OFFICE OF
BIOMEDICAL POSTDOCTORAL PROGRAMS

The office of Biomedical Postdoctoral Programs is responsible for administrative
oversight of more than 800 life science postdoctoral fellows at the University of
Pennsylvania. This office deals with all aspects of the experience of postdoctoral
fellows (other than supervision of their individual research projects), including the letter
of agreement, orientation, training, career development, and placement when they leave
the University. In the United States, the University of Pennsylvania office of Biomedical
Postdoctoral Programs (BPP) is recognized as a pioneer in the training of postdoctoral
fellows and has served as a model for programs in many other institutions. Notable are
the training programs offered by BPP that help trainees develop the skill sets they need
to make the transition to become independent investigators in their own right. Also, of
importance are the activities designed to help postdoctoral fellows find their next
position when they are ready to move beyond their fellowship. The activities and
programs of this office are detailed in the material in this section, and more information
may be found at the website, www.med.upenn.edu/postdoc/.

The University of Pennsylvania has developed and approved a policy that is designed to
provide all postdoctoral fellows with a clear statement of the guidelines that govern their
recruitment, responsibilities, rights, and educational expectations. This policy governs
the conduct of the office of BPP which is responsible for the implementation of all
aspects of the policy. Penn was one of the first universities in the United States to
develop such a policy (1995) and has long been a leader committed to protecting the
rights and interests of postdoctoral fellows. The policy has been revised and expanded
periodically, and the present version was adopted in the Fall, 2004. The policy may be
accessed at www.upenn.edu/almanac/volumes/v51/n0-postdoc.html.

At Penn, minimum stipend levels for the life sciences are set by Biomedical
Postdoctoral Programs on an annual basis. The most recent stipend guidelines may be
accessed at www.upenn.edu/postdoc/.
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UNIVERSITY OF PENNSYLYANIA

Open Postdoctoral
Positions

Biomedical Postdocs Faculty & Staff

Mission Statement

The University of Pennsylvania developed the "Policy for Postdoctoral
Fellows in the Physical, Biological and Health Sciences and in Engineering”
in 1996. This policy describes the rights and obligations of postdoctoral
fellows as members of the University community. The School of Medicine
established the Office of Postdoctoral Programs in July 1997 to serve as a
central resource and to enhance and support the work experience of
postdoctoral appointees, their faculty mentors, and staff engaged in
research and research training. On July 1, 2001, in accordance with
Affiliation Agreements signed by the Schools of Veterinary and Dental
Medicine, the role of OPP was expanded to support the postdoctoral
appointees, faculty mentors and staff of these two schools. To accurately
reflect the new and expanded role of OPP, the name of the office was
changed to Biomedical Postdoctoral Programs (BPP).

Reference http://www.med.upenn.edu/postdoc/
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UNIVERSITY OF PENNSYLVANIA

Expanding Technical Research Skills for
Postdoctoral Fellows

° A training program of
Biomedical Postdoctoral Programs
at the University of Pennsylvania

° For more information see
URL: www.med.upenn.edu/postdoc/
email: postdoc@mail.med.upenn.edu/

UNIVERSITY OF PENNSYLVANIA
Definition of Postdoctoral Appointee

A postdoctoral appointee is a person who has recently
earned a Ph.D., M.D. or equivalent doctoral degree, and
who joins the University of Pennsylvania to perform
research full-time under the supervision of a member of
the faculty. The position can be held for up to five
years and is meant to provide additional research
and/or scholarly training in preparation for a position in
academe, industry, or government.
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UNIVERSITY OF PENNSYLVANIA

Mentor Obligations

Develop a mutually established named project

Arrange opportunities for poctdoctoral fellows to present their
work, at Penn and in national meetings

Meet regularly to provide career guidance and set realistic
career goals

Provide a formal annual review of project/career progress

Keep trainees apprised of all University policies regarding
postdoctoral fellows

Inform postdoctoral fellows of all mandatory training sessions,
and insure that they participate
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UNIVERSITY OF PENNSYLVANIA

