Highlights of Staff Selection 2004/2005

1.
RA/CA Re-appointments


If you are re-appointing any RA/CA you need to submit the RA/CA Re-appointment form (yellow) to the Central Office by Thursday, April 1, 2004.  Make sure that any RA/CA who you re-appoint:

a.) registers themselves as an RA/CA re-applicant on the Web site by Friday, April 2, 2004, 1:00 pm.


b.) generates the front page of the re-application through the Web site and 

     submits it to the Central Office by Friday, April 2, 2004, 1:00 pm.

2.
Applications/Re-Applications


Applicants have been asked to submit a copy of their application for their central file located in the Central Office, and copies for each house they are applying to.  There will be boxes of applications in the Central Office for each house for pickup on Friday, April 2 by 5:00 pm.  Arrange to have a staff member pick up your applications.


The main files located in the Central Office will include a copy of the application and the recommendations.  Recommendations may not be copied or taken from the main folder.  The main file may be read in the Central Office or 3rd floor hallway only.  Please take no more than 3 files at a time for reading so others have access to the files.


The recommendations for re-applicants written by Resident Fellows will not be in their main folder, they will be at Elaine Adolfo’s desk. They are for RF/CD Supervisor  review only. They will be available between 8:00am-12:00pm and 1:00pm-5:00pm on weekdays only (we keep the re-applicant  recommendation files locked at night).  The applications for re-applicants  will be found with the other applicant files.  Their applications will be able to be read by RAs/CAs.


Before leaving the reading area please check all your belongings to make sure you are not taking any main files with you.  Others will want to read the files.

3.  Transcripts


Applicant transcripts will be kept in a binder in Elaine Adolfo’s desk.  The binder will be available for review by RFs/CDs/Supervisors only; they may not be reviewed by or with RAs or CAs.  The binder will be available during the weekdays from 8:00am-    12: 00pm and 1:00pm-5:00pm starting tentatively by Wednesday, April 7.  If possible, we recommend that RFs/CD Supervisors review transcripts before doing individual interviews so you can discuss any concerns with the applicants.  Do not discuss the contents of a transcript with the RAs/CAs working with you.
4.
Rosters of Applicants


List of Applicants to your houses will be available on Friday, April 2:

• You or your designee may come to the Central Office at 5:00 pm to pick up your applications  and a list of those applicants who listed your house as one of their specific choices (the list will be in your set of applications).  You or your RSAS may also print off a list from the Web site.


Other Applicant Lists available on Monday, April 5:

• A master list of all RA/CA applicants will be distributed to your box in your local residence office. This list will also be available online.

• A list of applicants who self identify as applicants of color will be in your box in your local residence office (for returning RFs/CDs) or in your box in the Central Office (for new RFs/CDs), and will be emailed to you.  Because of our commitment to diverse staffs, we ask that RFs pay close attention to the applicants of color on your list.  These lists are confidential and should not be shared with your RAs/CAs.


If there are applicants in the pool that you know of who you think will make good RAs/CAs, let Josh Schiller or Elaine Adolfo know so that we can pass names along to other RFs/CDs (either during the selection process or if staffs do not fill after the match).  We also want to hear if you have special concerns about any applicant.
5.
Application Evaluation Forms


There will be sample application evaluation forms in the Central Office used by previous residence staffs to help you review the RA/CA application materials. You are free to make copies of these forms or design your own for folder review.
6.
Access to 306 Old Union for Folder Reading


For you or members of your staff who will be reading folders outside of regular office hours, we have installed lock key boxes at the bottom of the stairs in Old Union nearest to Tresidder and on the wall outside of the Central Office so that you can have 24-hour access to the building.  The combination for the lock key boxes will be sent to you via email from Elaine Adolfo.  For security reasons, we ask that you do not print this information so we can be sure that the combination does not become known to folks outside of Residential Education.  Keys will be placed in the lock boxes only during the reading period.


If you or a member of your staff is unable to use the stairs, please contact Josh Schiller at 5-1982 or hbunny@stanford.edu, or 650-906-4203 (cell phone).

7.
Participation of RAs/CAs in Folder Reading and Interviewing


Current Resident Assistants and College Assistants who are reapplying for RA/CA positions in houses other than the one in which they are working this year are not eligible to participate in folder reading or candidate interviews. Since they are part of the applicant pool, it is inappropriate for them to be reading applications/recommendations of their peers.  The following groups may participate:


a.
RAs/CAs who are returning to the same house with the same RF/CD.


b.
RAs/CAs who are returning to the same house at the invitation of the new RF/CD.


c.
Non-continuing RAs/CAs.

8.
Confidentiality of Information


All authorized staff members who will be reading files are expected to keep information about applicants and staff conversations private and confidential.  Please pass this reminder on to your staff.  Remind them not to talk about the process or applications in front of others.

