Candidate correspondence templates post-eligibility sift / shortlisting

Candidates deemed eligible and shortlisted

[Insert Date]

[Insert Name]

[Insert Address]

Re: [Insert Recruitment Campaign Name] Eligibility results

Candidate ID: [Insert Candidate ID]
Dear [Insert Name], 
I refer to your application for the above recruitment campaign.
An eligibility and shortlisting exercise, based on the information provided in your application form, to ensure all candidates meet the eligibility criteria set out in the job specification, took place on xxxxxx.  I am pleased to inform you the Eligibility and Shortlisting Board deemed you eligible and that you should be invited to interview.
The next stage of the selection process involves a competency-based interview for all eligible applicants. An interview team member will contact when interview arrangements are finalised. 
Thank you for your interest in this campaign and we wish you all the best in your upcoming interview.
Kind regards, 
Campaign Lead [Insert Name]
Date [Insert Date]


Candidates deemed ineligible 
[bookmark: _GoBack][Insert Date]

[Insert Name]

[Insert Address]

Re: [Insert Recruitment Campaign Name] Eligibility results

Candidate ID: [Insert Candidate ID]

Dear [Insert Name], 
I refer to your application for the above recruitment campaign.
An eligibility and shortlisting exercise, based on the information provided in your application form, to ensure all candidates meet the eligibility criteria set out in the job specification took place on xxxxxx. 
I regret to inform you that you were unsuccessful in the eligibility exercise, as you did not [Insert reason]. Unfortunately, this means that you will not progress through to the next stage of selection.
Appointments to positions in the Health Service Executive are made, under Recruitment Licence subject to the Codes of Practice published by the Commission for Public Service Appointments (CPSA), which set out how the core principles of probity, merit, equity and fairness might be applied on a principle basis.
The additional information document included with each advertised job specification and application form includes details on the HSE complaints and reviews process under the Code of Practice, information for candidates section.
We encourage you to apply for future relevant roles when they become available. Sign up to the HSE Career Hub and register your interest in a range of health and social care roles, find out more about our candidate supports, and our services. You will receive email notifications for any job roles for which you have registered an interest.
Kind regards, 
Campaign Lead [Insert Name]
Date [Insert Date]


Candidates deemed eligible but not shortlisted
[Insert Date]

[Insert Name]

[Insert Address]

Re: [Insert Recruitment Campaign Name] Eligibility results

Candidate ID: [Insert Candidate ID]
Dear [Insert Name], 
I refer to your application for the above recruitment campaign.
An eligibility and shortlisting exercise, based on the information provided in your application form, to ensure all candidates meet the eligibility criteria set out in the job specification took place on xxxxxx. 
I regret to inform you that although you did meet the eligibility criteria for the post, the Eligibility and Shortlisting Board did not shortlist you.
Shortlisting is a process where the board assess the depth and breadth of experience detailed in candidate application forms. It identifies those most likely to meet the standard required to progress to the next stage of the selection process. It is a competitive process and the number of candidates invited to interview reflects not only the performance of candidates in relation to the criteria but also the overall strength of the candidate pool.  The board felt that although you did demonstrate some relevant experience unfortunately, on this occasion, you did not demonstrate the depth and breadth of experience at a level required for this role  
I realise this result may be disappointing. [Insert Site name/ Service] appreciates the time and interest you put into your application and wish you every success in the future.
Appointments to positions in the Health Service Executive are made, under Recruitment Licence subject to the Codes of Practice published by the Commission for Public Service Appointments (CPSA), which set out how the core principles of probity, merit, equity and fairness might be applied on a principle basis.
The additional information document included with each advertised job specification and application form includes details on the HSE complaints and reviews process under the Code of Practice, information for candidates section.
We encourage you to apply for future relevant roles when they become available. Sign up to the HSE Career Hub and register your interest in a range of health and social care roles, find out more about our candidate supports, and our services. You will receive email notifications for any job roles for which you have registered an interest.
Kind regards, 
Campaign Lead [Insert Name]
Date [Insert Date]
