
 

Recruiting Etiquette 
 
Interviewing | Invitations to interview with employers should be responded to as soon as 
possible, preferably within 24 hours. Please accept or decline the interview as soon as possible 
so that employers may seek other candidates. 
 
The Career Engagement Team does not advocate or condone the use of class time for anything 
other than class. Please schedule your interviews so that you are able to miss little to no class 
time. In case where this is not possible, talk to your professor about your schedule and ways to 
make up for any potential loss. 
 
Interview Cancellation and No-Show | Interview times may be changed or cancelled up to 48 
hours before the scheduled interview in Handshake or by contacting the employer. 
Cancellations within 48 hours for any reasons other than illness or an emergency are not 
acceptable and will jeopardize your recruiting privileges. 
 
Failure to appear for scheduled interviews prevents other students from using a time slot and 
wastes the employer’s time. Such behaviors reflect poorly on your professionalism and could 
jeopardize WSB’s relationship with the employer. 
 
If you miss an interview for any unexplained reason, you will be required to submit a letter of 
apology to the employer explaining your reason for missing the interview. 
 
Accepting an Offer | Once you have accepted a job offer, you should terminate all other job 
search activity. Failure to do so could deprive another student of those opportunities. Notify all 
other employers that you are no longer available for employment, and cancel all pending 
interviews. Complete this survey to report that you are no longer actively looking for jobs. 
 
Declining an Offer | If you are declining an offer, you should inform the recruiter verbally as 
soon as your decision has been made and follow your conversation with a well-written thank 
you letter. 
 
Reneging on Offers | Accepting an offer is a commitment to the employer. Reneging on an 
offer could be seen as a violation of that commitment. If you are not ready to make that 
commitment, do not accept the job offer. Reneging on an internship or full-time offer is a serious 
breach of the Wisconsin School of Business’ recruiting policies and honor code and could lead 
to the student’s Handshake account being deactivated. Before deciding to renege on an offer, 
meet with your Career Coach to weigh your options and determine the best course of action.  


