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PRINCIPLES FOR

Professional Conduct for Career Services &
Employment Professionals

Career services and employment professionals are in-
volved in an important process—helping students choose
and attain personally rewarding careers, and helping em-
ployers develop effective college relations programs that
contributeto effective candidate sel ectionsfor their organi-
zations. The impact of this process upon individuals and
organi zationsrequirescommitment by practitionerstoprin-
ciples for professional conduct.

Career services and employment professionals are in-
volvedinthisprocessinapartnership effort withacommon
goal of achieving the best match between the individual
student and the employing organization. Thispartner ship
efforttraditionallyinvolvesstudents, but may alsoinvolve
alumni,community member s, prospectivestudents,and/or
faculty/staff.

The National Association of Colleges and Employers
(NACE) , asthenational professional association for practi-
tionersinvolved in college career services and recruitment,
isalso concerned with this process. The concernled NACE
to the development and adoption of the Principles for
Professional Conduct. The principles presented here are
designed to provide practitioners with three basis precepts
for career planning, placement, and recruitment:

* Maintain an open and free selection of employment
opportunitiesin an atmosphere conduciveto objective
thought, where job candidates can choose optimum
long-term uses of their talents that are consistent with
personal objectives and all relevant facts;

» Maintainarecruitment processthat isfair and equitable
to candidates and employing organizations;

 Support informed and responsi ble decision making by
candidates.

Adherence to the guidelines will support the collabora-
tive effort of career planning, placement, and recruitment
professionals while reducing the potential for abuses. The
guidelines also apply to new technology or third-party
recruiting relationships that may be substituted for the
traditional personal interaction among career services pro-
fessionals, employer professionals, and students.

Theseprinciplesarenot al-inclusive; they areintended to
serveasaframework withinwhichthecareer planning, place-
ment, and recruitment processes should function, and as a
foundation upon which professionalism can be promoted.

Aspart of NACE’ scommitment to provideleadershipin
the ethics area and to facilitate the ongoing dialogue on
ethics-related i ssues, the NACE Principlesfor Professional
Conduct Committeewasestablished. Thecommittee, made
up of practitioners, will provide advisory opinionsto mem-
berson the application of the Principles, act asan informa-
tional clearinghousefor variousethical issuesarisingwithin
theregions, periodically review and recommend changesto
this document, and resolve problems that may arise.

It is important to keep in mind one final point. The
Principles do not address certain professional obligations
to support state and regional associations, professional
development programs, salary surveys, and other demo-
graphic trend surveys. Obligations such asthese are recog-
nized asvital to the continuing growth of our profession, but
since they do not relate directly to the recruitment process,
they are not addressed specifically in this document. How-
ever, the National Association of Colleges and Employers
Board of Directors strongly encourages career servicesand
employment professionals to support and participate in
these activities.

TheBoard of Directors
THENATIONAL ASSOCIATION OF COLLEGESAND EMPLOYERS
(Revised January 2008)



PRINCIPLES FOR

Career Services Professionals

1. Career services professionals, without imposing per-
sonal valuesor biases, will assist individualsin developing
acareer plan or making a career decision.

2. Career services professionals will know the career ser-
vicesfield and the educational institution and studentsthey
represent, and will have appropriate counseling skills.

3. Career servicesprofessionalswill provide studentswith
information on arange of career opportunities and types of
employing organizations. They will inform students of the
means and resourcesto gain accessto information that may
influencetheir decisions about an employing organization.
Career services professionals will also provide employing
organizations with accurate information about the educa-
tional institution and its students and about the recruitment
policies of the career servicesoffice.

4. Career servicesprofessionalswill providegenerally com-
parable servicesto all employers, regardless of whether the
employers contribute services, gifts, or financial support to
the educational institution or office and regardless of the
level of such support.

