Outcome with feedback templates

Please use these templates to provide feedback to applicants for professional services vacancies. They are in line with the Internal Mobility Principles.

For internal applicants:
· Internal applicants not shortlisted for interview: Hiring managers are expected to confirm to the HR recruitment contact which criteria have not been met. For example, by providing the completed shortlisting grid. 
· Internal applicants unsuccessful at interview: Hiring managers are expected to provide feedback to the HR recruitment contact based on notes taken during the selection process. Feedback should help the applicant understand where they demonstrated strengths against the selection criteria, as well as areas for development.  
· If a need arises to cancel interviews for other internal applicants due to the post being filled by a priority candidate the internal applicants should be advised that the post has been filled by an internal redeployee. More information on priority candidates 
Where there is an unsuccessful Priority candidate, the normal template should be used. 

For external applicants:
The templates below also include wording for responding to external applicants.

In all cases feedback should be provided by the HR recruitment contact in writing using the following templates. 

Feedback templates:
· For applicants (internal & external) not shortlisted for interview – see pages 2-3 
· For applicants (internal & external) not successful at interview – see pages 4-5 
· Where an interview is cancelled due to the post being filled by a priority candidate – see page 6 






Templates: Applicants not shortlisted for interview

Internal applicants only

Subject line: Application outcome & feedback – [Position title]

Dear [Candidate’s Name],
Thank you for your interest in the post of [Position title]. We appreciate the time and effort you put into your application.
After review, we regret to inform you that your application has not been shortlisted for interview.
Your application was carefully considered; however, it did not sufficiently meet the following essential selection criteria as detailed in the job description:
· [Insert relevant essential selection criteria not met from the job description]
We encourage you to continue to develop your skills and experience and to apply for future roles within the University. 
When exploring vacancies, it is important to access the internal job board (rather than searching via jobs.ox.ac.uk). The internal job board provides a full list of vacancies, including posts that are open to internal applicants only: 1) Log onto HR Self-Service. 2) Select ‘Vacancies’ in the Employee Dashboard menu. 3) Select ‘Advanced’ to open a job search. 
Thank you again for your application and for your continued contribution to the University.
Yours sincerely,

[Recruitment name and title]
[Department name]




External applicants

Subject line: Application outcome – [Position title]

Dear [Candidate’s Name],
Thank you for your interest in the post of [Position title]. 
The selection panel has now considered all applications for this position, and I regret to inform you that your application has not been successful on this occasion.
May I thank you for the interest you have shown in applying for this position and wish you all the very best in your future career. 
Yours sincerely,

 [Recruitment name and title]
[Department name]

University of Oxford Vacancies: jobs.ox.ac.uk/ 







Templates: Applicants not successful at interview  

 Internal applicants only

Subject line: Interview outcome and feedback – [Position title]

Dear [Candidate’s Name],
Thank you again for your interest in the post of [Position Title] and for the time and effort you invested in the application and selection process. 
Following the selection process, we regret to inform you that you have not been successful. 
To support your ongoing professional development and future applications we have detailed key feedback points below.
Strengths:
· [Insert: 1-3 examples of strengths the candidate demonstrated based on selection criteria and notes taken during selection]
Areas for development:
· [Insert: 1-3 examples of where the candidate did not meet the selection criteria based on notes taken during selection and where they can focus development]
We encourage you to continue to develop your skills and experience and to apply for future roles within the University. 
When exploring vacancies, it is important to access the internal job board (rather than searching via jobs.ox.ac.uk). The internal job board provides a full list of vacancies, including posts that are open to internal applicants only: 1) Log onto HR Self-Service. 2) Select ‘Vacancies’ in the Employee Dashboard menu. 3) Select ‘Advanced’ to open a job search.   
Thank you again for your application and for your continued contribution to the University.
Yours sincerely,

[Recruitment name and title]
[Department name] 



External applicants

Subject line: Interview outcome – [Position title]

Dear [Candidate’s Name],
Thank you again for your interest in the post of [Position Title] and for the time and effort you invested in the application and selection process.
The panel had a difficult decision to make and it is with regret that I am writing to inform you that we will not be offering you this position.  
I would like to take this opportunity to wish you every success in your future career.  
  
Yours sincerely, 

 [Recruitment name and title]
[Department name]
  
University of Oxford Vacancies: jobs.ox.ac.uk/ 






Template: Where an interview is cancelled due the post being filled by a Priority candidate

Internal applicants only

Subject line: Application outcome – [Position title]

Dear [Candidate’s Name],
Thank you for your interest in the post of [Position title]. We appreciate the time and effort you put into your application.
We regret to inform you that the post has been filled by an internal redeployee and so you will not be interviewed for the position.
We appreciate this is disappointing to hear but encourage you to continue to develop your skills and experience and to apply for future roles within the University. 
When exploring vacancies, it is important to access the internal job board (rather than searching via jobs.ox.ac.uk). The internal job board provides a full list of vacancies, including posts that are open to internal applicants only: 1) Log onto HR Self-Service. 2) Select ‘Vacancies’ in the Employee Dashboard menu. 3) Select ‘Advanced’ to open a job search.   
Thank you again for your application and for your continued contribution to the University.
Yours sincerely,

[Recruitment name and title]
[Department name]





External applicants

Subject line: Application outcome – [Position title]

Dear [Candidate’s Name],

Thank you for your interest in the post of [Position title]. We appreciate the time and effort you invested in the application and selection process. 
We regret to inform you that the post has now been filled and so you will not be interviewed for the position.
We appreciate this is disappointing to hear but I would like to take this opportunity to wish you every success in your future career.  
  
Yours sincerely, 

 [Recruitment name and title]
[Department name]
  
University of Oxford Vacancies: jobs.ox.ac.uk/



