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File Reviewer Instructions
	Using a scoring rubric for the application, each file will be reviewed by 4 resident and 2 staff reviewers. Each reviewer will evaluate 28-30 files.

Each reviewer should use the criterion outlined in the rubrics to assign scores to each application. The applications should be reviewed focusing on the personal letter (3 items x 5 points = 15 points), the entire application (6 items x 5 points = 30 points), and the reference letters (3 items x 10 points = 30 points). Please note, when reviewing the application, that only a personal application and 3 reference letters were requested. If other documents have been submitted, please ignore them. If additional letters have been submitted, please only review the first 3 alphabetically by author’s last name.

Scores for each individual component should be entered into your sheet of the collective spreadsheet. As each component is rated based on percentiles, you will likely need to begin by reviewing several applications to get an idea of the field of applicants. As most of the applications are quite good, it will be difficult to distinguish which are in the bottom 20-30 percentile but do your best to use the entire scale.

Each section has 1-2 qualitative components where you can make some notes about the applicants. These will be very helpful as we approach interviews. Please note anything interesting about them that you found to be notable.

The final column of the spreadsheet asks whether the applicant should be interviewed (yes/no). Answer this question FOR ALL APPLICANTS, regardless of what score the participant received relative to the other applicants your reviewed. It will be helpful to stratify the people on the ‘bubble’ of an interview invitation.

Notably, while the applications are available today (November 20, 2018), the reference letters will not be available until November 27, 2018. The deadline for completion of the file review is December 16, 2018.

The application score will be a combination of the File Review score (75 points) and the CASPer score (15 points) and will be used to rank applicants for interviews. The application score (90 points) will be combined with the interview score (60 points) for a total score for our rank list out of 150 points. All scores will be Z-scored to mitigate bias from “generous” and “stringent” reviewers. 