5. Career services professionals will establish reasonable
and fair guidelines for access to services by employers.
When guidelines permit access to organizations recruit-
ing on behalf of an employer and to international employ-
ers, thefollowing principleswill apply:

a) Organizationsprovidingrecruiting servicesfor afee
may beaskedtoinform career servicesof thespecific
employer they represent and the specific jobs for
whichthey arerecruiting. When deemed necessary,
career services can request contact information to
verify that the organization isrecruiting for abona
fide job opportunity. Career services must respect
the confidentiality of thisinformation and may not
publishitinany manner. Third-party recruitersthat
chargefeesto studentswill not be permitted access
to career services,

b Employersrecruitingfor work outsideof theUnited
States are expected to adhere to the equal employ-
ment opportunity (EEO) policy of thecareer services

office. They will advisethecareer servicesofficeand
the students of therealities of working in that coun-
try and of any cultural and foreign law differences.

6. Career servicesprofessionalswill maintain EEO compli-
ance and follow affirmative action principlesin career ser-
vices activitiesin amanner that includes the following:

a) Referring all interested students for employment
opportunitieswithout regardto race, color, hational
origin, religion, age, gender, sexual orientation, or
disability, and providing reasonable accommoda-
tions upon request;

b Notifying employing organizations of any selection
procedures that appear to have an adverse impact
based upon the student’ srace, color, national origin,
religion, age, gender, sexual orientation, or disability;

C) Assisting recruitersin accessing certain groups on
campusto provideamoreinclusive applicant pool;

d Informing all studentsabout employment opportu-
nities, with particular emphasis on those employ-
ment opportunities in occupational areas where
certain groups of students are underrepresented;

€) Developing awareness of, and sensitivity to, cul-
tural differences and the diversity of students, and
providing responsive services;

f) Responding to complaints of EEO noncompliance,
working to resolve such complaints with the re-
cruiter or employing organization, and, if necessary
consulting withtheappropriate campusdepartment.

7. Any disclosure of student information outside of the
educational institution will be with prior consent of the
student unless health and/or safety considerations neces-
sitatethedissemination of suchinformation. Career services
professionals will exercise sound judgment and fairnessin
maintaining the confidentiality of student information, re-
gardless of the source, including written records, reports,
and computer data bases.

8. Only qualified personnel will evaluate or interpret tests
of acareer planning and placement nature. Studentswill be
informed of the availability of testing, the purpose of such
tests, and the disclosure policies regarding test results.



9. If the charging of fees for career services becomes
necessary, such fees will be appropriate to the budgetary
needs of the office and will not hinder student or employer
accessto services. Career servicesprofessional sareencour-
aged to counsel student and university organizations en-
gaged inrecruitment activitiesto follow thisprinciple.

10. Career servicesprofessional swill advisestudentsabout
their obligations in the recruitment process and establish
mechani smsto encouragetheir compliance. Students' obli-
gationsincludeproviding accurateinformation; adheringto
schedules; accepting an offer of employment in good faith;
notifying employers on atimely basis of an acceptance or
nonacceptanceandwithdrawing fromtherecruiting process
after accepting an offer of employment; interviewing only
withemployersfor whomthey areinterestedinworkingand
whose eligibility requirements they meet; and requesting

reimbursement of only reasonable and | egitimate expenses
incurred in the recruitment process.

11. Career services professionals will provide services to
international studentsconsistentwithU.S.immigrationlaws;
informthose studentsabout theselaws; represent thereality
of the available job market in the United States; encourage
pursuit of only those employment opportunities in the
United Statesthat meet theindividual’ swork authorization;
and encouragepursuit of eligibleinternational employment
opportunities.

12. Career Services profession also will promote and en-
courage acceptance of these principles throughout their
educational institutions, particularly with faculty and staff
who work directly with employers, and will respond to
reports of noncompliance.

PRINCIPLES FOR

Employment Professionals

1. Employment professionalswill refrainfromany practice
that improperly influences and affects job acceptances.
Such practices may include undue time pressure for accep-
tance of employment offers and encouragement of revoca-
tion of another employment offer. Employment profession-
alswill striveto communicatedecisionsto candidateswithin
the agreed-upon timeframe.

