Applicants/Candidates Not Offered Positions

Purpose:
The intent of the following policy is to ensure that all applicants are properly and courteously noticed of their status regarding position vacancies.

Policy:
Each applicant/candidate for a position shall receive either verbal or written notice of thanks for their time and interest in applying for a position with CDS.
Procedure and/or Process:

The preferred method for notifying applicants not interviewed is in writing with the CDS form designed for that purpose.

The preferred method for notifying a candidate interviewed, but not selected is verbal, unless written notification is more practical and then the CDS form for that purpose should be utilized.

In either case the notice should be documented by the hiring Manager.

When the final candidate has been hired all applicant/candidate information and associated materials shall be transferred to the Human Resources Department where it shall be retained in a confidential manner for not less than three years.
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