
RECRUITING	POLICIES	AND	GUIDELINES
The	Center	for	Career	Development	at	The	University	of	Tennessee	(UT)	is	a	comprehensive	career	
planning	and	employment	center	for	students	of	all	majors	and	classifica=ons	at	the	University	of	
Tennessee,	Knoxville.	We	provide	resources	to	assist	students	with	their	career	development	and	job	
prepara=on.	We	also	provide	an	array	of	services	to	employers	across	all	industries.		Our	staff	can	
connect	you	to	candidates	through	career	fairs,	on-campus	interviews	and	online	job	pos=ngs	via	HIRE-
A-VOL.		

As	a	member	of	the	Na=onal	Associa=on	of	Colleges	and	Employers	(NACE),	the	professional	associa=on	
to	facilitate	the	employment	of	the	college	educated,	we	u=lize	NACE’s	Principles	for	Professional	
Prac=ce	as	a	framework	and	founda=on	for	our	center’s	career	explora=on	and	outcomes	processes.	We	
expect	employer	recrui=ng	at	UT	to	also	abide	by	these	principles	and	all	applicable	federal,	state,	and	
local	Tennessee	rules	and	regula=ons.		

By	pos=ng	in	Hire-A-Vol	and	u=lizing	on-campus	recrui=ng	resources,	employers	agree	to	abide	by	these	
policies	and	procedures	and	to	respond	to	reports	of	noncompliance.		

Hire-A-Vol	Pos9ngs	and	On-Campus	Recrui9ng	Policies	

Hire-A-Vol	

UT	Hire-A-Vol	is	a	web-based	portal	for	publicizing	full-=me,	part-=me,	seasonal,	and	short-term	
posi=ons	and	other	recrui=ng	ac=vi=es	for	all	employment	industries	and	sectors.	All	pos=ngs	should	
adhere	to	the	following:	

• Post	only	bona	fide	jobs	and	internships.	NOTE:	Dona=on	requests,	investment	opportuni=es,
items/services	for	sale,	or	opportuni=es	requiring	purchases	and/or	disclosure	of	private
financial	and	iden=fica=on	informa=on	(i.e.,	bank	accounts,	Social	Security	Numbers)	at	the	=me
of	applica=on	may	not	be	posted.

• Accurately	describe	the	organiza=on,	posi=on	and	posi=on	requirements.

• Follow	all	policies	and	procedures	of	the	university	and	the	center,	the	compliance	standards	of
the	Equal	Employment	Opportunity	Commission,	and	other	state	and	federal	employment
regula=ons.

Internships	

Internship	pos=ngs	should	meet	the	NACE	defini=on	and	criteria	for	internships	and	adhere	to	the	
Department	of	Labor’s	Fair	Labor	Standards	Act	(FLSA).	We	encourage	all	employers	pos=ng	unpaid	
internships	to	closely	review	both	the	above	documents	and	the	NACE	Posi=on	Statement:	Unpaid	
Internships.	

Third-Party	Agents	&	Agencies	

Individuals	and	agencies	recrui=ng	on	behalf	of	other	organiza=ons	must	comply	with	these	addi=onal	
recrui=ng	policies:	

• State	in	the	job	descrip=on	that	they	are	a	third	party	or	temporary	employment	agent/agency.

http://www.naceweb.org/principles/?referal=knowledgecenter&menuID=203&nodetype=4
http://www.eeoc.gov/
http://www.naceweb.org/advocacy/position-statements/united-states-internships.aspx?intlftnav
http://www.dol.gov/whd/regs/compliance/whdfs71.htm
http://www.naceweb.org/advocacy/position-statements/unpaid-internships.aspx


• Any	fees	assessed	by	the	agent/agency	will	be	paid	by	the	client	organiza=on	or	the	employer	
they	represent	NOT	by	student	candidates.	