2. Employment professional swill know therecruitment and
career development field as well as the industry and the
empl oying organi zationthat they represent, andwork within
a framework of professionally accepted recruiting, inter-
viewing, and selection techniques.

3. Employment professional swill supply accurateinforma
tion on their organization and employment opportunities.
Employing organizations are responsible for information
supplied and commitmentsmadeby their representatives. I f
conditions change and require the employing organization
to revokeits commitment, the employing organization will
pursue a course of action for the affected candidate that is
fair and equitable.

4. Neither employment professionals nor their organiza-
tionswill expect, or seek toextract, special favorsor treatment
whichwouldinfluencetherecruitment processasaresult of
support, or thelevel of support, totheeducational institution
or career servicesofficeintheform of contributed services,
gifts, or other financial support.

5. Serving alcohol should not be part of the recruitment
processon or off campus. Thisincludesreceptions, dinners,
company tours, etc.

6. Employment professional swill maintainequal employ-
ment opportunity (EEO) complianceandfollow affirmative
action principles in recruiting activities in a manner that
includesthefollowing:

8 Recruiting,interviewing, andhiringindividualswith-
outregardtorace, color, national origin, religion, age,
gender, sexual orientation, or disability, and provid-
ing reasonable accommodations upon request;

b Reviewingselectioncriteriafor adverseimpact based
upon the student’ srace, color, national origin, reli-
gion, age, gender, sexual orientation, or disability;



¢) Avoidinguseof inquiriesthat are considered unac-
ceptable by EEO standards during the recruiting
process;

d Developing asensitivity to, and awareness of, cul-
tural differencesandthediversity of thework force;

€) Informing campus constituencies of special activi-
ties that have been developed to achieve the
employer’ saffirmativeactiongoals;

f) Investigating complaints forwarded by the career
services office regarding EEO noncompliance and
seeking resolution of such complaints.

7. Employment professional swill maintaintheconfidenti-
ality of studentinformation, regardlessof thesource, includ-
ing personal knowledge, written records/reports, and com-
puter data bases. There will be no disclosure of student
informationto another organi zationwithout theprior written
consent of the student, unless necessitated by health and/
or safety considerations.

8. Those engaged in administering, evaluating, and inter-
preting assessment tools, tests, and technology used in
selectionwill betrained and qualified to do so. Employment
professionals must advise the career services office of any
test conducted on campus and eliminate such a test if it
violates campus policies. Employment professionals must
advise studentsin atimely fashion of the type and purpose
of any test that studentswill berequiredtotakeaspart of the
recruitment process and to whom the test results will be
disclosed. All tests will be reviewed by the employing
organization for disparate impact and job-rel atedness.

9. When using organizations that provide recruiting ser-
vices for a fee, employment professionals will respond to
inquiriesby thecareer servicesofficeregardingthisrel ation-
shipandthepositionstheorganizationwascontracted tofill.
Thisprincipleappliesequally toany other form of recruiting
that is used as a substitute for the traditional employer/
student interaction.

10. When employment professionals conduct recruitment
activities through student associations or academic depart-
ments, such activitieswill be conducted in accordancewith
the policies of the career services office.

11. Employment professional swill cooperatewiththepoli-
ciesand procedures of the career services office, including
certification of EEO compliance or exempt statusunder the
Immigration Reformand Control Act, andwill honor sched-
uling arrangementsand recruitment commitments.

12. Employment professionals recruiting for international
operationswill do so according to EEO standards. Employ-
ment professional swill advisethecareer servicesofficeand
studentsof therealitiesof workinginthat country and of any
cultural or foreign law differences.

13. Employment professionalswill educate and encourage
acceptance of these principles throughout their employing
institution and by third partiesrepresenting their employing
organization on campus, and will respond to reports of
noncompliance.

