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Once you have advertised your position you will receive applications from potential candidates for 
the role. You may wish to predetermine the information supplied by the candidates by providing an 
application form or invite applicants to submit in their own format. 

While an application form can be useful in capturing a consistent set of information from each 
candidate, a more unstructured approach will provide the candidate with the opportunity to be 
more creative and demonstrate what they bring to the role in a more individual way. 

You may wish to use an application form for roles where you anticipate receiving many candidates 
or for roles where you are recruiting on an ongoing basis i.e. hospitality, retail, trades etc. 

Handling of Application Forms 

It is important that all information relating to the recruitment process (particularly that gathered on 
individual applicants) is handled appropriately and remains confidential so that only who are 
involved in the process have access to the data. 

There is privacy legislation in place to ensure the protection of personal information. The Privacy Act 
1988 defines ‘personal information’ as: 

Information or an opinion (including information or an opinion forming part of a database), 
whether true or not, and whether recorded in a material form or not, about an individual 
whose identity is apparent, or can reasonable be ascertained, from the information or 
opinion. 

The legislation imposes obligations on organisations in relation to the collection, use and storage of 
personal information and this includes any information collected, used and stored as part of the 
recruitment and selection process. 

Access to personal information 

Under the privacy legislation applicants have the right to obtain access to personal information and 
opinions about them held by an organisation. The individual must be informed of this right to access 
their personal information. This includes all personal information that has been collected as part of 
the recruitment process.  

For example, the following information must be available if requested by both successful and 
unsuccessful applicants: 

• The job application letter or form 
• Curriculum vitae 
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• Interview notes 
• Written discussion notes 
• Emails between the HR and Line Managers 
• Notes taken during reference checks 
• Aptitude tests 
• Pre-medical and psychological tests 

There are five standard exemptions to an applicant’s right to access.  

To use these exemptions, the organisation must explain to the applicant the decision-making 
process and provide access to the factual personal information used in the evaluative process. The 
five exemptions are: 

1. Where the record is subject to legal privilege, such as communication with a lawyer; 
2. Where the request is legally defined as being frivolous or vexatious; 
3. Where provision of the information would be unlawful or pose serious or imminent threat to 

a person; 
4. Where access would reveal the intentions of the organisation in relation to negotiations with 

the job applicant in such a way as to prejudice those negotiations; and 
5. Where it reveals an evaluative process used by the employer (such as a scorecard to 

compare job applicants) that is commercially sensitive and not in the public domain. 
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