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	Documenting Your Staffing Decision - Unsuccessful Candidates

This form is for use within Human Resources. Personal information collected on this form is confidential, and is used by Human Resources for the purposes of reviewing and justifying staffing decisions. Please note that Human Resources may disclose this information to the job candidate and/or other parties as required to justify staffing decisions.



At the close of the job competition, you will be required to provide your HR Advisor with written documentation outlining the reasons for your decision as they relate to the successful and unsuccessful candidates.  Please fill out both the successful and unsuccessful candidate documents.

As the hiring manager, you are responsible for completing these forms and forwarding it to your HR Advisor.

Along with the signed documentation, we also require:
· An outline of the interview format, including a copy of the questions asked, and
· The applications/résumés of all candidates.

Your HR Advisor is available to help you at any time in the selection process.  Please call your HR Advisor if you require assistance.
	Prepared By


	Department



	Competition Position Title


	Competition Classification Level



	Competition No.


	Date


	Signature (Hiring Manager)




	The personal information requested on this form is collected in accordance with Sections 38(2) and 41(1) of the Freedom of Information and Protection of Privacy Act (FIPPA), R.S.O. 1990, c.F.31 as amended. The information provided will not be used for any purposes other than those stated upon this form unless the applicant provides express written consent. Should you have any questions concerning your personal information, please contact the Assistant Director, Employee Services, FIPPA Representative for Human Resources, Room 507 Robertson Hall, (613)520-2600 x8635.  Carleton University is fully compliant with FIPPA and endeavours at all times to treat your personal information in accordance with this law.


	Candidate: 


	A) Please list the specific competencies (skills, knowledge and other attributes) that are bona fide requirements for this job

B) For each competency, please identify whether the candidate Did Not Meet (DNM), Met (M) or Exceeded (E) the job requirements by recording DNM, M or E immediately to the right of the listed competency.

C) Please provide a brief explanation for any competency for which the candidate received a rating of DNM or E. You are not required to record your rationale for circumstances in which the candidate “Met” the job requirements.

D) At the bottom of this summary, please identify the main areas for development for this candidate, in order to help the candidate continue to grow and prepare for future competitions.
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