• Disclose	client	names	to	Center	for	Career	Development.	
• Agree	that	they	or	their	client	will	not	provide	student	resumes	to	any	other	party	without	the	

student's	wri[en	consent.	Failure	to	comply	with	this	is	a	viola=on	of	Family	Educa=onal	Rights	
and	Privacy	Act	(FERPA).	

• Agree	to	follow	the	Na=onal	Associa=on	of	Colleges	&	Employers	(NACE)	guidelines	pertaining	
to	Third	Party	Recruiters.	

• May	not	access	Resume	Books.	
• Par=cipa=on	in	On-Campus	Recrui=ng,	Elite	Partners	Program,	and	Career	Fairs	is	on	a	case	by	

case	basis.	

Equal	Employment	Opportuni9es	

Employment	professionals	will	maintain	equal	employment	opportunity	(EEO)	compliance	and	follow	
affirma=ve	ac=on	principles	in	recrui=ng	ac=vi=es	in	a	manner	that	includes	the	following	prac=ces:	

• Recrui=ng,	interviewing,	and	hiring	individuals	without	regard	to	race,	color,	na=onal	origin,	
religion,	age,	gender,	sexual	orienta=on,	veteran	status,	or	disability,	and	providing	reasonable	
accommoda=ons	upon	request	

• Reviewing	selec=on	criteria	for	adverse	impact	based	upon	the	student's	race,	color,	na=onal	
origin,	religion,	age,	gender,	sexual	orienta=on,	veteran	status,	or	disability	

• Avoiding	ques=ons	that	are	considered	unacceptable	by	EEO	guidelines	for	fair	employment	
prac=ces	during	the	recrui=ng	process	

• Developing	a	sensi=vity	to,	and	awareness	of,	cultural	differences	and	the	diversity	of	the	work	
force;	

• Informing	campus	cons=tuencies	of	special	ac=vi=es	that	have	been	developed	to	achieve	the	
employer's	affirma=ve	ac=on	goals	

• Inves=ga=ng	complaints	forwarded	by	the	Center	for	Career	Development	office	regarding	EEO	
noncompliance	and	seeking	resolu=on	of	such	complaints	

Addi=onal	EEO	Resources:	

• Federal	Laws	Preven=ng	Discrimina=on	Q&A	
• Laws	and	Guidance	
• Americans	with	Disabili=es	Act	
• Workplace	Laws	Not	Enforced	by	the	EEOC	

Work	Authoriza9on,	Visa	Status	and	Ci9zenship	

The	Immigra=on	and	Na=onality	Act	prohibits	ci=zenship	status	and	na=onal	origin	discrimina=on	with	
respect	to	hiring,	termina=on,	and	recrui=ng	or	referring	for	a	fee.	By	pos=ng	in	Hire-A-Vol	the	
organiza=on	agrees	to	comply	with	all	applicable	equal	employment	opportunity	laws,	including	the	an=-
discrimina=on	provision	of	the	Immigra=on	and	Naturaliza=on	Act.	For	more	informa=on	see	the	
Department	of	Jus=ce’s	Best	Prac=ces	for	Online	Job	Pos=ngs.	

Job	Offer	Guidelines	

http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www.naceweb.org/principles/?referal=knowledgecenter&menuID=203&nodetype=4#thirdparty
http://www.eeoc.gov/index.cfm
http://www.eeoc.gov/facts/qanda.html
http://www.eeoc.gov/laws/index.cfm
http://www.dol.gov/dol/topic/disability/ada.htm
http://www.eeoc.gov/laws/other.cfm
http://www.justice.gov/crt/about/osc/htm/best_practices.php


NACE	Principles	for	Professional	Prac=ce	states	the	following	regarding	job	offers:	

• Employment	professionals	will	refrain	from	any	prac=ce	that	improperly	influences	and	affects	
acceptances;	such	prac=ces	may	include	undue	=me	pressure	for	acceptance	of	offers	and	
encouragement	of	revoca=on	of	another	offer.	Employment	professionals	will	strive	to	
communicate	decisions	to	candidates	within	the	agreed-upon	=me	frame.	

