Sample Letters                                                                                       APPENDIX 3
Communicating with Candidates – Invitation to Interview
The following must be used as a model on which to base a letter of invitation to an interview. Aspects (such as presentation or test details) may be added, but none of these elements should be deleted:

Dear

Thank you for your recent application for the above vacancy.  

I am pleased to inform you that you have been shortlisted and you are invited to attend an interview on (date) at (location).

If you have any particular requirements in relation to the interview or the prospective job, please let us know immediately so we can discuss any equipment or facilities you may need. We are requesting this information to make the process as equitable as possible for each candidate.

Please bring with you to the interview evidence of your right to work in the UK and the originals of your Academic qualifications.  

Please telephone (Departmental Administrator) on (telephone number) to confirm whether you will attend.

Yours sincerely,
Communicating with Candidates – Unsuccessful Application
Unless candidates have been told explicitly in the advertisement or in the further particulars for the appointment that they should assume that they have been unsuccessful if they have not been contacted by a specified date, it is only courteous to inform them that their applications have been unsuccessful as soon as is practicably possible after shortlisting or interview. The following may be used as a model on which to base a letter of rejection if a candidate has not been invited for an interview:

Dear 

Thank you for your recent application for the above vacancy.

I regret to inform you that you have not been shortlisted on this occasion, as we have been able to draw on a shortlist of candidates whose experience and skills more closely match the requirements of the vacancy.

However, I do hope you will continue to apply for other posts at UCL for which you feel qualified.

Thank you for your interest and I wish you every success in your future career.

Yours sincerely

Unsuccessful applicants can be expected to be disappointed at a rejection and it is natural to want to let them down as gently as possible.  Nevertheless, one should not say things that are untrue, for example:

· “We were impressed with your application” (when quite clearly you were not)

· “There were a large number of better qualified candidates” (when there were not)

Communicating with Candidates – Unsuccessful Interview

The following may be used as a model on which to base a letter of rejection following an unsuccessful interview:

Dear 

Thank you for attending an interview for the above position.

I regret to inform you that after careful consideration you have been unsuccessful on this occasion.

Thank you for your interest in this post. I hope you will soon be successful in finding a suitable position.

Yours sincerely

Request for a Reference (if requesting references before interview/selection)

The following may be used as a model on which to base a letter to a referee. In addition, the reference pro forma below may be used.

Dear 

Re: (Applicant name)

The above-named is being considered for the post of (post title) and has indicated that you would be willing to provide a reference.  I should therefore be most grateful if you would confirm for me:

(applicant name)’s title and service dates at your organisation

(applicant name)’s employment relationship to you as a referee

 (applicant name)’s reason(s) for leaving your employ (where applicable)
I am attaching a job description and person specification for the post of (post title). I would be grateful if you would comment on the above name’s suitability for the post, and provide any other relevant information.

Any information you can give will be treated in the strictest confidence.

May I take this opportunity of thanking you in advance for any help you are able to give; your prompt reply would be much appreciated.

Yours sincerely

UNIVERSITY COLLEGE LONDON

REFERENCE REQUEST

Applicant ..................................................................     Department .........................................

Referee ......................................................................


	The Applicant states that he/she was employed by you:

as                                                                       from                                                   to

	Please state:  Date Started:


	Job Title:

	                     Leaving Date:


	Reason for Leaving:




Please give your assessment of applicant’s performance (tick appropriate boxes):

	
	Excellent
	Good
	Satisfactory
	Less than Satisfactory
	Unsatisfactory

	Quality of Work


	
	
	
	
	

	Relationship with Colleagues


	
	
	
	
	

	Communication


	
	
	
	
	

	Attendance/ Timekeeping


	
	
	
	
	


During the course of his/her employment did you have any reason to doubt the applicant’s honesty?

YES/NO

Subject to a suitable vacancy and policy permitting would you re-employ the applicant?

YES/NO

Is there any further information you feel would be relevant to this appointment.

Signed .................................................................................    Date .......................................................

Position.................................................................................  

Request for a Reference

The following may be used as a model on which to base a letter to a referee following a successful interview. In addition, the reference pro forma below may be used.

Dear 

Re: (Applicant name)

The above-named is being considered for the post of (post title) and has indicated that you would be willing to provide a reference.  I should therefore be most grateful if you would confirm for me:

(applicant name)’s title and service dates at your organisation

(applicant name)’s employment relationship to you as a referee

(applicant name)’s sickness/absence record over the last 24 months

(applicant name)’s reason(s) for leaving your employ (where applicable)
I am attaching a job description and person specification for the post of (post title). I would be grateful if you would comment on the above name’s suitability for the post, and provide any other relevant information.

Any information you can give will be treated in the strictest confidence.

May I take this opportunity of thanking you in advance for any help you are able to give; your prompt reply would be much appreciated.

Yours sincerely

UNIVERSITY COLLEGE LONDON

REFERENCE REQUEST

Applicant ..................................................................     Department .........................................

Referee ......................................................................


	The Applicant states that he/she was employed by you:

as                                                                       from                                                   to

	Please state:  Date Started:


	Job Title:

	                     Leaving Date:


	Reason for Leaving:




Please give your assessment of applicant’s performance (tick appropriate boxes):

	
	Excellent
	Good
	Satisfactory
	Less than Satisfactory
	Unsatisfactory

	Quality of Work


	
	
	
	
	

	Relationship with Colleagues


	
	
	
	
	

	Communication


	
	
	
	
	

	Attendance


	
	
	
	
	

	Timekeeping


	
	
	
	
	


Number of days of sickness absence within the last 24 months:_____   Number of occasions:______

During the course of his/her employment did you have any reason to doubt the applicant’s honesty?

YES/NO

Subject to a suitable vacancy and policy permitting would you re-employ the applicant?

YES/NO

Is there any further information you feel would be relevant to this appointment.

Signed .................................................................................    Date .......................................................

Position................................................................................. 
