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Sign-On Bonus Policy

A sign-on bonus is offered to complement a competitive hiring package as an added incentive for a candidate with knowledge and skills critical to the Lab. The responsibility to recommend a sign-on bonus rests with the Employment Department or the Directorate.  Following consultation with the appropriate hiring manager and Division/Section Head, review by the Compensation Department and the approval of Head of WDRS is required before the bonus may be offered to the candidate.

A sign-on bonus is supplementary to the base salary, is paid as a lump sum to a new hire based on prearranged terms and conditions and is subject to normal withholdings. 

Procedures:

1.	The Sign-On Bonus Request form must be completed in its entirety. 
2.	Required concurrences/approvals – 
a)	The Head of Workforce Development & Resources Section.
b)	The Director or designee for all scientific appointment sign-on bonus requests or if the bonus is over $10,000.
3.	The sign-on bonus will be paid out within 30 days of the employee’s hire date. 
4.	The new employee will be required to sign an agreement upon receipt of the sign-on bonus requiring repayment of the bonus if the employee voluntarily terminates within one (1) year.
5.	The Division/Section Office’s operating budget is charged for the amount of the sign-on bonus.  




Attachment B
	

	[bookmark: _GoBack]

	Applicant Information
 

	Candidate Name (Last, First, Middle Initial)
     

	
	

	Work Location

	Department 
     
	Department Code 
     
	Job Title**
     

	

	

	Compensation Information 


	Pay Frequency 
[bookmark: Check1]|_| Non-Exempt (Weekly)
[bookmark: Check2]|_| Exempt (Monthly)
	Proposed Salary
$     
	Requested Sign-On Bonus
$     
	Sign-On Bonus (Percent of Salary)
      %

	Justification for the Hiring Bonus

	Explain why this candidate is deemed critical to the Laboratory and how/why the offer of a sign-on bonus may help achieve this objective. Please include factors such as the candidate’s critical or special knowledge and skill sets.

	[bookmark: Text5]     

	

	
	
	
	
	
	
	
	
	
	

	     
	
	
	     
	
	
	
	
	
	     

	Requestor (HR or Directorate)
	
	
	Ext.
	
	Project/Task Code to be charged
	
	
	WDRS Head Signature
	Date

	
	
	
	     
	
	
	
	
	
	     

	Requestor’s Signature
	
	
	Date
	
	Signature of P/T Code Approver
	
	
	Directorate Signature (if over $10,000 or a scientific appointment)
	Date



All fields are required
**Any position may be eligible for the sign on bonus

Sign on bonus will be paid out within 30 days of the employee’s start date.  
New employees will be required to sign an agreement upon receipt of the sign on bonus requiring repayment of the bonus if the employee voluntarily terminates within one year.
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