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State of Louisiana                                            Referral List Quick Sheet
IMPORTANT! Reject notifications must be sent to applicants prior to sending the Referral List to Hiring Managers.  This can be found in the HR Handbook here.

1. Once you have added any applicable Veterans Preference points, you are ready to create your Referral list.
2. The referral list is made up of all or a selection of candidates from the Eligible List.

a. For continuous postings, all applications received through the close of business on the day prior to the requisition approval date must be processed through the evaluation steps and placed on the eligible list (if applicable) prior to referring candidates.
b. For statewide continuous recruitments, you must filter the eligible list by work parish preference before referring any candidates.

Civil Service no longer requires you to wait two days after the posting closes to refer applicants to the hiring manager.  Each agency should adopt and uniformly apply its own policy for handling applications received by mail in accordance with RS 1:60.  You must add any qualifying applicant to the eligible list whose application is received by mail and postmarked on or prior to the closing date of the announcement.

3. Access the Eligible List either through the Exam Plan or the Lists menu.
a. Select action ‘Refer.’
b. Select candidates – Civil Service recommends that your agency establish a policy on how to handle referring candidates – whether you will refer the top 3, top 5, the whole eligible list, etc. is up to your agency.  

i. For example, please keep in mind that referring a certain number of candidates from an unranked Eligible List could be considered unfair if the list is only sorted alphabetically.
c. Select the appropriate requisition from the third drop down menu.
d. Select the red ‘Go’ button.
e. Your agency may find it useful to enter comments in the ‘Comments’ field-e.g. why these particular candidates were referred, indicate the list was filtered and why, indication of transcripts. 

f. Check your list for accuracy, select ‘Refer.’
Once the list is referred, select ‘Referred’ from the Lists menu.  Find the list you just referred by entering the requisition number into the search field and click the ‘Edit’ link in the Action column.  In the ‘Display Candidate Status As’ field, enter “Referred to hiring manager for review”.  The referred applicants will now see a change in the status of their application when using the applicant self-service portal.
These Quick Sheets will be updated as needed on the Civil Service website.  It is your responsibility to ensure that you are using the most up to date materials.


