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Vanderbilt  Programs for Talented Youth 
Proctor  Ð Vanderbilt Summer Academy 

 
Job Responsibilities 
Each Proctor plans and facilitates the residential aspects of the program, which include supervising 
students when they are not in class, overseeing the residence hall, and planning activities during the 
evenings and weekends. Compensation for VSA Proctors is a $2,600 salary for the entire duration of 
Vanderbilt Summer Academy, as well as housing and meals provided by VSA (worth more than 
$2,100). Please note that the Proctor position is a full-time position with particular emphasis on 
weekend programming. It is required that you hold no other jobs and take no classes during each of the 
summer sessions. 
 
Responsibilities include:   
¥ Communicating with each student in the Proctor group each day.  
¥ Holding regular meetings with the students in your group.  
¥ Working with other Proctors and staff on implementing program rules, guidelines, and policies. 
¥ Following appropriate student discipline procedures.  
¥ Preparing a written program evaluation and individual student report for every student in your Proctor group. 

This task is to be completed by the end of each term.  
¥ Communicating regularly with other staff members as needed. 
¥ Discussing the program and academic expectations and standards with students. 
¥ Maintaining dorm security and cleanliness. 
¥ Planning and implementing various challenging and fun activities each week.  Meeting with other Proctors to 

create and coordinate a variety of activities. 
 
Because we expect the Proctors to model appropriate behavior for students, a Proctor will be promptly dismissed 
for any of the following reasons: 
¥ Possession or consumption of alcoholic beverages on campus or in the presence of students 
¥ Possession, consumption, sale or distribution of illegal drugs 
¥ Stealing 
¥ Violence of any kind 
¥ Maliciously breaking or damaging the property of others 
¥ Possession of weapon(s) 
¥ Leaving the residence hall after curfew or returning after curfew (except in medical or other emergencies) 
¥ Sexually inappropriate behavior 

We also expect Proctors to refrain from the following prohibitive activities: 
¥ Smoking while around PTY students 
¥ Inappropriate language  
¥ Having guests from outside the program while on duty, or visitors inside the residence hall 

Application Checklist: 
 

 �  Completed Application Form 
 �  Resume 
 �  2 Letters of Recommendation 

 

Fall WAVU Applications Due Oct. 5 
Spring WAVU Applications Due Jan. 31 

VSA Applications Due March 15 
 

Completed applications may be 
delivered to: 

Wyatt Center 301  
or  mailed to: 

Vanderbilt Programs for Talented Youth 
Peabody #506 

230 Appleton Place 
Nashville, TN 37203
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Nashville, TN 37203                                                   E-mail: pty.peabody@vanderbilt.edu 

 

 
 

Proctor  Ð Weekend Academy at Vanderbilt University 
 

Job Responsibilities 
Each Proctor plans and facilitates the residential aspects of the program, which include supervising 
students when they are not in class, overseeing the residence hall, and planning and implementing 
recreational sessions. Compensation for WAVU Proctors is $200 for one session, as well as overnight 
accommodations and four meals. 
 
Responsibilities include:   

¥ Creating a welcoming, positive, and safe environment for students 
¥ Providing leadership for one proctor group of 10-12 students 
¥ Working with other Proctors and staff on implementing program rules, guidelines, and policies. 
¥ Assisting with student check-in 
¥ Meal set-up and clean-up 
¥ Supervising and engaging with students during meal times 
¥ Leading your proctor group on a campus tour 
¥ Planning, organizing, supervising two hours of residential recreation time 
¥ Supervising students overnight in residence hall 
¥ Assisting with student departure 
¥ Completing a WAVU program evaluation 
¥ Proctors are off duty when all students have departed and program evaluation is turned in. 

 
Because we expect Proctors to model appropriate behavior for students, a Proctor will be promptly dismissed for 
any of the following reasons: 
¥ Possession or consumption of alcoholic beverages on campus or in the presence of students 
¥ Possession, consumption, sale or distribution of illegal drugs 
¥ Stealing 
¥ Violence of any kind 
¥ Maliciously breaking or damaging the property of others 
¥ Possession of weapon(s) 
¥ Leaving the residence hall after curfew or returning after curfew (except in medical or other emergencies) 
¥ Sexually inappropriate behavior 

We also expect Proctors to refrain from the following prohibitive activities: 
¥ Smoking while around PTY students 
¥ Inappropriate language  
¥ Having guests from outside the program while on duty, or visitors inside the residence hall 

Application Checklist: 
 

 �  Completed Application Form 
 �  Resume 
 �  2 Letters of Recommendation 

 

Fall WAVU Applications Due Oct. 5 
Spring WAVU Applications Due Jan. 31 

VSA Applications Due March 15 
 

Completed applications may be 
delivered to: 

Wyatt Center 301  
or  mailed to: 

Vanderbilt Programs for Talented Youth 
Peabody #506 

230 Appleton Place 
Nashville, TN 37203
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Vanderbilt Programs for  Talented Youth 
Proctor  Application 

   
I am applying for a Proctor position during:  
�  VSA (Jun. 4 – Jul. 27, 2008) �  Fall WAVU (Oct. 20-21, 2007) ) �  Spring WAVU (Mar. 1-2, 2008) 
Please type or print legibly in black ink. Please include a resume. Applications for VSA are due by 
March 15, 2008. Fall WAVU applications are due by October 5, 2007; Spring WAVU applications due 
January 31, 2008. 
 
