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EMPLOYER POLICIES AND PROCEDURES

 

Policies for employer participation in Heartland Community College’s Online Career 

Center (College Central Network - CCN), and on-campus activities including career/job 

fairs, on-campus recruitment, and employer presentations

 

General Statement  
 

All users of Heartland Community College’s Online Career Center, whether HCC students, alumni, 

employers, or community members, agree that the information contained within the software is for the sole 

purpose of job-related activities only.  Personal and company information provided is voluntarily submitted 

and is solely for the purposes of connecting students and alumni with employers.  Under no circumstance is 

the information contained within CCN to be used for non-job-seeking activities or non-applicant-seeking 

activities.  CCN is solely designed for career-related activities.  Violation of the above policy will result in 

the removal from the system.  

 

Should a problem or concern ever occur, please contact Career Services immediately.  Career Services will 

review each complaint/concern and determine if legal counsel is needed.       

We ask that all users respect the privacy rights of each registered user.  

 

Employer's Statement 

The Online Career Center is designed to help you connect with HCC student, alumni and community 

members.  When you register, you agree to provide personal and company information that is common to 

any job board. Registered job seekers will have access to your submitted information.   While the Online 

Career Center is not an actual job application or interview tool, the information you provide will help 

potential employees review your job postings.  They will use the information you submit to make the 

decision to contact you.  Please be sure that what you submit is accurate and that you post only information 

that you want to make public to registered job seekers.  

By agreeing to the above statements and by submitting your information, you voluntarily agree to make 

your information available to students/alumni for their review.  If you want to make any changes to your 

information, it is your responsibility to make those changes.  Further, it is your responsibility to contact 

Career Services should any concerns arise. In addition, you will have access to specific job seekers 

information that is considered personal, such as home telephone numbers and addresses.  As a user of the 

Online Career Center, you are expected to respect and protect the privacy of the job seekers data and 

proceed with due professionalism.  Should you have any questions, the Career Services staff is happy to 

assist you.  

HCC Career Services reserves the right to deny any potential employer access to the Online Career 

Center should the employer abuse the system, post intentionally inaccurate or misleading 

information, or abuse, mislead or put any registered job seeker in harm's way.   

 

Posting Policy  

 No work in private homes for duties such as child care, nanny, yard work, moving, painting, 

maintenance, etc.  

 No jobs that require out of pocket expense from the student  

 No jobs that discriminate against designated groups  

 No compromising positions such as adult entertainment, escort services, presentation modeling or 

similar activity associated with the use of alcohol or other drugs, etc.  

 No commission-only positions  
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Third Party Recruiters  

Definition of "Third-Party Recruiter":  

A. Third-party recruiters are agencies, organizations, or individuals recruiting candidates for 

temporary, part-time, or full-time employment opportunities other than for their own needs. This 

includes entities that refer or recruit for profit or not for profit, and it includes agencies that collect 

student information to be disclosed to employers for purposes of recruitment and employment; 

B. Third-party recruiting organizations charge for services using one of the following fee structures:  

1. Applicant paid fee-The applicant pays the third-party recruiter a flat fee for services 

rendered or a fee based upon the applicant's starting salary once the applicant is placed 

with an employer. 

2. Employer paid fee-  

a. Retainer-The employer pays a flat fee to the third-party recruiter for services 

performed in the recruiting of individuals to work for the employer. 

b. Contingency fee-The employer pays to the third-party recruiter a percentage of 

the applicant's starting salary once the applicant is hired by the employer. 

c. Fee for service-The employer pays a fee for specific services, e.g. job postings, 

access to resumes, booth space at a job fair, etc. 

C. The above definition includes, but is not limited to, the following entities regardless of the fee 

structure used by the entity to charge for services: 

1. Employment Agencies-Organizations that list positions for a number of client 

organizations and receive payment when a referred candidate is hired. The fee for listing 

a position is paid either by the firm listing the opening (fee paid) or by the candidate who 

is hired. 

2. Search Firms-Organizations that contract with clients to find and screen qualified persons 

to fill specific positions. The fees for this service are paid by the clients. 

3. Contract Recruiter-Organizations that contract with an employer to act as the employer's 

agent in the recruiting and employment function. 

4. Online Job Posting or Resume Referral Services-For-profit or commercial organizations 

that collect data on job seekers and display job opportunities to which job seekers may 

apply. The data collected on job seekers are sent to prospective employers. Fees for using 

the services may exist for the employer, school, or job seeker. 

5. Professional Associations-who recruit for their membership. 

D. Temporary Agencies or Staffing Services-Temporary agencies or staffing services are 

employers, not third-party recruiters, and will be expected to comply with the professional 

conduct principles set forth for employer professionals. These are organizations that contract to 

provide individuals qualified to perform specific tasks or complete specific projects for a client 

organization. Individuals perform work at the client organization, but are employed and paid by 

the agency. 

E. 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 

principles set forth for employer professionals. These are organizations that contract with client 

organizations to provide a specific functional area that the organization no longer desires to 

perform, such as accounting, technology 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's premises.  