Structured Training Programs

e A PhD is your license to conduct research

e A postdoctoral experience should provide
training in advanced technical skills to prepare
you to become an independent investigator

e Biomedical Postdoctoral Programs introduced
an Intramural Training Program for
postdoctoral fellows in 2000, which is
continually being expanded
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UNIVERSITY OF PENNSYLVANIA

Structured Training Programs Complement the
Mentor/Postdoctoral Relationship

Individualized training begins with the mentor and
yourself

<2

Biomedical Postdoctoral Programs provides training in

skills essential for all investigators

UNIVERSITY OF PENNSYLVANIA

Biomedical Postdoctoral Programs
Core Training Elements - 1 (online)
Mandated by Federal Regulations

e Bioethics Training
— Misconduct
— Authorship
— Peer review
— Intellectual property and data ownership
— Animal and human subjects research
— Case studies for discussion of ethical
issues
— Certification
e Environmental health, Chemical and Radiation
Safety

e Orientation to Animal Research

tFp e Human Subjects Training




UNIVERSITY OF PENNSYLVANIA

Biomedical Postdoctoral Programs
Core Training Elements - 2

e Develop Competency in Scientific Writing
— Encourage fellowship grant applications
— Fellowship funding page

e Regular attendance at Seminars

e Public Presentation on Research
— Penn’s Annual Postdoctoral Research
Symposium
— 95 Abstracts
— Concurrent posters and oral presentations
— Keynote speaker
— Awards ceremony

UNIVERSITY OF PENNSYLVANIA

Biomedical Postdoctoral Programs
Research Skills Training (Optional)

e Science Writing
— Writing for Biomedical Professionals — Online
— Postdoctoral Editors Club

e Public Speaking — An Edge

e Lab Management - setting up a laboratory; hire and retain help;
laboratory as a small business; growing your laboratory *

e Grant Writing - application process and fatal flaws; peer review and
summary statements; revised applications; funding sources *

* Videos available in BPP for review
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UNIVERSITY OF PENNSYLVANIA

Biomedical Postdoctoral Programs
Career Development Training (Optional)

e Career Workshop Series
— Effective job search and workforce demographics
— Academic career paths
— Industrial career paths
— Non-traditional careers
[Videos available from over 22 career professionals]
e Career Counseling: University Career Services

e Biomedical Career Fair: Annual Event
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UNIVERSITY OF PENNSYLVANIA
Biomedical Postdoctoral Program Training
An Evolving Program
e Continuing Education
— English as a Second Language — available
— Selected course work — via BGS
— Specialized technique training
e Career Development Internship Opportunities
— Technology transfer — under development
— Industrial internships — under development
e Teaching Opportunities
- 10
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The Five-Year Plan
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UNIVERSITY OF PENNSYLYANIA

Prospective Penn Biomedical
Postdocs

Welcome to Biomedical Postdoctoral
Programs at the University of
Pennsylvania. This site provides
information and resources to
prospective Penn Biomedical Postdocs
with regards to a successful postdoc

experience at Penn: Training
Programs, Career Development, and Open Biomed Postdoctoral
Positions at Penn.

e Career Development
e Funding

e Open Positions

e Policies & Guidelines

e Quick Picks
e Staff & Location
e Training

Reference http://www.med.upenn.edu/postdoc/prospective
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UNIVERSITY OF PENNSYLYANIA

Navigation j

Welcome to PennMed Postdoctoral Postings On-Line

To search the database, first choose a search method, then follow the instructions to
complete that search. Additional postdoc positions may be available in the School of

Medicine and candidates are also encouraged to inquire directly to relevant
Faculty/Departments.

Search By Position
Criteria -

Search the for specific types of position
using criteria such as location or title.

List All Current Positions

List all currently available positions in a
compact format for printing.

Search By Posting Date

Search for positions by the date that they
are posted, see the most recent postings.