Applicant Information 
 
Name: _____________________________________________________________________________________ 
  Last    First     Middle 
   
Gender:          !   Female              !  Male   
 
Current Address: 
_____________________________________________________________________________ 

Street Address 
   
  City    State     Zip 
______________________________________  __________________________________________ 
Phone Number (home or cell)          E-mail address 
 
Current contact information is effective until _______________________________________________________ 
 
Permanent Address: __________________________________________________________________________ 

Street Address 
   
  City    State     Zip 
______________________________________ 
Phone Number (home or cell)  
 
Permanent contact information is effective until ____________________________________________________ 
 
Educational Information 
 
I am a student at  (2007-2008 school year) __________________________________________University/College 
 
Class Standing (2007-2008 school year):   !  SO     !  JR     !   SR     !  GR 
 
Expected Graduation Date:_____________________   Major: _________________________________________ 
 
 
Career Objective: ____________________________________________________________________________ 
 
RA experience?  !  Yes   !   No   If yes, which hall?_______________________________  
 
 



Vanderbilt Programs for Talented Youth                                                            VSA: June 4 Ð July 27, 2008 
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Please answer the following questions openly and honestly 
1. Have you worked with students between the ages of 12-17 before?  If so, in what capacity (i.e., summer camp 

advisor, resident assistant, etc.)? 
 
 
 
2. What summer academic programs or summer camps have you attended during middle school and high 

school?  
 
 
 
3.  Have you ever been convicted of a misdemeanor or felony?   !   Yes   !   No   
     If yes, please explain: 
 
 
 
4. Do you possess a valid driver's license?                                     !   Yes !   No 
    If yes, are you willing to transport students on field trips or other events in PTY vehicles? !   Yes   !   No 
 
Answer the following on a separate sheet of paper. 
1. Describe any talents, abilities, or special skills that you have which make you a desirable candidate for the 
Proctor position. 
 
2. Examples of proctor led student activities include knitting, duct tape sculpture, juggling, Texas hold ‘em, 
Mafia, ultimate Frisbee, going to All Fired Up pottery studio, visiting the Frist Center for Visual Arts, laser tag. 
Please describe at least three other activities you would feel comfortable initiating and leading. 
 
References 
Please provide two references.  Choose persons who can attest to your potential in the position to which you have 
applied.  Consider supervisors, instructors/professors, university staff, or clergy.  Please list the people who will 
write your recommendations below.  Have them mail their letter of reference to Program Coordinator, Vanderbilt 
Programs for Talented Youth, Peabody #506, Vanderbilt University, Nashville, TN 37203. 
 
1.   Name and Title:___________________________________________________________________________ 

 
Email address: _____________________________________________ Phone #:_______________________ 
 

1. Name and Title:___________________________________________________________________________ 
 
Email address: _____________________________________________ Phone #:_______________________ 

 
Please read, sign and date the following cer tification 
I certify that all statements made by me on this application are truthful, accurate and complete.  I understand that 
if employed by the Vanderbilt Programs for Talented Youth, the period is for one summer session and future 
appointments are not guaranteed.  I also agree that the intentional submission of false or misleading statements 
constitutes cause for rejection or dismissal from the program. 
 
 
____________________________________________________________   ______________________________ 
Applicant Signature              Date 
Vanderbilt University is an affirmative action, equal opportunity institution. 
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Vanderbilt Summer Academy 

Weekend Academy at Vanderbilt Uni versity 
Proctor Reference Form 

 
 
 
 
 
 
 
 
 
 
 

 
To be completed by the Reference Provider : 
Vanderbilt Programs for Talented Youth is a residential program during the summer and select 
weekends during the school year for academically gifted youth. We are looking for creative, responsible 
individuals who can work well with adolescents and serve as positive role models. Please see our 
website, pty.vanderbilt.edu, for more information about our programs. Thank you for taking the time to 
provide an honest evaluation of the applicant. 
 
Name: _________________________________________   Position: ____________________________ 
 
Phone: __________________________________ E-mail: ____________________________________ 
 
May we contact you?       !   Yes   !   No 
 
In what capacity do you know the applicant? _______________________________________________ 
 
How long have you known the applicant? __________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To be completed by the applicant: 
Please give a copy of this form to your references. Each person who completes this reference form should place the 
completed reference form in a sealed envelope, sign his or her name over the seal, and return it to you or mail it directly to 
the Vanderbilt Programs for Talented Youth. Use the address located at the bottom of this form.  
 
