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	How to Properly Reject Candidates


Generally, there are two groups of rejected candidates; those who were interviewed and those not. Some companies may even have second and third interviews before a final decision is made.   Once the hiring decision is made, it is important to consider how to notify those candidates who were interviewed that they will not be hired. Although not as critical, some consideration should be given to notifying those rejected candidates who were not interviewed.  

Options Not Recommended

The following options should not be followed:

· Do nothing to notify the rejected candidate.

· Notify the applicant only if he or she contacts you.

Why? First, these two options are simply rude.  Consider the fact that if someone really wants to work for your company, the applicant may postpone any further job seeking until he or she hears from you.  Thus, avoiding the inevitable will only delay the applicant’s search for work, which may be financially damaging to him or her.  In other words, follow The Golden Rule – “Do unto others as you would have them do to you.”

Second, although the chances of a discrimination lawsuit are minimal, it is to your advantage to maintain copies of all reject letters that have been sent to non-hires. 

Third, you do not want to “burn your bridges” in the event the new hire doesn’t work out and you are forced to re-examine the next best candidates.

Options Recommended

· Notify the rejected applicant by phone.

· Notify the rejected candidate by mail.

The first option above is acceptable.  However, it has its flaws.  For instance, giving notice of rejection by phone does not create a “paper trail,” i.e. it does not result in documentation that may be important in the future.  Furthermore, rejection by phone can be awkward and uncomfortable for both parties.

The last option is the preferred method. Designing and implementing a form letter is the best way to handle a rejection.  Rejection letters provide documentation and negate the need for an uncomfortable phone conversation.

It is a good idea to send rejection letters promptly to avoid awkward phone calls or visits from the rejected applicants.  Also, for those applicants who were interviewed, maintain a copy of all rejection letters within a file devoted exclusively to each applicant.

What to Tell a Rejected Candidate

First and foremost, keep the conversation or letter simple and end with a thank you. Keep in mind that it is not necessary to give a rejected candidate a specific reason why he or she was not hired. If you speak to the rejected candidate on the phone, refrain from making any statements regarding the difference between the rejected candidate and the person hired. Simply state that the company has hired the person that was determined to be the most appropriate person for the position.  

The next page contains a sample rejection letter. It is simple and to the point, thanking the candidate for the time and interest shown.  

Rejection Letter Sample

A full size version of the Rejection Letter Sample is available in Appendix III.
(To be produced on your company letterhead)

(Insert date)

Dear (insert name):

Thank you for your interest in working for our organization. Many talented and qualified people applied for this position, including you.  After much consideration, we have hired another applicant.

Thank you for your time, and good luck in your job search.

Sincerely,

(Insert your name and signature here)

Lesson Summary:

· Once the hiring decision is made, it is important to consider how to notify those candidates who were interviewed that they will not be hired. 

· The best notification method is by mail with a “rejection letter,” but notification by phone is also acceptable.

· The rejection letter should be simple and end with a thank you. Do not give a specific reason for the rejection on the letter, other than that another candidate was selected.

Recommended Resources:

http://jobsearchtech.about.com/careers/jobsearchtech/mbody.htm

This site is an excellent resource for an array of sample rejection letters. Applicable letters are shown for various stages in the selection process. 