The University of Pennsylvania School of Medicine is an equal opportunity employer and
does not discriminate on the basis of race, color, sex, sexual orientation, age, religion,
national or ethnic origin, disability or veteran status.

(€} THE TRUSTEES OF THE UNIVERSITY OF PENMSYLVANIA

Reference http://www.med.upenn.edu/apps/postdoc_postings/
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To the University Community:

OF RECORD

This revised Policy for Postdoctoral Fellows at the University of Pennsylvania extends coverage to include all postdoctoral
fellows regardless of School or discipline. The prior version, adopted in 2002, was limited to postdoctoral fellows in the physical,
biological, and health sciences and in engineering. The present version also addresses, for the first time, guidelines for the

ownership of primary research records and similar unpublished materials.

The Faculty Senate Committee on Administration reviewed this proposed revision developed in consultation with
representatives from the Humanities and the Social Sciences and formally approved by the Provost’s Council on Research.
The Senate Executive Committee approved the following version on May 5, 2004. This policy becomes effective immediately.

We would like to express our personal thanks to all who participated in the revision of this important policy.

— Peter Conn, Interim Provost
—Perry Molinoff, Vice Provost for Research

Policy for Postdoctoral Fellows
at the University of Pennsylvania

This policy applies to all three categories of postdoctoral fellows that
are identified in the payroll system of the University, based upon fund-
ing source: postdoctoral researcher (supported from a research grant),
NRSA-postdoctoral fellow (supported by an individual or institutional
National Research Service Award), and postdoctoral fellow (supported
by a private foundation, non-profit charitable organization, or other
source).

Preamble

Postdoctoral fellows (PDFs) come to the University for further training
in their chosen discipline. An individual who has been designated as a PDF
by her/his School receives training conducted in an apprenticeship mode,
where she/he is working under the supervision of an established faculty
member who serves as a mentor. As dictated by the nature of the program,
the fellow may be undertaking scholarship, research, service, and teaching
activities, all of which provide training essential for career development.
Because education is a pre-eminent mission of the University and because
PDFs are professionals in training, it is important that the programs for
postdoctoral fellows are designed to advance their careers, in addition to
contributing to the mission of the unit in which they are working. The
Policy for Postdoctoral Fellows is designed to address the distinctive posi-
tion of postdoctoral fellows within the University community.

Appointment and Resignation

Letter of Appointment

When a faculty member makes a firm offer of appointment to a post-
doctoral candidate, a letter should be written to the candidate prior to com-
mencement of duties. This letter should set forth at least the basic terms
of appointment including the period of appointment (dates of appoint-
ment), the compensation level, all included benefits and a statement that
the candidate’s appointment is subject to all University policies. The letter
must be accompanied by a copy of the Patent Policy and the correspond-
ing Participation Agreement. If the appointment is renewed or extended,
that action should be documented by a letter, which includes the afore-
mentioned information.

The candidate should be required to return a countersigned copy of
each letter of appointment or renewal indicating acceptance of the terms
set forth, as well as a signed Patent Policy Participation Agreement. The
letters (countersigned copies) and signed agreement should be placed in
a permanent file kept in the office of the appropriate Department. (If the
faculty member is not affiliated with a specific department, the file may be
kept in the office of the Institute or Center with which the faculty mem-
ber is associated.) The letters of appointment and renewal should indicate
whether the mentor has funding in hand to fulfill the terms of the appoint-
ment; if not, the letter should indicate the duration of assured funding.
When the appointment is to be coterminous with external funding, re-
search grant, contract, training grant, etc., that fact should be included in
the letter of appointment, including the end date of the funding even when
renewal is expected.

