 12 of 15 =
80%)
Quarter 2 Total acceptable observations =__ of
Q1 +Q2 Cumulative total = of--- = %
Quarter 3 Total acceptable observations = of
Q1+Q2+Q3 Cumulative total =__of _ = %
Quarter 4 Total acceptable observations = of

Q1+Q2+Q3+Q4 Cumulative totaz_zf_:_%
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