Declining Job

Applications with Grace

Handle rejections professionally
whilst maintaining
relationships

HR



Why Thoughtful Rejection
Matters
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Future Opportunities

Today's applicant could be tomorrow's perfect candidate.
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Customer Relations

Unsuccessful applicants may still be valued customers.
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Brand Reputation

Professional handling builds positive employer brand perception.
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Essential Principles

Act Quickly

Decline unsuitable applications promptly after systematic assessment.

Stay Polite

Maintain professional tone without being blunt or dismissive.

Avoid Arguments

Don't engage in correspondence debating your decision.

No Legal Obligation

You needn't provide reasons for rejection decisions.
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Critical Legal
Consideration

Never suggest unlawful discrimination in your rejection
communications.

Carefully word responses to avoid any implication of
discriminatory practices in your assessment process.
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Internal vs External
Applicants

External Candidates

Use standard polite decline
letter.

Keep communication brief and
professional.

Internal Candidates

Invite discussion about
rejection reasons.

Encourage training and
development opportunities.
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Duty of Good Faith

Explain Reasons

1
Employers must explain rejection to internal applicants.
Discuss Improvements

2
Guide employees on enhancing future application success.
Support Development

3

Encourage growth within the organisation.
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Ready to Improve Your
Hiring Process?

Professional rejection letters maintain relationships whilst
protecting your organisation legally.

Share this with your HR team
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