• Employment	professionals	will	provide	accurate	informa=on	on	their	organiza=on	and	
employment	opportuni=es.	Employing	organiza=ons	are	responsible	for	informa=on	supplied	
and	commitments	made	by	their	representa=ves.	If	condi=ons	change	and	require	the	
employing	organiza=on	to	revoke	its	commitment,	the	employing	organiza=on	will	pursue	a	
course	of	ac=on	for	the	affected	candidate	that	is	fair	and	equitable.	

Alcohol	

In	compliance	with	the	University	of	Tennessee	Alcohol	Policy	and	NACE	Principles	for	Professional	
Prac=ce,	serving	alcohol	should	not	be	part	of	the	recruitment	process	on	or	off	campus.		

Confiden9ality	

In	accordance	with	the	Department	of	Educa=on’s	Family	Educa=onal	Rights	and	Privacy	Act	(FERPA),	
employment	professionals	will	maintain	the	confiden=ality	of	student	informa=on,	regardless	of	the	
source,	including	personal	knowledge,	wri[en	records/reports,	and	computer	data	bases.	There	will	be	
no	disclosure	of	student	informa=on	to	another	organiza=on	without	the	prior	wri[en	consent	of	the	
student,	unless	necessitated	by	health	and/or	safety	considera=ons.		

On-campus	Interviews	and	Event	Cancella9ons	

As	a	professional	courtesy	to	the	center	and	our	students,	we	ask	recruiters	to	provide	advanced	no=ce	
(a	minimum	of	24	hours)	should	they	need	to	cancel	or	reschedule	on-campus	interviews	or	event	
a[endance.		

Rights	of	Refusal	

The	Center	for	Career	Development	reserves	the	right	to	refuse	service	to	organiza=ons	or	individuals	
based	upon	the	center’s	sole	discre=ons	and	specifically	due	to	any	of	the	following:	

• Requirement	of	personal	informa=on	at	the	=me	of	applica=on,	such	as	bank	and	social	security	
numbers	

• Misrepresenta=on,	whether	defined	by	dishonest	informa=on	or	absence	of	informa=on	
• fraud	
• Harassment	of	UT	Knoxville	students,	alumni,	or	staff	
• Breach	of	confiden=ality	as	required	by	the	Family	Educa=onal	Rights	and	Privacy	Act	(FERPA)	
• Failure	to	adhere	to	Center	for	Career	Development	employer	guidelines	
• Any	viola=on	of	University	of	Tennessee	rules	and	regula=ons		
• Any	viola=on	of	local,	state,	or	federal	laws	

Excep9ons	to	Policies	and	Guidelines	

The	Center	for	Career	Development	reserves	the	right	to	make	excep=ons	to	these	policies	and	
guidelines	as	warranted	by	special	circumstances,	i.e.,	in	certain	situa=ons	deemed	to	be	acceptable	and	

http://www.naceweb.org/principles/?referal=knowledgecenter&menuID=203&nodetype=4
http://budget.utk.edu/fiscal-policy/alcohol/
http://naceweb.org/knowledge/principles-for-professional-practice.aspx
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html


beneficial	to	our	students,	the	Center	for	Career	Development,	the	university,	or	recruiters	using	our	
services.	Such	excep=ons	will	be	considered	on	a	case-by-case	basis.		Please	note	that	any	excep=on	
made	does	not	cons=tute	a	change	in	policy,	nor	is	there	a	guarantee	that	this	same	decision	will	apply	
in	the	future.	

Addi9onal	NACE	Resources:	
• NACE	Guidance	on	Legal	Issues	

• NACE	Guidance	on	Ethical	Issues	

• Na=onal	Associa=on	of	Colleges	&	Employers	(NACE)	Principles	for	Professional	Prac=ce:	User	
Guide	

https://www.naceweb.org/knowledge/legal.aspx
https://www.naceweb.org/knowledge/ethics.aspx
https://www.naceweb.org/knowledge/principles-for-professional-practice-guide.aspx