9.
Scheduling Interviews


You may have no more than two rounds of interviews.  There are three interview signup periods that you can use if you wish to use the Web site system for scheduling your interviews. Using the Web site signup process helps keeps information confidential and saves you from the hassle of scheduling.  You are not required to use this system of scheduling interviews.  If you wish you can do your own scheduling if that better meets your needs.  If you choose to do your own scheduling, make sure you contact Josh Schiller, so he can notify the applicants.  

Remember: RA/CA applicant preferences are due Monday, April 26, 2004 by 

1:00 pm (RF/CD preferences are due by 1:00 pm also) so all of your interviewing for RAs/CAs must be completed by then.

Signup Period 1: RF/CD lists/schedules  due on the Web site by noon Tuesday, April 6, 2004 (applicants have until 12:00 pm Wednesday, April 7, 2004 to signup for interviews).  Interviews may start at 2pm on Wednesday, April 7.

Signup Period 2: RF/CD lists/schedules due on the Web site by noon Tuesday, April 13, 2004 (applicants have until 12:00 pm Wednesday, April 14, 2004 to signup for interviews).  Interviews may start at 2pm on Wednesday, April 14.

Signup Period 3: RF/CD lists/schedules due on the Web site by noon Tuesday, April 20, 2004 (applicants have until 12:00 pm Wednesday, April 21, 2004 to signup for interviews).  Interviews may start at 2pm on Wednesday, April 21.

Notes: 

• If you are turning your list into your RSAS to enter on the Web site.  Please list names in alphabetical order by last name.  (You can also make separate lists for men and women.)

• If you are turning in your interview schedule list into your RSAS to enter on the Web site, please list the dates, times, locations, and number of slots per interview.  You may designate how many members of each gender for each slot if you wish (form).

10.
Interview Guidelines & General Understandings

• Over the years RFs/CDs have developed some general understandings about the conduct of and ground rules about the selection process during RF/CD interviews of applicants.  

• The staff selection process is about interviewing and not about heavy recruitment.  Heavy signaling or courting is not considered an appropriate part of staff selection.

• There should be no more than 2 scheduled contacts after the first RF large group meeting with applicants.  All agreed that two meetings with applicants are sufficient to give Resident Fellows and College Directors  a sense of the person.  More than two meetings may give the impression that the RF/CD is "courting" a candidate.

• Taking candidates out for dinner, throwing parties, barbecues, etc. are not appropriate for staff selection.

• A very small amount of programming funds may be used for a very minimal snack if you feel the need (e.g., popcorn, m&m's).  All the better if you can do it without any kind of snack.  Again, we aren't in the business of buying RAs/CAs.

• Under no circumstances may an RF, CD Supervisor, CA, or RA offer an applicant a job or convey directly or indirectly that the candidate is a preferred person.

11.  Submission of Preference Lists


Resident Fellows’ & College Directors’ Recommendations for Appointment lists (blue) are due by 1:00 pm, Monday, April 26, 2004, at 306 Old Union. Please see instructions for submitting your preferences on the sample "RF/CD/Director Preference List".  We must have a "deep" list to do the match.   It is important that you submit a deep pool of alternates.  We will complete the match using all the names given to us; we will not be calling RFs/CDs for additional names during the match process.  If you do not provide us with enough names to fill your staff, you will have to fill your staff from the "unassigned" list after the match is completed.


That said, do not provide us with the name of an applicant who you would not want on your staff. 

We will be doing the RF/RA-CD/CA match on Monday afternoon/ evening.  If we are finished at a reasonable hour we will phone you Monday evening with your staff names. Otherwise we will let you know of your staff Tuesday morning.

12.  The Selection Process Experience



Candidates always learn a great deal from the selection process whether or not they are offered positions; for many, applying to be an RA/CA is their first experience completing an application and presenting themselves in an interview.  RAs/CAs who participate in interviews say they learn about the job interview process from the other side of the table and value the experience in assessing people's strengths.  For RFs, CDs, and those of us in the Central Office, RA/CA selection is a time to get a reading on the Stanford student population and its interests and concerns.  Please keep in mind that we always have more good candidates than available positions.

13.  For Candidates not selected



Candidates who do not get positions are usually very disappointed and want to know why.  They may approach you directly with that question.  There is generally no really good/useful answer that can really satisfy them.  The reality is that there are many wonderful candidates for these positions and all of us have to make some really tough decisions.  It is after all a subjective process. You can refer candidates to Josh Schiller if, after explaining this to them, they feel they need to talk to someone else.  

Please contact Elaine Adolfo (5-2800, eadolfo@stanford.edu) if any of this is unclear or if you have any questions.