Applicant Name: ___________________________________________________________________________ 
 
Applicant Address:___________________________________________________________________________________ 

Street Address 
   
  City    State     Zip 
 
I waive my right to review this reference:    !   Yes     !   No 
 
Signature _______________________________________________   Date ___________ 
 

I  have found this person to be:  
 

    Infrequently  Sometimes  Often  Always 
Dependable          !            !        !         !  
Punctual           !            !        !         !  
Creative          !            !        !         !  
Honest           !            !        !         !  
Mature           !            !        !         !  
Focused          !            !        !         !  
Communicative         !           !       !        !  
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Please comment if you have any reservations about this applicant's ability to work with 
adolescents. 
 
 
 
 
 
 
 
 
 
 
Please comment on the above ratings or share any other  information about the applicant that you 
feel is relevant to his/her  employment by the Vanderbilt Programs for Talented Youth. 
 
 
 
 
 
 
 
 
 
 
Please give your  overall recommendation of this candidate as a potential PTY employee: 
 
____Highly Recommend   ____Recommend   ____Recommend with Reservations   ____Do Not Recommend 
 
 
Signature: ______________________________________________ Date: _______________ 
  
Please seal this form in an envelope, sign your name across the seal, and return to the candidate or mail 
to the address below.  
 
 

I  have also found this person to be:  
     N/A*     Never        Sometimes       Often    Always 
Willing to accept responsibility  !          !       !      !         !  
Able to handle difficult situations  !          !       !      !         !  
A team player      !          !       !      !         !  
A leader      !          !       !      !         !  
A positive role model     !          !       !      !         !  
Supportive of established guidelines  !          !       !      !         !  
Caring and sympathetic   !          !       !      !         !  
 
*N/A indicates that you are unable to measure this item in reference to your personal experience with 
this applicant. 
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Vanderbilt Summer Academy 
Weekend Academy at Vanderbilt Uni versity 

Proctor Reference Form 
 
 
 
 
 
 
 
 
 
 
 

 
To be completed by the Reference Provider : 
Vanderbilt Programs for Talented Youth is a residential program during the summer and select 
weekends during the school year for academically gifted youth. We are looking for creative, responsible 
individuals who can work well with adolescents and serve as positive role models. Please see our 
website, pty.vanderbilt.edu, for more information about our programs. Thank you for taking the time to 
provide an honest evaluation of the applicant. 
 
Name: _________________________________________   Position: ____________________________ 
 
Phone: __________________________________ E-mail: ____________________________________ 
 
May we contact you?       !   Yes   !   No 
 
In what capacity do you know the applicant? _______________________________________________ 
 
How long have you known the applicant? __________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To be completed by the applicant: 
Please give a copy of this form to your references. Each person who completes this reference form should place the 
completed reference form in a sealed envelope, sign his or her name over the seal, and return it to you or mail it directly to 
the Vanderbilt Programs for Talented Youth. Use the address located at the bottom of this form.  
 
Applicant Name: ___________________________________________________________________________ 
 
Applicant Address:___________________________________________________________________________________ 

Street Address 
   
  City    State     Zip 
 
I waive my right to review this reference:    !   Yes     !   No 
 
Signature _______________________________________________   Date ___________ 
 

I  have found this person to be:  
 

    Infrequently  Sometimes  Often  Always 
Dependable          !            !        !         !  
Punctual           !            !        !         !  
Creative          !            !        !         !  
Honest           !            !        !         !  
Mature           !            !        !         !  
Focused          !            !        !         !  
Communicative         !           !       !        !  
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Please comment if you have any reservations about this applicant's ability to work with 
adolescents. 
 
 
 
 
 
 
 
 
 
 
Please comment on the above ratings or share any other  information about the applicant that you 
feel is relevant to his/her  employment by the Vanderbilt Programs for Talented Youth. 
 
 
 
 
 
 
 
 
 
 
Please give your  overall recommendation of this candidate as a potential PTY employee: 
 
____Highly Recommend   ____Recommend   ____Recommend with Reservations   ____Do Not Recommend 
 
 
Signature: ______________________________________________ Date: _______________ 
  
Please seal this form in an envelope, sign your name across the seal, and return to the candidate or mail 
to the address below.  
 

I  have also found this person to be:  
     N/A*     Never        Sometimes       Often    Always 
Willing to accept responsibility  !          !       !      !         !  
Able to handle difficult situations  !          !       !      !         !  
A team player      !          !       !      !         !  
A leader      !          !       !      !         !  
A positive role model     !          !       !      !         !  
Supportive of established guidelines  !          !       !      !         !  
Caring and sympathetic   !          !       !      !         !  
 
*N/A indicates that you are unable to measure this item in reference to your personal experience with 
this applicant. 


