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Can You Ask Job Candidates about 
Their Criminal Records?
Hiring officers, be aware: under a new Philadelphia 
law, you need to be very careful when it comes to 
asking job candidates about their criminal records.

The Fair Criminal Record Screening Standards 
Act, signed into law on April 13, prohibits Penn 
from asking criminal record questions during the 
employment application process and before the first 
interview. The new law goes into effect on 
July 12, 2011.

We’ve already modified Penn’s employment 
application to reflect this new law. It no longer asks 
applicants whether they’ve been convicted or pled 
guilty to a crime. Visit www.hr.upenn.edu/forms to 
download the updated application.

It’s very important to remember that you must wait 
until after the first interview if you plan to ask can-
didates if they’ve ever been convicted of a crime. 

Keep in mind this new law in no way eliminates 
background checks. Penn will continue to conduct 
background checks on the final, preferred candi-
dates—a step that should be completed prior to 
you making the job offer. If the background check 
reveals that an applicant was convicted of a crime 
and may not be suitable for a particular job, Human 
Resources will notify and advise the hiring officer 
as necessary.

If you have questions about the new law or Penn’s 
hiring process, please contact your designated 
recruitment specialist or Human Resources at 215-
898-1307 or showell@upenn.edu. You can also visit 
www.hr.upenn.edu/recruitment/hiringofficer for 
more information.

Bridging the Gap in Your Summer Child Care Plans 
Summer is just around the corner, which means warm weather and plenty of fun. But if you’re a parent, it 
can be a challenging time. Do you have all the bases covered when it comes to summer care for your kids?

Even if you’ve already finalized your child’s summer care arrangements, there can be gaps or unexpected 
emergencies. What if there’s a break between the end of school and the start of summer camp? Or if your 
regular summer care provider has to cancel at the last minute? 

Luckily, you can take advantage of Penn’s backup care program. Through a partnership with Parents in a 
Pinch, Inc., you have access to temporary in-home backup care services seven days a week, day or night, 
to help meet your family’s needs while you work. Plus, we offset the cost of care (which can be expensive) 
through a subsidy program based on your annual salary.

Visit the Human Resources website at www.hr.upenn.edu/quality/worklife/backupcare.aspx for complete 
details on Penn’s backup care program, or call Parents in a Pinch at 800-688-4697 for more information.

Word from the Vice President: Getting the 
Support You Need
Even though the academic year has ended, there are still plenty of 
resources available to support you, both on and off the job.

Kick-start the summer season by focusing on your physical and 
mental health. Whether you want to improve your diet or quit 
smoking, we have the tools to help you. If you’re a parent, learn 
how Penn’s backup care program can help ease the stress of 
unexpected gaps in summertime child care.

Take a closer look at your career goals, and find out how Penn can 
help you meet them. We have numerous professional development 
opportunities to help you polish your individual skills and grow 
your talent.

As July 1 draws near, you should be aware of some important 
benefit deadlines. And if you’re a hiring manager, you need to 
know about a new Philadelphia law that affects the hiring process 
at Penn.

Read about all of these topics and more in this issue of Penn@
Work. Here’s to an enjoyable summer!

Sincerely,
Jack Heuer, Ed.D.
Vice President for Human Resources
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Deadline for Summer Term Tuition Benefits
If you or your dependents are taking advantage of Penn’s 
tuition benefits for the Summer 2011 term, be sure to request 
payment for the tuition benefit by the following dates:

•  June 15, 2011: Summer Session I and 12-week Summer
    Evening Session 

•  August 15, 2011: Summer Session II

Remember that if you don’t put in your request by the 
deadline, you’ll assume responsibility for any charges or 
penalties. Even if you’re currently receiving tuition benefits, 
payments are not automatically made for future terms, so you 
need to apply online for tuition benefits each term. 

Use the online tuition management system on the Human 
Resources website at www.hr.upenn.edu/tuition to request 
tuition benefits, review current and past requests for payment, 
and view pending payments.

Did You Enroll in the High Deductible 
Health Plan? 
If you enrolled in the Aetna High Deductible Health Plan 
(HDHP), using up your Health Care Pre-Tax Expense Account 
is more important than ever.

The HDHP includes a Health Savings Account (HSA) that you 
can use to offset the cost of care. But when your new medical 
plan takes effect on July 1, 2011, you won’t be able to 
participate in the HSA portion of the plan unless your Health 
Care Pre-Tax Expense Account is completely exhausted. 

If you don’t use up the balance in your Health Care Pre-Tax 
Expense Account by June 30, 2011, your HSA won’t be available until October 1, 2011. That means you won’t be able to use 
your Health Savings Account for any expenses you incur between July 1 and September 30, 2011. So if you want to take full 
advantage of both accounts, make sure you spend down your Health Care Pre-Tax Expense Account by the end of June.

