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Procedure for Dealing with a Recruitment Complaint 
 
In the event that an unsuccessful external or internal* applicant feels aggrieved by the 
failure to be shortlisted or appointed, and are dissatisfied with the explanation they 
receive from the recruitment panel, then they may wish to make a formal complaint.  In 
these circumstances, this procedure will be applied. 

 
(* Internal applicants may as an alternative raise a grievance under their respective 
grievance procedure.) 
 
 
 
 
 

Complaint must be lodged in writing 
to Director of Service post is in (if the 

complaint is made orally ask the 
complainant to put it in writing). 

Director acknowledges complaint 
within 5 working days of receipt 

What does the complaint 
concern? 

The conduct of interview 
or selection panel 

Questioning the 
decision of the panel 

Director assigns an 
Independent Officer who 
has had no involvement in 

the recruitment process 

Independent Officer makes 
necessary enquiries, 

examines appropriate 
documents, clarification 

from complainant (if 
insufficient detail) talks 

with selection panel who 
are expected to co-operate 

fully. 

Findings reported to 
the Director 

Head of Human Resources (or 
nominee) shall advise Director on 

appropriate course of action. Legal 
advice may also be necessary where 

the Council may be vulnerable to 
employment tribunal proceedings. 

 

Response is made to complainant within 14 days of 
the receipt of the complaint.  Should this not be 
possible, the complainant will be informed of the 

investigation’s progress. 

 

Complaint Justified? 

A written record of the complaint 
must be kept confidentially 

within the Service. 
 

The Chair of the Panel 
asked to review and 

respond. They will have 
kept a record of the 

reasons why applicant 
was unsuccessful 

Note:  An HR Adviser will provide advice as necessary 

Yes No 


