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Employer Recruiting Policy for 2020-21

Last updated: May 16, 2022

By acting in accordance with these policies and guidelines, individuals and organizations can help the Career Design Center maintain a professional, fair and successful recruiting environment for all parties concerned. Your use of both our services and the Handshake platform constitutes your binding agreement to the following policies.
NOTE: These principles are not all-inclusive; they are intended to serve as a framework within which the Career Design Center processes should function, and as a foundation upon which professionalism can be promoted.
University at Buffalo Equal Employment Opportunity Statement

The University at Buffalo is committed to ensuring equal employment, educational opportunity, and equal access to services, programs, and activities without regard to an individual's race, color, national origin, sex, religion, age, disability, gender, pregnancy, gender identity, gender expression, sexual orientation, predisposing genetic characteristics, marital status, familial status, veteran status, military status, domestic violence victim status, or criminal conviction status.
Employer Policies

The Career Design Center at the University at Buffalo maximizes employment and internship opportunities for its students by offering a range of services to facilitate recruitment of prospective candidates. The Career Design Center requires that any recruiting organization or individual utilizing services, must abide by all applicable federal, state, and local employment laws, including Equal Employment Opportunity laws, New York State, local rules and regulations, the University at Buffalo’s Notice of Non-Discrimination, University policies and the National Association of Colleges and Employers (NACE) Principles for Ethical Professional Practice.  
The Handshake system (UB’s Bullseye powered by Handshake) is the web-based portal for publicizing all bona fide full-time, part-time, seasonal, and short-term positions and other recruiting activities for small and large businesses, government agencies, nonprofit organizations, and on-campus employers.  All recruiting organizations or individuals are expected to accurately describe their organizations, positions and position requirements when posting their information on Handshake or when representing their firms and opportunities at any campus recruiting events. Companies and/or job postings requiring donations, application fees, fundraising, investments, payment for training, or payment to participate, or offering items or services for sale, will not be provided recruitment services.
Right to Refuse Service

UB Career Design Center reserves the right to refuse service to employers whose posting, policies or procedures appear to violate the University’s commitment to equal opportunity and fair treatment for all, regardless of race, color, sex, age, ethnicity, religion, national origin, sexual orientation, disability, marital status or status as a military veteran; if opportunities are deemed to not be in the best interests of the student as well as factors such as the following:
· Misrepresentation by lack of information or dishonesty
· Fraud
· Complaints by students
· Harassment of students, alumni or staff
· Breach of confidentiality as required by the Family Educational Rights and Privacy Act (FERPA);
· Requiring personal information such as bank and social security numbers when not part of the hiring process or at time of application
· Failure to adhere to federal, state, local laws or University at Buffalo rules and regulations
Diversity, Equity and Inclusion Resources

All employers recruiting with the University at Buffalo are asked to review all best practices on diversity and inclusion recruitment and hiring before connecting with UB talent.  Resources can be found on Handshake and NACE.

Internships

For-profit organizations unable to offer a paid internship should review the following guidelines from the Department of Labor.
Please see UB Career Design Center Internship FAQ’s to learn more.
Employer/Job Approval guidelines in Bullseye powered by Handshake
The following is required from every company or organization recruiting through UB Career Design Center’s Bullseye powered by Handshake system and will be the basis for consideration for approval in addition to the Recruiting Policies listed above. 
· All staff must provide their full name and phone number
· All employers must have a working website and be fully translatable to English
· All employers must have a valid company email address that matches the company domain name
· Employers post and set job/internship opportunities to expire within 60 days.
· Employment positions not requiring a four-year college degree and located outside of New York State will not be considered.
· We reserve the right to post opportunities that match the geographic preferences of students as stated on their profiles.
· On-campus solicitation, on-campus sales of goods or services, or opportunities violating UB’s Computer and Network Use Policy is not allowed and any job or internship opportunities of this nature will not be approved or posted.
· Employers with an Employer Trust Score of greater than 50% will be considered for approval.  Please read more about Employer Trust Scores.
· Employers with an Employer Trust Score of 90% or higher may receive auto-approval for job postings. 
· Organizations whose websites do not contain career information may be declined.
· International placement agencies (teaching, internships, volunteering, etc.) are referred to GoAbroad to post opportunities.  
Third-Party Recruiters

The Career Design Center defines third-party recruiters as agencies, organizations, or individuals recruiting candidates for temporary, part-time, or full-time employment opportunities for other organizations rather than for internal positions. Third party recruiters may utilize Handshake and attend select career fairs. Third-party firms who are recruiting for positions within their own organizations must clearly differentiate those opportunities from their client engagements. The Career Design Center will not provide services to organizations wishing to promote their job board or website. Positions posted in Handshake by third party employers must be individual and specific.

Third-party recruiters representing client organizations must:

· Charge no fees of any kind to student or alumni applicants upon request;
· Identify themselves as a third-party recruiter in their employer profile and all client job announcements;
· Provide to The Career Design Center upon request, a list of the employer clients for whom they are recruiting, and, if requested after review, provide a copy of the retainer(s) signed by their employer client(s) authorizing them to act as their sole campus representatives;
· Only release candidate information provided to the identified employer in accordance with the Family Educational Rights and Privacy Act (FERPA). Re-disclosure of candidate information to any other parties is not permitted.
· At career fairs, represent specific employers who have authorized them and disclose to students and the Career Design Center in advance, the names of the represented employers.

