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General Recruiting
Guidelines

RIGHT OF REFSUSAL

The FSU Career Center reserves the right to deny access to any student, alumni, recruiter, vendor, employer,
school, or organization from participating in any recruitment event/service including, but not limited to: access
to NoleNetwork, all job postings, on-campus and off-campus recruiting, resume referrals/books, or career fairs.

THE APPEARANCE OF DISCRIMINATION

Positions or recruiting activities that appear to discriminate against applicants based on race, creed, color, sex,
religion, national origin, age, disability, veterans or marital status, sexual orientation, gender identity, gender
expression, and any other protected group statuswill notbe posted. All postings submitted and/or approved
must comply with the Department of Justice laws and/or regulations regarding the prohibition of discrimination
based on national origin or citizenship status (8 U.S. Code 1324b). Compliance is the responsibility of the
employer or entity, not the FSU Career Center.

THE APPEARANCE OF DISCRIMINATION

The Florida State University Career Center requires all employers to maintain EEO compliance and adhere to the
NACE Principles for Ethical Professional Practice. Employers must provide equal opportunity without regard to race,
color, national origin, religion, sex, gender identity, pregnancy, disability, age, medical condition, ancestry, marital
status, citizenship, sexual orientation, or status as a Vietnam-era veteran or special disabled veteran. Positions that
do not comply with the laws enforced by EEOCwill notbe posted.

CONFIDENTIALITY

Employers must maintain the confidentiality of all student information, including, but not limited to, school
records, contact information, and all other personal identifying information as identified in FERPA, HIPPA, and
any other applicable laws.

JOB OFFER TIMELINES

The Career Center requests that employers provide students with a reasonable timeframe to make employment
decisions. The best practices among employers with a successful history of recruitment give students at least two
weeks to make informed decisions for full-time and internship positions. This length of time serves to protect
employers’ campus reputation and helps make job offer acceptance decisions final. We strongly advise that
companies offer reasonable extensions to deadlines when requested, so the student has an opportunity to honor
interview and site visit obligations. We appreciate the cooperation employers have shown in the past, and ask for
your continued flexibility.

OTHER PROGRAM GUIDELINES & STANDARDS

For policies related to other Career Center initiatives like On-Campus Interviews, FSUshadow, and similar programs,
please visit the respective program websites.
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https://www.govinfo.gov/app/details/USCODE-2011-title8/USCODE-2011-title8-chap12-subchapII-partVIII-sec1324b
https://www.naceweb.org/career-development/organizational-structure/principles-for-ethical-professional-practice/
http://www.eeoc.gov/laws/practices/index.cfm

Job & Internship Posting
Guidelines

REQUIREMENTS

e Positions must be actual, current openings

e All positions must include a job description and clearly stated qualifications

e Unpaid internships must meet the U.S. Department of Labor's Fair Labor Standards criteria
e Must adhere to Equal Employment Opportunity compliance

e Work locations must be specified within the posting

PROHIBITED POSTINGS

The Career Center does not post:
e Positions promoting or selling services to FSU students
e Listings from third-party recruiters who do not identify their clients
e Multilevel marketing opportunities
e Adult entertainment positions
e Positions related to controlled substances prohibited by federal law
e Positions with employers requiring personal information before interview
e Postings infringing on another's copyright, trademark, or intellectual property
e Positions that take place in the personal home of the employer, such as babysitting, yard/home maintenance, etc.

POSITIONS REQUIRING FINANCIAL INVESTMENTS BY CANDIDATES

Positions that require any form of monetary commitment from students prior to employment can be posted only if
the payout structure as well as any upfront costs, special fees or purchases for required training materials as a
preliminary condition of employment is clearly defined and advertised within the job description.

THIRD-PARTY RECRUITERS

Third-party recruiters and staffing agencies may list job vacancies on NoleNetwork for their clients only if they
disclose the identity of the client in the job posting or description. If not disclosed, the Career Center reserves the
right to decline the posting. If a third-party recruiter is posting a position for their organization and nota client, this
needs to be clearly stated in the job description as well.

COMMISSION-ONLY OPPORTUNITIES

Commission-only positions must be clearly disclosed in job postings and interviews.

WAGE RATE FOR PART-TIME OR TEMPORARY POSITIONS

Part-Time/Temporary postings offering compensation lower than the U.S. Department of Labor's Guidelines for
Federal Minimum Wage will not be posted. Employing organizations advertising part-time/temporary positions
within the State of Florida must meet Florida Minimum Wage Rates.
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https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships
https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships
http://www.dol.gov/dol/topic/wages/minimumwage.htm
http://www.dol.gov/dol/topic/wages/minimumwage.htm
http://www.dol.gov/whd/minwage/america.htm
http://www.dol.gov/whd/minwage/america.htm

Campus Engagement &
Event Guidelines

INCLEMENT WEATHER/EMERGENCY

In the event of campus closure, all recruiting activities will be canceled. Career Center staff will notify (via email)
the recruiter on file within NoleNetwork connected to the scheduled activity or event. Substainial efforts to
reschedule the recruiting activity impacted by the campus closure will be pursued.

INFORMATION TABLES

e Must be reserved through the Career Center at least 7 days in advance
e Maximum of two employers per day in approved locations
e No solicitation outside reserved space

CLASSROOM VISITS
Employers wishing to engage with specific classes must:
e Contact faculty directly to request permission
e Coordinate logistics with the faculty member
¢ Abide by classroom policies
e Focus on educational content related to career development or other information as agreed up with the faculty
member in charge

Employers wishing to engage with specific classes may choose to consult with Career Center staff as it relates to the
University calendar, College-specific activities, and faculty within Academic Colleges.

CAREER FAIRS AND EVENTS

e Registration and payment are required for participation

e Displays must remain within designated booth space as space is extremely limited at all events

e Follow venue-specific regulations

¢ |f payment is not received by one-month post event, please be aware that the registered organization will not be
allowed to attend future events until payment is received.

e Registered organizations who fail to show up at the event will still be charged for the event and will be expected
to pay the full registration fee(s) by the specified deadline. There will be no carryover of registrations if the
organization fails to show.

¢ Only credit card or check payments will be accepted as the Career Center does not accept cash, ACH, or EFT
payments.

e For tax exemption, organizations must provide a current and active State of Florida DR-14. The Career Center
does not accept the federal IRS exemption forms.

* Event specific standards and guidelines will be on the event website, within the event registration, and/or event
confirmation email.
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Standards & Guidelines
Compliance

Failure to comply with these policies/procedures may result in:
e Suspension of recruiting privileges
Revocation of access to the Career Center job board (NoleNetwork)
Cancellation of scheduled recruiting activities
Referral to university legal counsel in severe cases

These policies, standards, and guidelines are subject to change. Employers are responsible
for reviewing current policies before engaging in recruiting activities at Florida State
University.

Questions?
Please contact the Employer Relations team at
the Florida State University Career Center

850.644.6431
HireANole@fsu.edu




