EMPLOYER PROFESSIONAL GUIDELINES & POLICIES
The University of Wisconsin-La Crosse Academic Advising Center & Career Services office is first and foremost committed to working in the best interest of UWL students. UWL Career Services has established the following recruiting guidelines to assist employers in making on-campus recruiting a professional, fair, and ethical experience. Registration with UWL through Handshake, career management system, is a privilege and can be revoked if in violation of policies. We expect employers to contribute to a successful recruiting relationship by fully complying with both the NACE Principles for Ethnical Professional Practice and the policies of UW-La Crosse Career Services listed below.
Employer services include but are not limited to: career/job fairs; on-campus recruiting; employer information tables; employer information sessions and online job posting service (Handshake).
Acceptance and participation of employers in the employer services mentioned above is not to be construed as an explicit or implicit approval or recommendation by UWL to its students.
Right of Refusal Statement:
UW-La Crosse Handshake database is intended to serve the UWL student population by providing full-time and internship positions related to a student’s course of study at UWL. Please note that the Academic Advising Center/Career Services Office reserves the right to decline or remove any job posting that they feel is not in the best interest of our students. Please note: All part-time positions are evaluated by the Office of Financial Aid. Please review their policies for further information.
We reserve the right to refuse service to employers for factors such as the following:
·  Providing fraudulent information and/or misrepresentation of positions or company information through dissemination of dishonest information or absence of information to the Career Services or to students
· Receipt from students of complaints of improper or illegal recruiting or employment practices, harassment of UWL students, alumni, or staff
· Breach of confidentiality of student information without prior written consent of the student
· Requiring, at the time of application, personal information such as bank and social security numbers or photo of the applicants
·  Positions not likely of interest to college students or alumni. Our primary focus is full time salaried and paid internship opportunities.
· Requiring students to pay personal funding to obtain the position including franchising opportunities 
· Failure to adhere to Career Services’ policies and/or any violation of UWL equal opportunity regulations and rules, and local, state, or federal laws
· Failure to accurately describe the responsibilities and requirements of the employment opportunity in all publicity, including publicity for employer information sessions.
Companies or organizations that hire independent contractors or do not provide a W-2 may use the following limited services:
· Career/job fairs as appropriate
· Scheduling a room for a presentation once a semester
· Scheduling an information table once a semester

Career Services does not provide services, rooms, scheduling, or sponsorship if:
· The employment opportunity involves on-campus solicitation of the company’s products, posting of company’s materials, or sale/distribution of products and services
·  The organization is sponsoring an individual to establish his/her own business for the purpose of selling products or services, and/or recruiting other individuals to establish their own businesses
· The organization requires an initial payment or investment - with the organization itself serving as an umbrella or parent corporation. Investments of this type may include, but are not limited to: requirement to attend unpaid orientation or training sessions; direct payment of a fixed fee; payment to attend orientation or training sessions; and/or purchase or rent of a starter kit, sales kit, samples, or presentation supplies
· The organization fails, for any reason, to provide essential information concerning the nature of the position or compensation, including, but not limited to: commission only, job responsibilities, salary, applicant requirements
· The organization fails to submit payment/documentation of payment for any Career Services event or program
SERVICES PROVIDED TO THIRD PARTY AGENCIES
Third party recruiters are agencies, organizations or individuals recruiting candidates for employment opportunities other than for their own needs. Third party recruiters using UWL Career Services are expected to follow the same policies and procedures established for recruiters representing their own organization. In addition, third party recruiters are expected to adhere to several specific practices to ensure open and accurate communication with UWL students.
Career Services will provide assistance to third party agencies only when a third-party recruiter meets the following conditions:
· Meets the NACE and EEO policies and laws described above
· Charges no fees to the candidate
· Must disclose third party recruiter status 
· Reveals to Career Services the identity of the employer being represented and the nature of the relationship between the agency and the employer, and permits the career center to verify this information by contacting the named client
· Provides a position description to Career Services for valid openings.
