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Providing Feedback – Guidance for Recruiting Managers
This document outlines why we give feedback and advice on how to provide it to unsuccessful candidates.
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1. [bookmark: _Key_Principles]Key principles

1. We offer feedback to candidates on request, recognising the time and effort involved in applying.
2. Feedback supports candidates to develop their skills and prepare for future opportunities.
3. When HR email unsuccessful candidates to update them on the outcome of their application/interview, they are provided with a contact name and email, if they wish to request feedback. 

2. [bookmark: _How_to_give]Providing feedback

1. Ensure that any requests for feedback are responded to promptly.  

2. You can provide feedback verbally or via email.

3. Thank the candidate for their time and interest in the University.

4. Refer to the shortlisting grid or interview notes and the Chair’s report to ensure feedback is accurate and evidence-based. They will help you to advise the candidate on areas where they didn’t demonstrate/fully demonstrate how they met the criteria.

5. Remember to tell them what they did well and acknowledge their skills, qualifications or experience, while offering guidance on areas for development.
6. Offer clear, constructive feedback related to the interview process or role requirements.  Try to provide real examples, for example:

Example where candidate was not shortlisted, as they didn’t meet the essential criteria:

‘Thank you for your application and for your interest in the University.

We received a high number of applications for this role. Unfortunately, on this occasion, your application did not demonstrate how you met all of the essential criteria. For future applications, we recommend outlining clearly in your supporting statement how your experience and skills align with each of the essential requirements.

We appreciate the time you took to apply and wish you every success in your future applications.’


Examples where candidate was interviewed, but not appointable:

‘You demonstrated excellent interpersonal skills, however the technical assessment revealed a gap in your knowledge of (provide specific information) which is a key requirement of the role.  We recommend further training or practical experience to strengthen your expertise in this area’.

‘We appreciated your knowledge about the University, however during the interview some of your responses didn’t directly address the question, for example our question regarding (provide specific information).  In future interviews we’d recommend structuring your answers to fully demonstrate your skills and experience related to the question’.

7. Ensure language is fair, inclusive, and free from bias.

8. Avoid sharing information about other candidates and their qualifications and/or experience, as this would breach confidentiality.  

9. Remember to keep feedback objective and focused on the role – this ensures the candidate doesn’t feel personally criticised, but still gains valuable feedback, enabling them to refine their skills and prepare for future opportunities. 

10.  End positively, encouraging the candidate in their future applications.

3. [bookmark: _Providing_feedback_to]Internal candidates

1. When internal candidates are unsuccessful at interview, it is best practice to advise them of the outcome verbally and provide feedback before they receive email confirmation from HR.  
2. Nominate a panel member to contact them as soon as possible after interviews.
3. Notify your HR contact when feedback has been provided.  
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