Employer Recruiting Policy (Effective November 12th, 2015)
GENERAL CONDUCT
Arcadia University’s Office of Career Education abides by the ethical standards for professional conduct
set forth by the National Association of Colleges and Employers (NACE). All employers and third-party
recruiting organizations that recruit Arcadia students and alumni are expected to follow the NACE
Principles for Professional Practice. Organizations that do not act in accordance with these principles will
have their recruiting privileges revoked. Employers are expected to maintain professional behavior and
uphold the ethics of his/her profession at all recruiting events and via job-post opportunities. Employers
that do not act in a professional manner may be asked to discontinue recruitment at Arcadia University.
NON-DISCRIMINATION
It is Arcadia's policy to admit qualified students and administer all educational, athletic, financial, and
employment activities without discrimination based on race, color, gender, national origin, religion, age,
sexual orientation, disability, or any other status protected by applicable federal, state, or local law unless
allowed by law and deemed necessary to the administration of the University's educational programs or
operations. This policy applies to all terms and conditions of employment as well as all academic, athletic,
and other educational admissions, enrollment, participation, and programming. Arcadia expects that any
employer or third-party organization representing an employer that posts a position through the Center for
Career Education or uses the University's facilities for the purpose of recruiting for full-time, part-time,
temporary, or intern positions adheres to this policy and complies with federal and state equal employment
opportunity laws in its recruiting and hiring.
THIRD-PARTY RECRUITING
Third-party recruiters who wish to post opportunities with the Office of Career Education's job database,
Handshake, participate in on-campus recruiting (career fairs, information sessions, on-campus interviews,
tabling etc.) must agree to the following terms and conditions:
·
·
·
·

·

The third-party recruiter must agree to disclose the name of the employer, as well as the position
description. The client's name should appear in the title of the position.
Students and alumni will not be charged a fee for the third-party recruiter's services.
The third-party recruiter can be listed as the contact for student/alumni cover letters and resumes.
If a student or alumnus is not selected for the specific position listed in Handshake, his/her resume
will not be put into the recruiter's general pool of candidates without the written consent of the
individual.
This agreement will remain in effect for all positions posted through the third-party recruiter. We
reserve the right to remove any postings that do not adhere to our terms and conditions. Any
violation of these terms will result in the loss of access to Handshake and on-campus recruiting.

PROHIBITED POSTINGS/RECRUITING
The Office of Career Education reserves the right to prohibit the posting of any position in its recruiting
system and recruiting events such as career fairs, on-campus interviews, information sessions and tabling.
Employers and third-party recruiting agencies that recruit students and alumni for any of the following
types of positions will not be permitted to use Career Education services:
·
·
·

·
·
·
·
·
·
·
·
·
·

·

All full or part-time positions that do not require a bachelor's degree (excluding internships).
Positions requiring majors that do not exist at Arcadia University.
Positions that do not provide a company website and email address. Employers and third-party
recruiting agencies must provide a company email address and website to post within the
Handshake system.
Campus advocate/representative positions that would require students to run or begin a student
organization as part of their duties.
All positions that would employ students by a private individual (i.e. babysitter, editor of a book,
tutor, caretaker, interior designer for your private home, etc.).
All positions hiring students to sell or promote an organization's products or services to other
Arcadia students or family members of Arcadia students.
All positions requiring door-to-door sales or in home appointments to promote/sell an
organization’s products.
Positions that do not pay a base salary equal to or greater than the federal minimum wage and
comply with federal, state, and local regulations.
Positions with compensation packages requiring commission only or requiring prospective
employees to purchase products or services upfront.
Opportunities based on a "pyramid" or "multi-level" networking structure requiring or encouraging
the recruitment of others who recruit others and so on to sell products and services
Canvassing positions (unless the percentage of canvassing is clearly expressed to candidates).
All positions from employers, volunteer agencies and third-party recruiting organizations that
require students and alumni to pay a fee prior to employment.
All positions with organizations that provide financial incentives to staff who recruit new hires for
the organization and/or for which the recruiting staff member receives a portion of the new hire's
commission.
Positions that would require activities that violate any campus policies (including solicitation or
fund raising restrictions) or that might require actions that could otherwise interfere with the
academic mission of the University.

POSTING TEACHING ENGLISH ABROAD OPPORTUNITIES
The Office of Career Education is happy to assist organizations that provide opportunities for our graduates
to teach English abroad, providing they meet the following criteria:
The organization must provide the Career Education Office with at least two references from past
participants in the program. The program must be formally structured so that applicants understand the role
the organization will play in arranging for their teaching opportunity and the support that will be provided
when they are abroad. Additionally, the organization must have a website which provides the following:
·

·
·
·
·
·
·

Details of the program, including specific responsibilities of the applicant, how the organization
works with applicants in securing teaching opportunities and arranging travel and housing, and
support provided by the organization while the individual is abroad teaching.
Application timeline and process.
Fees involved, if any.
An indication of what teaching certifications are required, including: Teaching English as a Foreign
Language (TEFL), Teaching English to Speakers of Other Languages (TESOL).
Pay structure.
What health coverage, if any, is provided or how candidates would arrange for health coverage.
Safety and housing information.

·
·

Clear description of working and living conditions.
Support that the organization provides to teachers while they are abroad.