F. In most cases temporary agencies, staffing services, outsourcing contractors, or leasing firms will 

be treated as employers.  However, should these firms actually recruit individuals to be 

employees of another organization, then the third-party professional conduct principles shall 

apply.  

  

Third-party recruiters will follow EEO standards in recruiting activities in a manner that includes 

the following: 
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a. Referring qualified students to employers without regard to the student's race, color, national 

origin, religion, age, gender, marital status, disability, as well as other classifications protected by 

applicable state or local laws; 

b. Reviewing selection criteria for adverse impact and screening students based upon job-related 

criteria only, not based upon the student's race, color, national origin, religion, age, gender, marital 

status, disability, as well as other classifications protected by applicable state or local laws; 

c. Refusing, in the case of resume referral entities, to permit employers to screen and select resumes 

based upon the student's race, color, national origin, religion, age, gender, marital status, disability, 

as well as other classifications protected by applicable state or local laws; 

d. Avoiding use of inquiries that are considered unacceptable by EEO standards during the recruiting 

process; 

e. Affirming an awareness of, and sensitivity to, cultural differences and the diversity of the work 

force; 

f. Investigating complaints forwarded by Career Services or the employer client regarding EEO 

noncompliance and seeking resolution of such complaints.  

Third-party recruiters must disclose information as follows: 

a. Third-party recruiters will disclose to students the name(s) of the client, or clients, that the third-

party recruiter is representing and to whom the students' credentials will be disclosed. 

b. When deemed necessary, third-party recruiters will disclose information upon request to Career 

Services that would enable Career Services to verify that the third-party recruiter is recruiting for a 

bona fide job opportunity. Information should include contact information for the organization for 

which the third party is providing recruiting services. Career Services must respect the 

confidentiality of this information and may not publish it in any manner.  

c. Third-party recruiters will not disclose to any employer, including the client-employer, any 

student information without obtaining prior written consent from the student. Under no 

circumstances can student information be disclosed for other than the original recruiting 

purposes nor can it be sold or provided to other entities. Online job posting and resume referral 

services must prominently display their privacy policies on their web sites, specifying who will 

have access to student information 

d. Third-party recruiters attending career fairs will represent employers who have authorized them 

and will disclose the names of the represented employers to career services upon request.   

Third-party recruiters will be versed in the recruitment field and work within a framework of professionally 

accepted recruiting, interviewing, and selection techniques.   

Career Services may choose to advise students to approach with caution third-party recruiters who charge a 

fee.    

Third Party Recruiters - Guidelines for Posting on Heartland’s Online Career Center  

Third party recruiters are able to post positions, but they must specify that they are recruiting for another 

company, as well as disclose the company's name to Career Services. The company's information does not 

have to be shown on the job posting, but Career Services must be informed of the employer’s name. Career  

Services will not disclose this information.    

If a Third Party Recruiter is solely recruiting for a position within its organization, then they are considered 

an employer.  

 

Network Marketing Companies 

Network Marketing Companies are not considered "employers" by Career Services and are not eligible to 

participate in career fairs, recruiting on-campus, on-campus interviewing, résumé referrals, Online Career 

Center, employer presentations, and/or sponsorships for on-campus activities.  

Career Services considers organizations that engage in the following to be Network Marketing Companies: 



4 

 

a. Sponsoring an individual to set up his/her own business for the purpose of selling products or 

services and/or recruiting other individuals to set up their own business, and  

b. Requiring an initial investment from this individual, with the organization itself serving as an 

umbrella or parent corporation. The initial investment may be direct payment of a fixed fee, 

payment to attend an orientation or training session, and/or purchase of a starter kit.  

Another characteristic of a Network Marketing Organization may be:  

Compensation is often in the form of straight commission, fees from others under their sponsorship in the 

organization, and/or a percentage of sales generated by others. 

 

Commission-Based Positions Policies 

Positions solely commission-based will not be endorsed or promoted by Career Services, and will not be 

posted on the Online Career Center.  For other commission-based positions, Career Services may request 

additional information be submitted for review, prior to posting or use of Career Services’ services/events.   

Career Services reserves the right to deny a company posting and campus privileges if said company 

misleads or attempts to mislead Career Services or a candidate about the nature of the position.  

 

Career Fair Employer Policies 

Career fair attendance is restricted to organizations representing the recruiting needs of the participating 

organization.  Career fair employer participants can only recruit for positions within that company; they are 

not permitted to recruit for positions of their clients who post on their job board.  Further, promotion of 

products, services or soliciting employer clients is strictly prohibited.  If an employer is found to be 

conducting business other than recruiting students and alumni for possible positions, that employer will be 

asked to leave the event immediately.  In addition, that employer forfeits any fees associated with the event 

and will be subject to the "Denial of Service" policies (see below).  

 

Denial of Service 

Career Services reserves the right to refuse services to employers due to any of the following: dishonesty; 

discrimination; breach of confidentiality; reneging on established agreements between Career Services and 

the employer (verbal or written); reneging on a job offer to a student; fraud; misrepresentation; harassment 

of HCC students, alumni, staff or faculty; failure to adhere to Career Services policies and/or any other 

violation of Heartland Community College rules and regulations.  

 

 

 