Questions? Contact the Penn Benefits Center at 1-888-PENN-BEN (1-888-736-6236) or Human Resources at 
benefits@hr.upenn.edu.
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Do You Still Have Money in Your Pre-Tax Expense Account?
If you have an unused balance in your Health Care or Dependent Care Pre-Tax Expense Accounts, you should keep some 
important dates in mind. Due to an IRS regulation known as “Use It or Lose It”, if you don’t use the full balance in your account 
each plan year, you lose that unused money.  

Penn’s plan year runs from July 1–June 30 of each year. The money you contribute to the Pre-Tax Expense Accounts during 
each plan year can only be used for expenses incurred within certain dates (see below).  Keep in mind that the expenses must be 
incurred while you are actively participating in the accounts.

Account type Plan year	 Time frame to incur expenses Deadline to submit claims

Health Care and
Dependent Care

July 1, 2010–June 30, 2011
(current plan year) July 1, 2010–September 15, 2011 September 30, 2011

July 1, 2011–June 30, 2012
(new plan year) July 1, 2011–September 15, 2012 September 30, 2012

For more details on the Pre-Tax Expense Accounts, including listings of eligible expenses and instructions on how to file a claim, 
visit www.hr.upenn.edu/benefits/pretax or call the Penn Benefits Center at 1-888-PENNBEN (1-888-736-6236), Monday through 
Friday, 8am–6pm.

New Benefits Deductions Start in June
Now that Benefits Open Enrollment is over, remember that any changes you made to your benefits elections will take effect 
on July 1, 2011. Even if you didn’t make any changes, new deduction rates will still apply for the new plan year. New rates for 
your existing medical, dental, vision and life insurance plans will be reflected in your June paycheck, and new contributions 
for the Pre-Tax Expense Accounts will begin in July. Visit www.hr.upenn.edu/benefits to view rates for the new plan year.

MY JOB continued

Professional and Personal Development
Improve your skills and get ahead in your career by taking 
advantage of the many development opportunities provided 
by Human Resources. You can register for programs by 
visiting the Human Resources online course catalog at 
www.hr.upenn.edu/coursecatalog or by contacting Learning 
and Education at 215-898-3400.

FOCUS: Achieving Your Highest Priorities
June 15; 9am–5pm; $75
Learn how to complete your most important tasks of the day 
so you accomplish not just some things, but the right things. 
This program will show you how to manage all of the infor-
mation that comes your way—from emails and phone calls 
to multiple projects, meetings and deadlines. You’ll develop 
a planning system that’s tailored to your individual needs so 
you can lead a happier, more productive life. We’ll even show 
you how to overcome the challenges of procrastination and 
frequent interruptions so you can easily manage your day and 
minimize your stress.

Unlocking the Secrets of the Penn Library
June 15; 12pm–1:30pm; free
Discover the ways the library can work for you. Learn how to 
access over 10,000 electronic journals and reference sources, 
get personalized research assistance, or simply take out the 
latest New York Times bestseller. This session includes a 
30-minute walking tour of Van Pelt Library. Participants are 
welcome to attend just the informational session.

Career Focus Brown Bag—Career Check-Up Workshop
June 17; 12pm–1pm; free
When was the last time you evaluated your current job 
situation? It’s easy to get caught up in the day-to-day tasks 
required of you, but it’s also important to assess your 
professional role on an annual basis. This workshop will give 
you the opportunity to evaluate your current responsibilities 
and determine whether you’re challenged, satisfied, or in need 
of acquiring some new skills. You’ll also have the chance to 
develop a plan for moving forward in your career.

Brown Bag Matinee—Focus Your Vision
June 22; 12pm–1pm; free
Take a virtual vacation from your desk as you travel with 
former National Geographic photographer Dewitt Jones in 
this video presentation. Focus Your Vision creatively uses the 
striking photographic work of Jones to teach us the impor-
tance of direction and purpose as we set goals to accomplish 

in our personal and professional lives. You’ll learn seven 
concepts that are key to focusing successfully through this 
innovative and unusual training film.

Tuition Benefit Information Session
June 23; 12pm–1pm; free
Tuition benefits are an important advantage of being a faculty 
or staff member at Penn. This program will show you how to 
request and make the most of these benefits. A Q&A session 
will address any questions you have about using the tuition 
benefit for yourself, your family or your dependents.

Brown Bag Matinee—The Abilene Paradox
July 13; 12pm–1pm; free
Have you ever said “yes” to a proposed group decision when 
you really wanted to say “no”? This video will show you how 
common—and costly—it is to support group plans that you 
really don’t believe in. You’ll also learn how to create a work 
environment where people are free to disagree and 
encouraged to voice their true opinions.