POSTING UNPAID INTERNSHIPS
We encourage employers - particularly those in the private sector - to pay interns whenever possible. As
many students focus their search on paid positions out of necessity, offering paid internships often results in
a larger, more diverse, and more qualified pool of applicants. Before posting an internship, please review
the U.S. Department of Labor's Fact Sheet on intern compensation. This fact sheet provides general
information to help determine whether interns must be paid the minimum wage and overtime under the Fair
Labor Standards Act for the services that they provide to "for-profit" private sector employers. If your
organization is considering posting unpaid internships through the University, you must confirm that those
internships meet the NACE guidelines for an experience to be defined as an internship:
·

·
·
·
·
·
·
·

The experience must be an extension of the classroom - a learning experience that provides for
applying the knowledge gained in the classroom. It must not exist simply to advance the operations
of the employer nor should it be the work that a regular employee would routinely perform.
The skills or knowledge learned must be transferable to other employment settings.
The experience must have a defined beginning and end, and a job description with desired
qualifications.
There must be clearly defined learning objectives related to the student's professional goals.
There must be supervision by a professional with expertise and educational and/or professional
background in the field of the experience.
An experienced supervisor must provide feedback routinely.
The employer must provide resources, equipment, and facilities that support learning
objectives/goals.
Private sector employers also should be familiar with the U.S. Department of Labor guidelines for
legally offering unpaid internships. The Department of Labor provides general information to help
determine whether interns must be paid the minimum wage and overtime under the Fair Labor
Standards Act for the services that they provide to "for-profit" private sector employers.

POSTING VIRTUAL INTERNSHIPS
The majority of internships posted at Arcadia are traditional internships, where student interns work at the
same physical location as their supervisors and have safe and specific work spaces. If you are interested in
posting a virtual internship, you must indicate this in the job title (for example, "Social Media Virtual
Intern"). All virtual internship position descriptions must meet the NACE criteria for internships in addition
to the below criteria for virtual internships. We will review descriptions carefully to see that both sets of
criteria are met before approving the posting.
Criteria for Virtual Internships
· The internship site must use some type of online project management tool, such as Google Docs so
that work is stored in the "cloud" and not on a personal computer.
· The internship includes a regular e-mail report (weekly, at a minimum) where the student provides
information such as hours worked, challenges or problems encountered, and results obtained, and
asks any questions that he or she may have.
· The internship includes a weekly virtual meeting on Skype or a similar technology (highly
preferred); if this meeting is impossible, then phone conversations are expected.
· For local virtual internships (the site is not far from Arcadia, but you are allowing the student to
work from campus), you must meet with the student in a public place regularly throughout the
internship.

EXPLODING OFFERS

Employers may not offer incentives or exert undue pressure to students to accept/decline an offer before the
deadlines stated below. An offer may not expire before the stated deadlines. Employers failing to adhere to
these dates may be restricted from scheduling interviews the first two weeks of the following semester.
Repeated offenses may result in restriction from campus recruiting completely.
Fall Semester – Full-time Offers from Summer Internships (Conversions):
Employers extending full-time offers or conversions to previous summer interns must allow
students to accept or decline until November 15, or a minimum of four weeks after the date of the
written offer, whichever is later.
Fall Semester–Full-time Offers from fall recruiting:
Employers must allow students to accept or decline until November 15, or a minimum of four
weeks after the date of the written offer, whichever is later.
Spring Semester–Internship Offers from Spring Recruiting:
Employers must give students at least 4 weeks from the date of the verbal offer to accept/decline.
For interviews conducted after March 1, employers should give students at least 2 weeks from the
date of the verbal offer to accept/decline.
ACCEPTANCE OF OFFERS
Should an employer pursue a student for a full-time or an internship position knowing that the student
already has accepted an offer (verbally or written) with another organization, the employer may be banned
from Career Education's on-campus recruiting program for up to one year. This policy is in place to protect
the employer from whom the student has accepted an offer and to protect the student from undue pressure.
RESCISSION OF OFFERS
Should economic realities force an employer to rescind an offer, the employer must report this to Career
Education prior to contacting the student to rescind. This will allow Career Education to prepare for the
student's questions and concerns, and to prepare to work with the student on conducting a new search.
Career Education also would continue to engage the employer in discussion to determine best steps in
moving forward with their recruiting relationship at Arcadia and to assist the student who had his/her offer
rescinded. Employers who rescind offers may be banned from the on-campus recruiting program for up to
one year or longer.
ALCOHOL
The Office of Career Education adheres to the NACE Principles for Professional Practice, which states that
serving alcohol should not be a part of the recruitment process. Therefore, all recruiting activity, including
all information sessions, should be alcohol-free.
GRADUATE SCHOOL
The Office of Career Education will restrict graduate programs from recruiting on campus for which there
is a comparable Arcadia University graduate degree program offering.
The Office of Career Education adheres to the aforementioned policies and guidelines to ensure the quality
of our services and reserves the right to modify these terms and conditions at any time.
Arcadia University and Arcadia University’s Office of Career Education disclaim any liability for the recruiting,
hiring, or employment practices of employers using this system. Employer access to this site does not constitute
an endorsement of that organization. Career Education is not involved in the actual transaction between
employers and students/alumni.
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