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The Staffing Agency Process for Handling Referrals:

Step 1:  You Receive a Referral.  

· A referral form will be emailed to you through the VCU database. 
Step 2:  Check to see if the person is already registered.

· Once a referral is received, the jobseekers name or last 4 digits of the Social Security Number will be checked in the staffing agency database to see if they are already registered and/or where the person is in the process.  

Step 3:  Make a Phone Call.

· If the person is not registered with the staffing agency, then the contact person from the referring agency will be contacted.  If no information is given regarding the referring agency, then the job seeker would be directly contacted.  
· In the phone call the staffing specialist would tell the referring agency contact or job seeker to come in for an appointment.  

· If counselors/job coaches or the jobseeker do not hear from a staffing specialist with in 5-7 days of making a referral, they will call the staffing agency to check to make sure the referral was received.  

Step 4:  Intake/Interview.
· The individual comes in for an interview and testing.  Each staffing company will conduct their processes respectively.

· A job coach may be accompanying the individual during this step.

Step 5:  Create a File

· After the interview, a file is created in the staffing agency database with the employment information regarding the individual referred.  
Step 6:  Maintaining Contact

· The jobseeker will be considered for any positions that they are qualified for and will be contacted at that point.  

· The job seeker can contact the staffing specialist from time to time to check in.  (No more than one phone call per week).
Step 7:  Placement Tracking

· Placements will be sent to VCU-RRTC quarterly using the Placement Tracking form found at http://www.worksupport.com/partnership/admin/addPlacement.cfm  This form must be completed in order to track progress of the individual in the project.

