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Dear [Candidate's Name],

Subject: Withdrawal of Conditional Offer of Employment

I hope this message finds you well.

After your recent interview, we were pleased to extend a conditional offer of employment for the position of [Job Title] in the [Department], with a starting salary of [£[ ] per year / hourly rate of £[ ]]. 

This offer was contingent upon the successful completion of certain conditions.

These conditions included providing us with [satisfactory references/a satisfactory medical report/documentary evidence of your stated qualifications/degree/diploma/professional qualifications/evidence of your right to work in the UK], as well as access to a satisfactory [standard/enhanced] certificate issued by the Disclosure and Barring Service.

Regrettably, I must inform you that you have not fulfilled all the requirements necessary to confirm your appointment. 

Specifically, you have not [provided us with [a reference from your previous employer/a satisfactory reference, with the identified issue being [state problem with reference]/a satisfactory medical report/documentary evidence of your stated qualifications/degree/diploma/professional qualifications/evidence of your right to work in the UK], nor have we had access to a satisfactory [standard/enhanced] certificate from the Disclosure and Barring Service].

As a result, we must withdraw the offer of employment. 

Please understand that this decision was not made lightly.

Thank you for your interest in [Name of Organisation] and for the time you invested in the application process. 

We wish you the very best in your job search and future endeavours.

Yours sincerely,

[Your Name]
[Your Job Title]
[Your Organisation]
[Contact Information]

