Candidate Rejection & Feedback Email Pack
Hiring Lab · Close the loop in a minute, and keep your name clean.
Every candidate who hears back kindly is one who might refer someone, reapply, or simply speak well of you. Silence does the opposite. Copy the template that fits, swap the [bracketed] bits, and send it within a few days of the decision. Keep it warm, specific and short.
1. Not shortlisted (after application)
Use when a candidate applied but isn't moving to interview.
Subject: Your application for [Role] at [Company]
Hi [First name], thanks for applying for [Role] and for the time you put into it. We've decided to move forward with other candidates whose experience lined up more closely with what this role needs right now. This isn't a no forever, and we'd genuinely welcome an application from you for a future opening that fits. Wishing you the best with your search. [Your name], [Company]
2. After the first interview
Use when a candidate interviewed once and isn't progressing.
Subject: An update on your interview for [Role]
Hi [First name], thank you for meeting us to talk about [Role]. We really enjoyed the conversation, especially [specific thing they said]. After speaking with everyone, we've chosen to progress a different candidate for this one. It was a close call and not a reflection on your ability. We'd be glad to stay in touch about future roles. Thanks again for your time and interest. [Your name]
3. Final-stage, close second (silver medalist)
Use for a strong candidate you'd hire in a heartbeat next time.
Subject: Your final interview for [Role]
Hi [First name], this is a hard email to send, because you were a genuinely strong candidate. We've offered [Role] to someone whose [specific strength] edged ahead for this particular team. I want to be honest with you: you were our close second. I'd like to keep your details on file and reach out first when the next fitting role opens. Would that be okay with you? Thank you for everything you put into the process. [Your name]
4. With specific feedback (on request)
Use only when the candidate asks for feedback. Keep it role-related.
Subject: Feedback on your interview for [Role]
Hi [First name], you asked for feedback, and you've earned a straight answer. What stood out: [specific strength]. Where the gap was for this role: [specific, role-related gap, e.g. "we needed someone who had owned a budget end to end, and that experience was a little lighter"]. None of this is a knock on you. It's about the fit for this specific role today. If you close that gap, I'd encourage you to apply again. Happy to answer any questions. [Your name]
5. Keep-in-touch (talent pool)
Use to park a good candidate for future roles, with consent.
Subject: Staying in touch, [First name]
Hi [First name], we didn't have the right role for you this time, but I didn't want that to be the end of it. With your permission, I'll keep your details on our shortlist and reach out when something that suits you comes up. Nothing you need to do now. Thanks for your interest in [Company]. [Your name]
6. Candidate went quiet (re-open the door)
Use when a candidate stopped replying. Stay warm, leave it open.
Subject: No worries, [First name]
Hi [First name], I haven't heard back on [Role], which is completely fine. Timing and fit have to be right on both sides. If your situation changes, my door is open, and if you've taken something else, congratulations. Either way, thank you for the time you gave us. [Your name]
Tip: whatever you send, send it fast. Speed is most of the kindness.
