Folder Reading Procedures and Interview Guidelines

and Suggestions for RFs,CDs,RAs, & CAs
• GENERAL •

Throughout the selection process, it is extremely important to maintain the confidentiality of information gained about applicants, whether through folders or through interviews.  Obviously, you will need to discuss candidates' strengths and weaknesses with the other members of your staff, but don't make any comments, positive or negative, around your residence or with outside friends about any of the RA/CA applicants.

Under no circumstances may a Resident Fellow, College Director, College Assistant or Resident Assistant offer a position or show preferential treatment to an applicant or otherwise indicate the desirability of an applicant relative to others.  End interviews with neutral comments such as "Thanks for your time" to avoid saying anything that could be misinterpreted as a preference, strong interest, or promise.  Similarly, applicants may not indicate to RFs, CD Supervisors or RAs/CAs the desirability of one residence relative to others.

If you read anything in a file that raises a special concern to you, please let Josh Schiller know.

• FOLDER READING •

Marking Applications
In order to ensure objectivity for all readers, please do not make marks on the applications such as circling typos or spelling and grammatical errors. You may notice that some applications have a large number of question marks. This is due to a formatting problem between Microsoft Word and the selection website. 

• INTERVIEWING •
It's useful to determine a set of questions that touch on the several areas of job responsibility, which you plan to ask every applicant.

RA/CA applicants hang on your every word.  Each year, a few applicants who don't receive an appointment are upset because they misinterpreted some comment by an interviewer such as "I enjoyed talking with you" to mean "I want you on my staff."  To avoid bad feelings later, please guard your comments, including off-handed ones.

Probing Candidates' Thoughts or Beliefs in Sensitive Areas

The particular views of candidates on social, religious and political issues in and of themselves may not be the basis for including or excluding candidates from the RF's/CDs preference list.  However, it is appropriate for RFs/CD Supervisors to be concerned with how the candidates respond to questions.  How well does the candidate express and explain her or his views?  How well does the candidate hear and understand alternative viewpoints?  How skillful is the candidate in communicating and discussing complex ideas?  Is the candidate able to move a conversation from a superficial to a deeper level?  Does the candidate appear to need to be "right" or to "win" a point of argument?  These and similar questions reveal how successful the candidate is likely to be in engaging students in discussions of substantive issues.

Sometimes candidates will provide information about strong religious interests.  It is understandable that RFs/CD Supervisors might want to explore how strong interest or commitment to a particular religious group would affect RA/CA performance; e.g., should the RA/CA lead Bible study in the house?  Will alcohol use be a difficult issue for a Mormon RA/CA?  If this line of questioning is pursued, it is particularly important to avoid any questions that could be construed as challenging the candidate's religion or related belief system.  What RFs/CD Supervisors can explore legitimately is the candidate's sensitivity to how particular affiliations and beliefs will be perceived by residents, how the RA/CA serves multiple roles in the house, and how the RA/CA must reconcile personal life with RA/CA responsibilities.

RFs/CD Supervisors who wish to probe candidates' thoughts or beliefs in sensitive areas are encouraged to be direct and to explain why they are asking certain questions.  Attention to the phrasing of questions about religious and political beliefs will avoid later problems if a position is not offered.

Stanford’s Non-Discrimination Policy
Stanford abides by a policy of non-discrimination.  As in all areas, self-knowledge, self-acceptance and openness about oneself are important qualities to look for in RAs/CAs, who serve as role models for students.

Time Commitments
Students who are involved in many activities both on and off campus tend to be strong candidates for RA/CA positions.  At the same time, however, involvement in many activities will take RAs away from their houses.  Be sure to discuss with students their time commitments for next year and how they would re-prioritize their involvements if selected as an RA/CA.  We need RAs/CAs who will spend a lot of time in the house, getting to know individual students. 

Those of you who haven't interviewed before or aren't sure how to approach RA/CA interviews, should read through the enclosed basic interview suggestions.  Please contact Joshua Schiller or Elaine Adolfo if you have any questions, concerns, or suggestions as the process moves along.

• INTERVIEW POINTERS •

1.
Ask open-ended questions (those which cannot be answered by a simple "yes" or "no.").  For example:  "What are some specific ideas for involving faculty in the residences?"  (instead of "As an RA/CA, would you plan to invite faculty members to the house?")  "What is a significant academic experience you've had at Stanford?"

2.
Pick up on information in the applications or recommendations.  "Your application mentions that you have been a Daily  reporter.  How do you see yourself using that interest as an RA/CA?"

3.
Cover the range of job responsibilities.  "One area of job responsibility we haven't talked about yet is leadership.  How do you see yourself acting in a situation which calls for the RA/CA to set limits on students' behavior, such as incipient food fights or Frisbee throwing in the halls?"

4.
Establish the candidate's area of strength.  Ask questions that will enable you to judge whether the strength is sufficient to distinguish the person from someone who would be a good house resident:  "You said that counseling is the job area in which you are the strongest.  You also said that you learned a great deal from your job as a Peer Academic Advisor this year.  What have you learned from situations in which you have counseled others that you would use as an RA/CA?"

5.
Ask for specific, concrete examples.  "I'd like to pursue this question of teamwork a little more.  What experiences have you had where you worked cooperatively with others?"

6.
Ask follow-up questions.  (Don't ask a string of questions at once.)  "You say you think RAs/CAs shouldn't plan everything that happens in a house.  How would you get students to take responsibility for planning activities?"

7.
Be sure the point of the question is clear.  "Have you given any thought to how your personal behavior — such as whether you drink alcohol or smoke — might affect residents?"  (versus "Do you drink?")

• OTHER ISSUES IN CONDUCTING THE INTERVIEW •

1.
Should you pose hypothetical situations?  Hypotheticals can be fine if they are not too vague or too complex.  It is also the case that many RAs/CAs will learn things on the job and through training, so it is important to not make judgments based on hypotheticals. Hypotheticals can be tricky. It's probably best to stick with their realities.  The most important thing is to notice how they respond - their approach - rather than if they get it all right.  Remember, they probably won’t know about our protocols/procedures, RDs, C-SAART etc. at this point.


"Let's say that someone on your staff has not been doing a fair share of work.  Twice you had been expecting to work jointly with this person in setting up an event.  Both times you ended up doing all the work yourself.  How would you handle this situation?"


"In frosh houses it often happens that after the first midterms a number of first-year students are upset by their performance.  How would you respond if a pre-med student who had failed the first chem midterm was crying and came to see you?"  

2.
Should you probe personal beliefs and attitudes?  Yes, but don't be judgmental in your response.  "What political or social issues are personally important to you?  How do you think RAs/CAs can help raise awareness of these issues?"


"How do you think being a Republican/a committed feminist/a strong defense supporter/an opponent of abortion will affect students in your house?"


If you disagree with what a candidate says and you don't want to let the comment go unchallenged, it is a good idea to begin your response with, "That's one way to handle it.  Another way might be...,"  or, "Some RAs/CAs think as you do.  Others..."

3.
How can you as the interviewer identify your own bias?  Be aware of any stereotyped views of fraternity members, feminists, conservatives, environmentalists, athletes, etc. you may hold.   Also try to be aware of cultural biases that may influence your reactions to an applicant who, for example, may be shy or soft-spoken.  Also, examine your own reactions to men and women who don't fit traditional gender role expectations.

• HOW TO END •
1.
Say that it is time to bring the interview to a close.  "Our time is about up.  Is there anything we haven't yet talked about which you think we should know?"

2.
Ask if the candidate has any questions.

3.
Do not say anything to candidates that can be interpreted as a preference, strong interest or a promise.