Proof of Doctoral Degree

Eligibility for appointment as a postdoctoral fellow requires a candi-
date to hold, or to have completed the requirements for an advanced de-
gree, Ph.D., M.D., or equivalent. Candidates from non-U.S. universities
must hold advanced degrees which are equivalent to those provided in
U.S. institutions in order to qualify for appointment as postdoctoral fel-
lows. It is the responsibility of the fellow to provide transcripts and or a
diploma which certify that she/he has received her/his degree, and it is the
responsibility of the mentor to be sure that this documentation is satisfac-
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tory and that it is included in the trainee’s file attached to the letter of
appointment. The only exception to this requirement is trainees receiving
their degree from U.S. institutions; if they have completed the require-
ments for the advanced degree but have not yet received their degree, then
they should supply documents certifying that the thesis has been approved
and indicating the date when the degree is expected to be conferred; this
special exception applies only to trainees receiving their degrees from
U.S. institutions.

Duration of Appointment

Postdoctoral appointments are ordinarily made for one year, and are
renewable annually based on satisfactory performance and availability of
funding. According to current University policy, no doctoral postgraduate
can serve at the University of Pennsylvania for more than five years at the
status of Postdoctoral Fellow. Mentors may terminate appointees during
an appointment period if specific and compelling factors require termina-
tion, and under these extenuating circumstances, there must be at least
three months notice in writing.

Compensation Level

Minimum compensation levels for postdoctoral fellows are set annu-
ally by the Vice Provost for Research, in consultation with the Provost’s
Council on Research, representing all of the Schools of the University. If
these minimal levels of compensation cannot be offered, a proportional
(%) appointment should be made to indicate clearly that the appointee
is entitled to seek and perform additional University services (teaching,
diagnostic laboratory, technical) up to the mandated annual level of com-
pensation. When a funding sponsor mandates compensation levels higher
than the University minimum, mentors are obligated to pay the higher
amount.

Postdoctoral Notice of Resignation

When a postdoctoral fellow chooses to resign from her/his position
prior to the end of the appointment period, it is expected that she/he will
provide at least one month’s notice. When appropriate to the discipline, it
is the obligation of the postdoctoral fellow to ensure that all research ma-
terials and records are left in a state to allow continuation of the project.

Benefits

Health Insurance

PDFs must have health insurance. PDFs are eligible to receive single
person health insurance, as provided under a basic University of Penn-
sylvania Group Health Insurance Plan. This benefit should be paid as an
addition to the compensation and no premium should be deducted from
the compensation of the postdoctoral fellow. If the PDF elects family cov-
erage, the difference between the single and family premium can be paid
from one of three sources. It can be deducted from the PDF’s compensa-
tion; it can be paid by the funding source if it is an allowable expense; or it
can be paid by the unit to which the PDF is recruited. If the PDF elects to
waive health insurance coverage through the University, she/he must cer-
tify that she/he has alternate insurance which provides at least comparable
coverage.

Vacation Time

PDF:s are eligible for 16 days paid vacation leave per appointment year
which includes the 10 paid days that are University holidays. If a PDF
elects to work during a University holiday, the PDF may take the vacation
at another time. Vacation leave is not cumulative from one appointment
year to the next. All vacation leave must be approved in advance by the

mentor. continued on page 7
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Sick Leave

Postdoctoral Fellows may continue to receive stipends for up to 15
days of sick leave per year. Sick leave is not cumulative from one appoint-
ment year to the next. Under exceptional circumstances, this period may
be extended at the discretion of the mentor. Mentors may require medical
verification by a physician for absences longer than three consecutive sick
days. PDFs who have worked at the University for a total of one year
and who have worked a total of at least 1,250 hours in the immediately-
preceding one-year period who experience a serious health condition of
their own or who need to care for a parent, spouse, or child (including
someone for whom they act in loco parentis) with a serious health condi-
tion may take up to a maximum of twelve (12) weeks of leave, whether
continuously, intermittently, or on a reduced work schedule, provided they
produce appropriate medical certification when requested. PDFs who do
not meet the one year or 1,250 hour requirements may take up to 15 days
of sick leave with full pay, paid from the same source as the stipend for
their own illness which makes them unable to perform their duties or for
medical treatment, subject to acceptable medical documentation.