Third party recruiters are allowed to interview on campus or participate in career fairs when the above conditions are met. Career Services may require the name of the employer being represented to be identified on all announcements.
ON-CAMPUS RECRUITING
· Recruiters seeking to schedule on-campus interviews must utilize Handshake’s scheduling processes. Additionally, a description of the recruiting process used to fill the schedule as well as a copy of the interview schedule prior to the interviews must be submitted to the Career Services Office
· Career Services will not provide on-site support for recruiters requesting outreach venues outside of the Career Services suite
· Career Services cannot provide equipment (laptop computer, projector, etc.) for outreach events outside the Career Services suite
· Interview rooms in the Career Services suite for your on-campus visit are complimentary and will be assigned by the Career Services Office
CANCELLATIONS AND REFUND POLICY
Registration cancellations within 3 days of the event are subject to be evaluated by UWL Career Services Outreach Specialist and/or Director. You will be responsible for the full registration fee if you cancel after the event or not present without notification. Refunds for qualifying cancellations (less administrative fee) will be initiated after the fair.
PAYMENT INFORMATION COLLECTED
UWL Career Services only keeps information for payment record. This may include, but is not limited to, a first and last name, a physical address, an email address, and a phone number. We are not keeping record of any credit card information.
POSTING POSITIONS AT UW-LA CROSSE
· Only job postings for degree-required/related positions are accepted
· Career Services will accept appropriate job announcements through Handshake; we are a paperless resource center
· Career Services reserves the right to delete job postings deemed unsuitable for students seeking professional, degree-related work experience and will make an effort to direct employers seeking non-professional employment candidates to other recruiting sources available at the university
· Posting of any/all job descriptions is not to be construed as an explicit or implicit approval or recommendation of recruiters by the university.
REQUESTS FROM ORGANIZATIONS TO TARGET ONLY SPECIFIED AUDIENCES
· Career Services at UWL maintains and promotes a policy of nondiscrimination and non-harassment on the basis or race, religion, color, sex, age, disabilities, marital status, sexual orientation, national origin, and citizenship. We provide services only for employers whose hiring practices are non-discriminatory according to federal and state laws
· Career Services will advertise opportunities that target specific populations if the organization also agrees that it will consider other students or have opportunities open to all interested students
CAREER/JOB FAIRS
· Career/job fairs are designed to provide a venue for sharing employment information only
· Are not intended for recruiting other businesses or for selling products and/or services
· Please see above section regarding cancellation fees
· [bookmark: _GoBack]Career fair participants who do not comply with this policy may be asked to leave the event/may be denied future registration
EVENT REGISTRATION AND DELIVERY METHODS
Employers register for job fairs on Handshake with a pre-register employer account. New employers to the system have to sign up for an account. UWL Handshake is a Career Services Management System, software by Handshake. Registration will be reviewed by UWL Career Services staff. Registration will be processed within 24 to 48 business hours. Employer will be provided with all the details and logistics of the event through a confirmation email. Please note: If you do not receive, please check your clutter or junk email for communication from UW-La Crosse and/or Handshake.
Upon arrival, booth/table/packages will be set up and ready at the event location on the time indicated in the confirmation email. Any employers arrive at the event location without pre-registration; booth availability and participation will not be guaranteed.
Payment is required at the time of registration if paying by credit card. At the end of the registration process, an invoice will be generated; at the bottom of the invoice is the “pay by credit card” button. Click on the button to process your credit card payment. Check payment must be received no later than 30 days after the event. Any questions for payment, please contact Rebecca Lee at 608.785.8362.
NOTES: Additional charges will apply for extra representatives, electricity, additional parking. Please contact 608.785.8362 for any questions.
GRIEVANCES
The Career Services staff will investigate complaints by users of our services about job postings, employers, or career events. If we determine that a complaint is justified, we may choose not to sponsor recruiting activities for the employer involved.
