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Sanford Recruiting Guidelines and Expectations for Employers

Sanford’s recruiting guidelines ensure a fair, consistent process for both employers and students.
They give students time to explore opportunities while providing employers equal access to
Sanford’s talented Masters of Public Policy, Masters of International Development and Bachelors of
Public Policy students. The goal is to build strong, lasting relationships and open as many career
paths as possible. These guidelines apply to any organization using Duke’s/Sanford’s recruiting
platform, Duke/Sanford Career Services or working with student organizations to promote
opportunities through events, interviews, or other ways of connecting with students, in person or
online.

Standards
Sanford Career Services team adheres to the Policies, Statements & Procedures as set forth by the
Office for Institutional Equity at Duke University.

This includes the Nondiscrimination Statement, which states the following:

Duke prohibits discrimination on the basis of age, color, disability, gender, gender identity, gender
expression, genetic information, national origin, race, religion, sex, sexual orientation, or veteran
status, in the administration of its educational policies, admissions policies, financial aid,
employment, or any other institution program or activity.

Recruiting Activities and Academic Commitments

The academic calendar is the main driver of recruiting dates and availability. Sanford students may
not miss class or academic commitments for any recruiting-related activities. Employers cannot
require a student, as a condition of employment candidacy, to interview at a time that conflicts with
that student’s academic schedule.

Student Standard of Professional Conduct

Sanford students are expected to uphold high professional standards by adhering to the Sanford
Career Services Standard of Professional Conduct, which outlines expectations around interviews
and internship/job offers. Students may face consequences for any violations, such as missing
interviews, acting unprofessionally, or reneging on offers. If any employer believes a student has
not followed the Code, they should notify the Sanford Director of Employer Relations as soon as
possible.

Recruiting Events and Scheduling

Sanford aims to offer a diverse range of recruiting events that give employers and students
meaningful opportunities to connect. At the same time, Sanford Career Services team is mindful of
the demands of Sanford’s rigorous academic program. All recruiting events begin on the second
Tuesday after Fall classes begin. Dates are scheduled first-come, first-served and are not
guaranteed. To support strong student participation, students are to follow an event attendance
policy. Sanford Career Services team coordinates events across industries and audiences to
reduce overlap.
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Recruiting events are not permitted during Orientation, final exams or on other key academic dates.
A summary of important recruiting dates can be found in the Sanford Recruiting Calendar, though
additional blackout dates may be added if the academic calendar shifts. To support both student
engagement and employer success, the Sanford Director of Employer Relations will work with
employers to schedule events that avoid conflicts and maximize impact.

Access to Resume Books
The Sanford Career Services team is considering piloting access to resume books. For more
information, contact the Sanford Director of Employer Relations.

Interview Logistics and Best Practices

Full-Time Interviews can begin as early as the first day of Fall classes. The Sanford Career
Services team requests that recruiters provide students with sufficient notice for second-round
interviews and remain flexible whenever possible.

Severe Inclement Weather

The Sanford Career Services team follows the direction of the university for inclement weather.
When Duke University is closed, Sanford Career Services is closed, and all events are canceled.
The Sanford Director of Employer Relations will work with employers on the best strategy to
reschedule canceled events. Visit emergency.duke.edu for the most up-to-date information.

Fair Offer Practices and Deadlines

Providing Sanford students enough time, without pressure from employers, to evaluate offers helps
them make the best decisions for everyone involved. These timelines create a better experience
and help reduce reneging and attrition. Employment offers must remain unchanged until their
expiration date. If an organization’s policies differ significantly from these timelines, contact the
Sanford Director of Employer Relations. Sanford’s guidelines are designed to support both
employers and students. All offers must be provided in writing, even if a verbal offer is made.

Full-Time (Postgraduate) Offers:

Offers from summer internships should stay open until November 1 or for three weeks after the
written offer is received, whichever is later. Offers extended after January 1 must remain open for at
least two weeks from the date of the written offer.

Internship Offers:

No initial employer interviews or job offers, whether virtual or in-person, on-site or remote-should
take place before the first day of Spring classes. Internship offers must remain open until April 3 or
for three weeks after the written offer is received, whichever is later.

NOTE: Internships can start no earlier than the Monday after final exams in May and must end by
the Friday before Fall classes begin in August to allow Sanford students to meet their academic
requirements.

Offer Integrity and Employer Expectations
Employers should not apply undue pressure or set unreasonable expectations for offer acceptance.
Sanford Students are coached to respond appropriately and will involve the Sanford Career
Services team when needed.
The Sanford Career Services team defines an exploding offer as:

e Giving a candidate an unreasonably short time to accept before the offer is withdrawn

e Requiring responses to verbal (not written) offers
e Changing offer terms after they are made
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If an employer needs to withdraw an offer, contact the Sanford Employer Relations Director or the
Assistant Dean of Career Services and Professional Development immediately.

Engaging Global Talent

Sanford international graduate students bring exceptional academic ability, diverse professional
experience, and valuable global perspectives to the Sanford community. Their language skills and
cultural insight are key assets in today’s global marketplace. The Sanford Career Services team
encourages employers to connect with these talented students and consider them for employment,
both in the U.S. and abroad. For details on work eligibility, refer to the Interstride quide.

NOTE: When recruiting at Sanford, including details about work authorization requirements helps
students understand any position-related limitations.

Student Privacy and FERPA Compliance
FERPA is a federal law that protects the privacy of student education records. No Sanford student
information will be shared externally without the student’s written consent.

Connecting with All Sanford Students
All recruiting activity coordinated through the Sanford Career Services team is automatically visible
to relevant student cohorts, giving employers full access to Sanford exceptional talent.

Professional Conduct and Recruiting Guidelines
The Sanford Career Services team invites all recruiting organizations to review Sanford’s updated
guidelines, developed in alignment with the National Association of Colleges and Employers
(NACE) Principles for Ethical and Professional Practice. These standards promote transparency,
fairness, and a mutually respectful recruiting process for students, faculty, and employers.
The Sanford Career Services team requests that all organizations engaging with Sanford students
are communicative, flexible, and transparent throughout the recruiting process. Compliance with
these principles is expected from all parties involved.
The Sanford Career Services team reserves the right to take corrective action if an employer
engages in unethical or unprofessional conduct. Such action may include:

e Aformal notice to the organization’s senior leadership

e Adjusted recruiting access or date prioritization
e Restricted participation in events or recruiting activities
e Temporary or permanent suspension from Sanford recruiting

Sanford Students are encouraged to report any concerns with employers which will be reviewed by
the Sanford Career Services team. The Sanford Career Services team aims to maintain a
collaborative, professional environment that serves the best interest of Sanford’s entire community
and appreciate employers’ commitment to these standards.

Contact Us!

For questions or concerns about recruiting guidelines or to plan and schedule
employer recruiting events, please reach out to the Sanford Director of Employer
Relations. We're here to support you every step of the way—request your

W reservation today!
Jennifer Applebee
Director of Employer Relations
Jennifer.applebee@duke.edu | +1 919- 613-7328 | Schedule a Meeting
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