PRINCIPLES FOR
Third-Party Recruiters

Preface: The NACE Principles provides definitions and
guidelines for third parties and contractual/staffing ser-
vices. It is our hope that career services will use this
information to make appropriate decisions about the use
of third-party, contractual, and staffing servicesin their
operations, including career fairs. These standards are

also designed to provide guidanceto third-party recruit-
ers who recruit college graduates through the college
recruitment process. These standards are not to be con-
strued as requiring or encouraging, or prohibiting or
discouraging, use of third-party recruiters by college or
employer professionals.



1. Definitionof Third-Party Recruiter:

a)

b)

Third-party recruiters are agencies, organizations,
or individuals recruiting candidates for temporary,
part-time, or full-timeempl oyment opportunitiesother
than for their own needs. Thisincludes entitiesthat
refer or recruit for profit or not for profit, and it
includesagenciesthat collect studentinformationto
be disclosed to employers for purposes of recruit-
ment and employment;

Third-party recruiting organizationschargefor ser-
vices using one of the following fee structures:

1. Applicant paidfee—Theapplicant paysthethird-
party recruiter aflat feefor servicesrendered or afee
based upon the applicant’ s starting salary once the
applicant is placed with an employer.

2. Employer paidfee—

a) Retainer—Theemployer paysaflatfeeto
thethird-party recruiter for servicesperformedin
therecruiting of individual sto work for the em-
ployer.

b Contingency fee—Theemployer paystothe
third-party recruiter apercentage of the applicant’s
starting salary once the applicant is hired by the
employer.

c) Feeforservice—Theemployer paysafeefor
specific services, e.g. job postings, access to re-
sumes, booth space at ajob fair, etc.

The above definitionincludes, but isnot limited to,
thefollowing entitiesregardless of thefeestructure
used by the entity to charge for services:

1. Employment Agencies—Organizationsthat
list positions for a number of client organizations
and receive payment when areferred candidate is
hired. Thefeefor listing apositionispaid either by
the firm listing the opening (fee paid) or by the
candidate who is hired.

2. Search Firms—Organizations that contract
with clientsto find and screen qualified personsto
fill specific positions. The fees for this service are
paid by the clients.

3. Contract Recruiter—Organi zationsthat con-
tract withanemployer to act astheempl oyer’ sagent
in the recruiting and employment function.

4. Online Job Posting or Resume Referral Ser-
vices—For-profit or commercial organizationsthat
collect dataon job seekersand display job opportu-
nities to which job seekers may apply. The data
collected on job seekers are sent to prospective
employers. Feesfor using the servicesmay exist for
the employer, school, or job seeker.

Temporary Agenciesor Staffing Services—Tempo-
rary agenciesor staffing servicesareemployers, not
third-party recruiters, and will beexpectedtocomply
withtheprofessional conduct principlesset forthfor
employer professionals. These are organizations
that contract to provide individuals qualified to
perform specifictasksor complete specific projects

for aclient organization. Individual sperformwork at
theclient organization, but areemployed and paid by
the agency.

Outsourcing Contractors or Leasing Agencies—
Outsourcing contractors or leasing agencies are
employers, not third-party recruiters, and will be
expected to comply with the professional conduct
principlessetforthfor employer professionals. These
areorganizationsthat contract with client organi za-
tions to provide a specific functional areathat the
organization no longer desiresto perform, such as
accounting, technol ogy services, human resources,
cafeteria services, etc. Individuals hired by the
outsourcing or leasing firm are paid and supervised
by the firm, even though they work on the client
organization’ spremises.

Inmost casestemporary agencies, staffing services,
outsourcing contractors, or leasing firms will be
treated as employers. However, should these firms
actually recruit individuals to be employees of an-
other organization, thenthethird-party professional
conduct principles shall apply.

2. Third-party recruiterswill be versed in the recruitment
fieldandwork withinaframework of professionally accepted
recruiting, interviewing, and selection techniques.