THE FAIR LABOR STANDARDS ACT – Compensation
Employers are expected to comply with the Fair Labor Standards Act with regards to intern compensation. Briefly, this specifies that employers in the for-profit private sector need to pay interns at least the minimum wage and applicable overtime unless they meet the six-part test for unpaid interns. Unpaid internships in the public sector and for non-profit charitable organizations, where the intern volunteers without expectation of compensation, are generally permissible. Find details on the U. S. Department of Labor website or fact sheet. By posting an unpaid position, you are acknowledging that you are acting in accordance to the Fair Labor Standards Act.
FAMILY EDUCATIONAL RIGHTS & PRIVACY ACT (FERPA)
The Family Educational Rights & Privacy Act requires that we obtain consent from students and alumni before releasing their profile and resume information. You may use this information only to fill employment vacancies within your own organization. Any information you acquire from profiles and/or resumes may not be re-disclosed to any other employer or third party, and you may not disclose the information to individuals within your own organization for other than employment purposes. Further detail is available from the U. S. Department of Education website.
STUDENT UNION RECRUITING TABLE
Sponsorship by Career Services on campus may be available to for an employer to present information about employment opportunities posted through Handshake. To reserve a table, please contact the Employer Outreach Specialist at 608.785.8362; a one-week advance notice is required to reserve the table. Limited to one employer table per day.
A Student Union Recruiting Table is for the sole purpose of presenting employment information about an organization. Listed below are statements which each representative of an organization must adhere to during their visit to the UWL campus.
The UW-La Crosse campus publicity guidelines have been developed by the Student Organizations Committee and approved through the University of Wisconsin-La Crosse Student Association. These guidelines are an administrative function of University Centers.  It is advised that all employers review these guidelines as the Academic Advising Center & Career Services Office or University Centers staff reserves the right to restrict or refuse an organization's request for a Student Union Recruiting Table.
In addition, an organization may be asked to leave the premises if found to be in violation after set up has occurred.
Statements of proper Student Union Recruiting Table procedures
· Organization name will be identified on all materials
· Publicity must be for activities or events open to the campus community or for information that enhances the educational campus environment. 
· All publicity must feature the event being advertised. The event must be visually prominent in comparison to non-university or commercial logos, pictures, etc. advertising other products.
· All publicity should include the name of the sponsoring organization (Career Services), department, or business. 
· Any publicity that may go against the educational mission of the university (i.e. racist, degrading, and/or potentially offensive) is not allowed. 
· Publicity must not interfere with the normal flow of traffic. 
· Advertising of alcohol or drug related sponsors is not allowed, unless special approval is given through University Centers. Publicity that encourages the abuse or excessive consumption of alcohol is prohibited.
· Sponsoring organizations are responsible for posting and removal of their own publicity following the event. 
· All materials must be computer generated or of comparable quality. NO hand drawn artwork, sketches, or pictures will be registered.
· The name of the sponsoring university organization, department, or business must appear on publicity. 
· All publicity should contain the date, time, and location of the event, and any other descriptive information.
· Due to a contractual agreement the University of Wisconsin-La Crosse has with campus credit union, no other financial/banking organization is permitted to reserve a Recruiting Table
· Pedestrian traffic will not be obstructed
· Disruption or disturbance of regular academic and institutional programs or other approved activities is prohibited
· Individuals may not be accosted, shouted at, forced to purchase items or required to complete an organization's survey
· The Recruiting Table will be for the express purpose of recruiting employees for employment opportunities posted through Handshake
· Due to a contractual agreement with UW-L and Chartwells, no food will be allowed to be distributed that is not purchased by Chartwells.
· Agreement to maintain the cleanliness of the area
· Agreement to assume financial responsibility for loss or damage to property
Use of UWL name, seal, wordmark or logo without permission from the UWL University Communications Office is STRICTLY PROHIBITED.  The university's name, seal, wordmark and logo are registered marks of the Board of Regents of the University of Wisconsin System doing business as the University of Wisconsin-La Crosse. 
If, after reviewing and agreeing to uphold these procedures, you remain interested in securing a reservation for a Student Union Recruiting Table, please contact Rebecca Lee, Employer Outreach Coordinator at (608) 785-8362 at least one week prior to your intended campus date.
