Do You Need To... - .
Cancel an On-Campus Interview?
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e Call the Career Center (608.342.1183) 24-hours
in advance of the interview to avoid penalization.

* Express ongoing interest in the employer you needed 0 n - a m p u S

to cancel with by writing a letter of apology to the c
company or calling to reschedule an interview. - -

* Remember: All “day of” interview cancellations I n t e r v I e w P 0 I I c
and “no shows” will result in your "WPCN account y
privileges being suspended until a letter of apology is

sent to the employer (copy sent to the Career Center)
within 3-business days.

¢ In the event of an emergency contact the Career
Center so we can communicate to the employer about
why you are canceling an interview at the last minute.
Most employers understand that emergencies come
up, and would like to reschedule an interview with
you. Please follow up with the employer if you find
yourself in this type of situation.

Change Your YWPCN Employment Status?

e Contact the Career Center if your employment
status changes either via accepting a position or
moving up from internship/ co-op status to full-time
employment.

¢ Adding or removing Co-op/Internship status may
need departmental approval. Please see your advisor
to change this status within your "WPCN account.

e Remember: Keeping up to date with your
employment status means employers are able to find
the right person for their employment opportunity. If
you have attained a position we don’t want employers
thinking they can still hire you!

Practice Your Interview Techniques?

e Contact the Career Center (608.342.1183) to set up an
appointment with one of our mock interview formats
-or- stop by and pick up our various Interviewing Tips
handouts.

e Interview Stream: This computer program allows you
to record your responses via webcam while a series of
interview questions are asked of you. Seeing yourself
through the employer’s eyes can be extremely helpful!

* Mock Interviews: A Career Specialist sits down
and role plays an interview with you. After the
interview, they will give specific feedback on your
performance and what you can work on to improve
your presentation skills and confidence level.

e Remember: Practice makes perfect when it comes to
interviewing. The more you practice, the more you

understand what the employer may be looking for c a n c e I Iat i o n S
’

when they ask certain questions.

Correer () Concir No Shows and Changes

200 Ullsvik Hall ® 608.342.1183 www.uwplatt.edu/careercenter




Policy

Students may cancel an on-campus interview

via phone 24-hours prior to the interview, but
not thereafter. If you have an emergency, call

the Career Center (608.342.1183) immediately

to inform us of your situation. If you are calling
after office hours, please leave a message on

our voice mail. A missed on-campus interview
without notifying the Career Center will result in
a cancelled interview and PCN privileges, unless
the no-show was due to an emergency.

NOTE: Plan accordingly for winter weather road
conditions which may require you to leave early from
home to arrive “on time” for your interview.

You are required to send the employer you were
scheduled to interview with a letter of apology
for missing the interview. The deadline to send
this letter of apology is within three business
days of the missed interview (even if you
cancelled because of an emergency). This will
keep you in good standing with employers and
also keep interview opportunities open for other
UW-Platteville students.

INTERVIEW CHANGES: Contact the Career Center
at 608.342.1183 if the change is less than 24 hours in
advance of the interview. NOTE: Many on-campus
interview schedules have a “freeze date” connected to
them.

Cancellation

Students may only cancel on-campus interviews
for good cause such as accepting an offer of
employment from a different employer or a
family emergency.

Missing a scheduled class or losing interest in a
scheduled employer are not appropriate reasons
to cancel a scheduled on-campus interview. The
Career Center may allow exceptions to this rule
on a case-by-case basis. Students will be required
to meet with the director for possible “waiver”
approval.

CAREER FAIRS AND OTHER OFF-CAMPUS
INTERVIEW PROGRAMS: Students are expected
to honor interview commitments except under
extenuating or unforeseeable circumstances.

No Show

Students who do not confirm their on-campus
interview appointments through the Career
Center by appearing and signing-in at the office
-or- who do not follow proper cancellation
procedures are recorded as a “No Show” for
the interview. Students are then required to
send a letter of apology to the interviewer (cc:
the director of the Career Center) within three
business days of the missed interview.

Attention:

Missing two or more interviews or failing to
send a letter of apology within the required
time limits will result in the loss of Career
Center privileges including the cancellation

of all remaining on-campus interviews and
suspension of your ""“Pioneer Career Network
(PCN) account.

Appeals Process

The Career Center staff will determine final
status of a student’s future interviewing or
resume referral privileges in the case of one of
the above situations occurring and appropriate
follow through, on the students side, not being
conducted.

The Career Center encourages all students to
treat on-campus interviews professionally and to
be respectful of the company recruiter’s time.

Many employers view a “missed” interview as a lost
opportunity for you. Without proper follow through,
these situations negatively affect your professional
reputation, as well as UW-Platteville’s reputation for
student excellence.