Teach/Volunteer Abroad Companies

The Career Design Center will not approve teaching or volunteer abroad positions in Handshake and may not work with companies who place and organize teacher/volunteer abroad positions due to the financial requirements of the applicants to partake in such opportunities. The Career Design Center does not currently have the ability to review and vet teach/volunteer abroad companies.
Start-ups

The Career Design Center has established these criteria for identifying appropriate entrepreneurial employment opportunities for promotion through its services.  Start-ups must have progressed sufficiently in their business development process so that they can:
· Provide a company name, business address, website and email address, and identify a principal as the key contact;
· Verify that they are not seeking potential partners or investors from our students
· Confirm that they have obtained the necessary business licenses and Tax ID’s, if requested;
· Offer positions for pay, not just for equity
· Provide clearly defined organization and position descriptions in Handshake.
Alcoholic Beverages and Drugs

In compliance with the University's policy prohibiting the unlawful possession, use or distribution of alcohol and other drugs, employers should not serve alcoholic beverages at any employer-related functions held on or off campus. 
Marijuana and Cannabis Industry

UB Career Design Center will not accept companies or positions involved with the use, production, testing, or distribution of recreational or medical marijuana or hemp. As the use of marijuana is illegal at the federal level and UB receives federal funds, we must comply with federal law. 
Confidentiality of Student Information

By completing the Handshake registration form and submitting resumes and other application materials for opportunities posted on Handshake, students provide the Career Design Center authorization to release employment materials to those selected prospective employers.  Employment professionals must maintain the confidentiality of all student information released to them, regardless of the source, including personal documents, written records/reports, and computer databases. This means that there should be no disclosure of student information to another organization without the prior written consent of the student, unless necessitated by health and/or safety considerations, in accordance with the Family Educational Rights and Privacy Act (FERPA).
Compensation and Fees

· Cryptocurrency, bitcoin, tokens or equity are not acceptable forms of payment.
· Commission Sales Positions:  If no initial base salary is provided, the form of payment should be clearly stated in the employer's job descriptions and at the time of the initial interviews. 
· Postings that request donations, fundraising, application fees, or investments cannot be listed on Handshake.


Brand and Service Promotions

Any employer seeking a candidate to promote a product, service, or website to students on campus will not be able to utilize UB Career Design Center for this purpose.  Examples might include: Campus brand ambassadors, Campus managers/representatives, Campus marketing assistants. In addition, the Computer and Network Use Policy prohibits the use of UB computing resources for “personal or private commercial purposes or for financial gain”.

Private Residence Opportunities

All employers must represent a recognized business with a business location and address.  Due to this guideline, we currently review and consider part-time, full-time, and internship opportunities on behalf of companies and organizations. Unfortunately, we do not approve personal advertisements or private residence positions posted by individuals.

Job Offer Policies

The Career Design Center strives to support employers with their recruiting efforts and assist our students in making informed career decisions. Thus, we expect that all employers abide by the following offer policy which allows students sufficient time to carefully consider employment options and act.  Employment professionals will refrain from any practice that improperly influences and affects job acceptance. Such practices may include undue time pressure for acceptance of employment offers and encouragement of revocation of another employment offer. The Career Design Center understands that the landscape of recruitment is very competitive, especially when searching for the best talent. We have established these guidelines to provide students and employers a fair, transparent and up-to-date framework for managing the offer phase of the recruitment process.
Timing for Offers and Decisions

Students need time to make informed decisions when comparing and responding to offers. To facilitate this process, please provide students with a minimum of two weeks from the date of the written offer, but preferably longer, to accept or decline. In some cases, students may ask for extensions beyond this deadline; we encourage you to accommodate their requests whenever possible.

Exploding Offers

Employers should not make offers or pressure students to accept “early” offers including those requiring a quick response time, nor should they attach incentives involving diminishing bonuses, reduced options for location preferences, etc. Further, asking a student to make a decision on the spot is also considered inappropriate.
Exploding offers put undue pressure on students to make decisions before completing the interview process and does not give them ample time to weigh employment options and make informed decisions. We discourage students in making rushed decisions about offers for which they cannot fully abide.
Rescinding Employment Offers

We strongly encourage employers to consider every alternative before revoking an offer of employment.

Exceptions to Policies and Guidelines

The Career Design Center reserves the right to make exceptions to these policies and guidelines as warranted by special circumstances, i.e., in certain situations deemed to be acceptable and beneficial to our students, the Career Design Center, the University, or recruiters using our services. Such exceptions will be considered on a case-by-case basis.  Any exception made does not constitute a change in policy, nor is there a guarantee that this same decision will apply in the future.
Grievances

The Career Design Center staff will investigate all allegations by users of our services including job postings and employers. During an investigation we may revoke an employer’s use of our services including access to Bullseye powered by Handshake. If the Career Design Center determines that a complaint is justified, we may choose not to offer or continue to allow recruiting activities to the employer. The Career Design Center will notify the employer in writing of the decision. 

Other Resources

US EQUAL EMPLOYMENT OPPORTUNITY COMMISSION
· Federal Laws Preventing Discrimination Q&A 
· Americans with Disabilities Act: A Primer for Small Business 
US DEPARTMENT OF LABOR
· Fact Sheet #71: Internship Programs Under FSLA 
· Disability Resources/Job Accommodations 
· ODEP Diverse Perspectives: People with Disabilities Fulfilling Your Business Goals 
US DEPARTMENT OF EDUCATION
· Family Educational Rights and Privacy Act (FERPA) 
OTHER FEDERAL WORKPLACE LAWS & RESOURCES
· Workplace Laws Not Enforced by the EEOC 
STATE OF NEW YORK
· New York State Department of Labor Standards (Employment Laws) 
RESOURCES FOR HIRING INTERNATIONAL STUDENTS
· Immigration & Visa information 
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