New Child Leave

Postdoctoral fellows who have worked at the University for a total of
one year and who have worked a total of at least 1,250 hours in the im-
mediately-preceding one-year period who experience the birth of a child
or placement of a child for adoption or foster care may take a maximum
of twelve (12) consecutive weeks of New Child Leave, which must com-
mence within one (1) year of the birth or placement. The first 30 days of
leave are with full pay, paid from the same source as the stipend, supple-
mented with up to 15 days vacation or sick leave if available. The remain-
der of any leave is unpaid. Any such leave must be taken consecutively
and may not be taken intermittently. PDFs who do not meet the one year
or 1,250 hour requirements may take up to 30 days of leave with full pay,
paid from the same source as the stipend, supplemented with up to 15 days
vacation or sick leave if available.

Terminal Leave
A period of terminal leave is not permitted.

Obligations and Responsibilities

Obligations of Mentors

Mentors’ responsibilities include: (i) developing in consultation with
the PDF a mutually satisfactory research project or scholarly program;
(ii) encouraging PDFs to present their work, and to publish their results
in a timely fashion; (iii) encouraging PDFs to acquire and enhance their
knowledge and technical skills as dictated by their current and future
needs; (iv) arrangement and oversight of teaching opportunities as appro-
priate to their discipline and program; (v) encouraging PDFs to apply for
training and research support as appropriate; (vi) meeting regularly with
their PDFs to discuss progress in their research; (vii) providing an annual
review of performance; (viii) insuring that PDFs are aware of University
policies regarding postdoctoral training, and are instructed about research
policies of the University; (ix) providing career counseling.

Obligations of Postdoctoral Fellows

Postdoctoral fellows have certain obligations to their mentor, the group
in which they are working, the Department with which they are associ-
ated, the sponsor whose funds support them, and the University. These
obligations include but are not limited to: (i) the conscientious discharge
of their research, scholarly, and teaching responsibilities, as applicable;
(i1) conformity with ethical standards in research and scholarship; (iii)
compliance with good scholarly practice including the maintenance of ad-
equate research records; (iv) observation of appropriate guidelines regard-
ing human subjects and due observation of University standards regard-
ing use of isotopes, chemicals, infectious agents, animals, and the like, if
applicable; (v) open and timely discussion with their mentor regarding
possession or distribution of tangible property such as materials, reagents,

ALMANAC September 7, 2004

and the like; (vi) discussion of laboratory records or scholarly materials,
if relevant; (vii) prior disclosure of appropriate scholarly information,
findings or techniques proposed for dissemination privately, at scholarly
meetings, or in publications; (viii) collegial conduct towards coworkers
and members of the academic or research group; (viiii) compliance with
all applicable University policies.

Research Records

Primary research records created by postdoctoral fellows during the
tenure of their fellowships at the University of Pennsylvania are the prop-
erty of the University and are retained by the University when the PDF
leaves; fellows have the right to make copies of the records but must first
review with their supervisors the records that they propose to copy.

Exceptions to this practice may be permitted subject to written prior
approval of the Provost’s office in fields where it can be convincingly
demonstrated that there is a well-established practice that individual
scholars retain ownership of data generated through their research efforts.
In such cases the postdoctoral scholars will be permitted to retain notes
and records associated with their research and publish their findings sub-
sequent to leaving the University provided an appropriate acknowledge-
ment is made to the University’s contribution to the work (e.g. in the form
of funding).

Training
Orientation

A compendium of information should be given to each postdoctoral
fellow upon arrival at the University. This compendium should be avail-
able on an appropriate University website and could include a registration
form to be completed by the postdoctoral fellow, a copy of these guide-
lines, conflict of interest and financial disclosure policies, intellectual
property policies, Procedures Regarding Misconduct in Research, sexual
harassment policies, parking policies, a clear statement about benefits, the
current City, Commonwealth, and Federal taxation policies, sources of in-
formation within the University, and explanation of the mediation services
available. Preferably, periodic orientation sessions should be provided for
all new postdoctoral fellows. The departments should arrange e-mail ac-
counts for their postdoctoral fellows.