3. Third-party recruiterswill follow EEO standardsin re-
cruiting activitiesin amanner that includesthe following:

a)

b)

0

Referring qualified studentsto employerswith-
out regard to the student’ s race, color, national
origin, religion, age, gender, sexual orientation,
or disability;

Reviewing selection criteriafor adverseimpact and
screening students based upon job-related criteria
only, not based upon the student’s race, color,
national origin, religion, age, gender, sexual orienta-
tion, or disability;

Refusing, in the case of resume referral entities, to
permit empl oyersto screen and sel ect resumeshbased
upon the student’ srace, color, national origin, reli-
gion, age, gender, sexual orientation, or disability;
Avoiding use of inquiriesthat are considered unac-
ceptable by EEO standards during the recruiting
process;

Affirminganawarenessof and sensitivity tocultural
differences and the diversity of the work force;
Investigating complaints forwarded by the career
servicesofficeor theemployer clientregarding EEO
noncomplianceand seeking resol ution of such com-
plaints.

4. Career centers may choose to advise students to ap-
proach with caution third-party recruiterswho chargeafee.
Members are encouraged to make available to studentsthe
NACE publication, “ A Student’ sGuideto I nterviewing With
Third-Party Recruiters.”



5. Third-party recruiterswill discloseinformationasfollows:

a) Third-party recruiterswill disclose to students the
name(s) of theclient, or clients, that thethird-party
recruiter isrepresenting and to whom the students’
credentialswill be disclosed.

b Whendeemed necessary, third-party recruiterswill
disclose information upon request to career ser-
vicesthat would enablecareer servicestoverify that
it is recruiting for a bona fide job opportunity.
Information shouldincludecontact information for
the organization for whichthethird party isprovid-
ing recruiting services. Career servicesmust respect
the confidentiality of thisinformation and may not
publish it in any manner.

6. Third-party recruiterswill not discloseto any employer,
includingtheclient-employer, any student informationwith-
out obtaining prior written consent from the student. Under
no circumstances can student information be disclosed for
other than the original recruiting purposesnor canit besold
or provided to other entities. Onlinejob posting and resume
referral services must prominently display their privacy
policiesontheir web sites, specifying who will have access
to student information.

7. Third-party recruiters attending career fairswill repre-
sent employerswho have authorized them and will disclose
the names of the represented employers to career services
upon request.

Advisory Opinions

A NACE member/regional association may request an advisory opinion regarding an interpretation of the Principles
document at any time. The advisory opinion will apply to the situation as explained and will not be considered a precedent

for a subsequent complaint brought to NACE.

» The member/association will prepare a written state-
ment detailing the conduct in question. Statementswill
include the section, or sections, of the Principlesto be
interpreted relative to the conduct in question.

e Theinformation will be reviewed by the NACE Prin-
ciples for Professional Conduct Committee and a re-
sponse given to the member/association.

Problem-Solving Procedures

Questionable practicesor problemsinvolving recruiters
and career services practitioners will be resolved between
the parties as quickly as possible. NACE recommends the
following:

« Discuss the incident with all parties involved in the
situation. Determine the specifics of the problem.

< Attempt to resolve the incident among the affected
parties.

 Refer unresolved concerns to the supervisors of the
involved individuals or to other appropriate officials.

If the problem remains unresolved, complaints or re-
questsfor advisory opinionsmay bepresentedtotheNACE
Principlesfor Professional Conduct Committeefor ultimate
determination by the NACE Board of Directors. Remedies
for violations can include written warning, probation, sus-
pension, and expulsion from NACE membership. For spe-
cific details for filing and processing complaints or for
reguesting an advisory opinion, contact:

ExecutiveDirector
National Association of Collegesand Employers
62 Highland Avenue« Bethlehem, PA 18017-9085
610/868-1421+800/544-5272



This Principles for Professional Conduct s the ethics statement of the National Association of Colleges and Employers, the leading source of
information for human resources professionals who recruit and hire college graduates and for career services practitioners on college
campuses who advise students and alumni in career development and the employment process. The Principles serve as a framework
within which the career planning, placement, and recruitment processes should function, and as a foundation upon which professionalism
can be promoted. For information on the benefits of NACE membership, see www.naceweb.org/join/.
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BRIDGING EDUCATION AND THE WORLD OF WORK
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