AMA’s Strategies for Developing Effective Presentation Skills
July 20–21; 9am–5pm; $75
This two-day program will provide you with the skills to 
deliver clear, informative, memorable and convincing presen-
tations. Learn by doing as you receive ongoing, personalized 
feedback on three live presentations. Subjects to be addressed 
include determining your objectives in giving a presentation, 
balancing verbal and nonverbal messages, developing and 
organizing presentation content, rehearsing and using notes, 
reducing and channeling nervousness, using visual aids, 
handling questions and more.

Career Focus Brown Bag—Adapting to a New Role
July 27; 12pm–1pm; free
Have you recently taken on a new role at Penn? If so, this 
workshop is for you. We’ll show you how to make the 
transition into your new job a successful one. You’ll learn 
how to start off on the right foot and avoid pitfalls along the 
way. By the end of this workshop, you’ll know how to tackle 
the challenges of your new role with confidence and ease.

Brown Bag Matinee—Give ‘em the Pickle
August 17; 12pm–1pm; free
High-quality customer service is the key to a productive 
workplace. But how do you know if your service is up to 
snuff? Excellent customer service means knowing what your 
customers want and giving it to them—and this workshop 
will show you how to do it. You’ll learn how to make others 
your number one priority and how a positive attitude and 
teamwork can yield big results.

Career Focus Brown Bag—Negotiation Skills
August 24; 12pm–1pm; free
Learn the key principles, strategies and tactics of negotiation—
a process which many find challenging. We’ll show you a video 
that tells the story of negotiations between a baseball club 
owner and the brothers who own a nearby baseball stadium. 
How they come to terms illustrates the three major steps in 
negotiations: preparation, bargaining and settlement.

HR CALENDAR
Programs and Events

Visit www.hr.upenn.edu/penn_work

JUNE
15	 Deadline to apply for tuition benefit for 
	 Summer Session I and 12-week Summer 
	 Evening Session
15	 FOCUS: Achieving Your Highest Priorities
15	 Unlocking the Secrets of the Penn Library
17	 Career Focus Brown Bag—Career Check-
	 Up Workshop
22	 Brown Bag Matinee—Focus Your Vision
23	 Tuition Benefit Information Session
30	 Deadline to exhaust Health Care Pre-
	 Tax Expense Account if you enrolled in the 
	 Aetna High Deductible Health Plan 
30	 2010–2011 plan year ends

JULY
1	 2011–2012 plan year begins
7	 MAPS for Quit Smoking Program 
	 Orientation Session 
12	 Fair Criminal Record Screening Standards 	
	 Act takes effect
13	 Brown Bag Matinee—The Abilene Paradox 
20–21	 AMA’s Strategies for Developing Effective 
	 Presentation Skills 
27	 Career Focus Brown Bag—Adapting to a 		
	 New Role

AUGUST
15	 Deadline to apply for tuition benefit for 
	 Summer Session II 
17	 Brown Bag Matinee—Give ‘em the Pickle
24	 Career Focus Brown Bag—Negotiation Skills

SEPTEMBER
15	 Deadline to incur Pre-Tax Expense
	 Account expenses for the 2010–11 plan year
30	 Deadline to submit Pre-Tax Expense 
	 Account claims for the 2010–11 plan year

Penn’s Quit Smoking Program
The School of Medicine’s Center for Interdisciplin-
ary Research on Nicotine Addiction (CIRNA) Center 
is running monthly information sessions about their 
new smoking cessation research study: MAPS for 
Quitting Smoking. Visit the Human Resources online 
course catalog at www.hr.upenn.edu/coursecatalog and 
choose “Health Promotions” from the Browse by 
Category section.

MAPS for Quit Smoking Program Orientation Session
July 7; 12pm–1pm; free
The University of Pennsylvania’s Center for Interdisci-
plinary Research on Nicotine Addiction (CIRNA) will 
teach you about biological factors that can help you 
quit smoking. Eligible participants will be reimbursed 
for your time and efforts and receive nicotine replace-
ment therapy, online training support and smoking 
cessation counseling at no cost.

Game Plan for Healthy Eating
Having a game plan for healthy eating is one of the best ways to 
improve and maintain good physical and mental health. This 
summertime workshop series will give you the knowledge you 
need to set personalized, specific nutrition goals and create 
effective strategies to achieve them. You’ll walk away with 
winning tips to create, implement, and succeed with your own 
personal nutrition plan. Starting in July, these weekly workshops 
will help you focus on the following goals:

•  Lowering your saturated and trans fat intake
•  Eating different-colored fruits and vegetables
•  Consuming fewer empty calories 
•  Staying motivated 

For more information about the workshops and to register, 
visit the Human Resources health and wellness website at 
www.hr.upenn.edu/quality/wellness/workshops.aspx or contact 
Human Resources at 215-898-5116 or suzsmith@upenn.edu.