Training Program Elements

Postdoctoral fellows are considered to be professionals in training.
One goal of their professional experience at Penn is to provide training
relevant to the responsible conduct of research. Such training should
include the following elements, as appropriate to the individual trainee:
(1) data management, ownership of intellectual property and tangible
research materials; (ii) mentor/trainee responsibilities; (iii) publication
practices and responsible authorship; (iv) peer review; (v) rights of col-
laborators; (vi) human subject research; (vii) research involving animals;
(viii) research misconduct; (ix) conflict of interest; and (x) compliance
with existing Federal and University policies.

When postdoctoral fellows engage in teaching, appropriate training
and didactic experience should also be provided.

Application for Grants

Each school should set a policy about the rights of postdoctoral fellows
to apply for grants as Principal Investigator. If the school policy permits
such applications, it is suggested that there be a requirement for approval
by a knowledgeable tenured faculty member as well as the usual approval
by department chair and dean on the transmittal form.

Mediation Services

It is recognized that from time to time disagreements may arise be-
tween a postdoctoral fellow and a mentor. Postdoctoral fellows should be
clearly informed about the options which they can exercise under such
circumstances. In particular, they should be made aware of services avail-
able through the ombudsmen in individual Schools, and through the office
of the Ombudsman in the University.

www.upenn.edu/almanac 7
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biomedical postdoctoral council

Council welcome message

- Contact info

- Charter The Biomedical Postdoctoral Council seeks to foster a sense of community, provide
resources for career and personal development, and provide a framework for
representation on campus and in the local community for postdoctoral scholars from the
School of Medicine, School of Veterinary Science and the School of Dental Medicine. We
also function as a liaison between the postdoc community and the Office of Biomedical
Postdoctoral Programs.

Important Info for
- New Postdocs
- Foreign Postdocs

Committees

" PEC news

- Foreign National
- PCR 3RD ANNUAL POSTDOCTORAL SYMPOSIUM

- Sports/Social Activities
October 13, 2004

Postdoc Resources BRB 1/l Auditorium and Atrium - details click here
- Research & Career
Resources ATTENTION ALL INTERNATIONAL POSTDOCS!
- Practical Skills
- Postdoc Directory e Office of International Programs (OIP) will henceforth charge university
- Listserv Info departments a service fee for the processing of H-1 B and permanent residence
- Postdoc Dental Insurance petitions. It is expected that the department, not the postdoc, will pay this fee,
however all foreign postdocs should confirm this with their department.
Feedback/Suggestions Fee for each H-1 B petition (new and extension):

0 Starting July 1, 2003 until June 30, 2004: $500
O July 1, 2004, until further notice: $1000

e New interview requirements by Department of State will delay visa processing
at U.S. consular posts abroad. This can critically affect how long it takes you to
obtain or renew a U.S. visa stamp when you travel abroad. For details check out
the OIP website

e Special Annoucement for postdocs on J-1 or F-1 visas. All postdocs and their
dependants on these visas (F1, F2, J1, J2) must be issued new eligibilty
documents (I-20 and DS-2019 respectively) before August 1st 2003, to remain in
legal status. Please contact OIP immediately regarding this matter.

POSTDOC DENTAL INSURANCE

Open enrollment for the postdoc dental insurance for the effective period of October 1st-
March 31st is now over. For details about new enrollments or future open enrollment dates
contact Michael S. Marlow at marlowms@mail.med.upenn.edu .

For more information about the dental plan offered for postdocs please follow the Postdoc
Dental Insurance link.

JOIN THE COUNCIL!

The BPC consists of postdoc volunteers who discuss relevant issues and how to improve
our training experience at Penn. As a council member you have the opportunity to
form/change postdoc policies and interact with your peers.

The BPC meets on the first Monday of every month at 5pm. See the last Meeting Minutes
for the latest information on issues discussed by the council.

We welcome the opportunity to induct new members. If you would like further information
on becoming a member please contact the council at pcouncil@mail.med.upenn.edu.

Reference http://www.med.upenn.edu/bpc/
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