
We’re so glad you’re joining the Lehigh team.
This guide will give you a great introduction to Everything Lehigh, from the 

paperwork you need to finish before you get here to the things that make working at a 
world-class university so awesome. Just click on the menu above to get started.  

Dive in and we’ll see you soon!

Donald Outing, PhD
VP, Equity and Community
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Jaclyn Jaeger
Associate Director
Development and Alumni Relations

The Paperwork
As with any new job, there are a few things 
you need to take care of before you start 
working at Lehigh. Check our checklist on the 
right.

Make sure you bring your completed forms as 
well as employment eligibility documents with 
you on your first day.

Did You Know?

Lehigh employees are eligible 
for tuition remission benefits for 
themselves and their families. Jaclyn 
earned her Master’s Degree in 
Educational Leadership in 2017!
Read her story here.  
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FORMS
• Direct Deposit Authorization Form
• Employee Information Form 
• I-9 Form 
• *PA Residency Certification Form
• W-4 Form 

BACKGROUND CHECKS
Your offer letter states that employment is 
contingent upon the successful completion of 
background checks. If you have any questions, 
email us here.

LEHIGH PHOTO ID
You will need to upload a photo for the creation of 
your ID, which you’ll pick up on your first day. Get 
the details here.

LEHIGH PARKING PERMIT 
If you need to park on campus, you’ll need a permit 
For instructions, follow this link. 

* Non-Pennsylvania residents should contact Payroll 
directly for the appropriate income tax form.

https://spotlight.lehigh.edu/content/lehigh-employees-sacrifice-and-gain-through-graduate-education
https://financeadmin.lehigh.edu/sites/financeadmin.lehigh.edu/files/offices/controller/images/F.%20Direct_Deposit_Form2019.doc
https://hr.lehigh.edu/sites/hr.lehigh.edu/files/EmployeeInformationForm.pdf
https://www.uscis.gov/i-9
https://financeadmin.lehigh.edu/sites/financeadmin.lehigh.edu/files/offices/controller/images/ResidencyCertificationForm.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
mailto:inemploy%40lehigh.edu?subject=
https://financeadmin.lehigh.edu/content/id-photo-submission-information
https://financeadmin.lehigh.edu/content/id-photo-submission-information
https://financeadmin.lehigh.edu/content/id-photo-submission-information
https://financeadmin.lehigh.edu/content/id-photo-submission-information
https://hr.lehigh.edu/parking-permits-new-hires


Fred Colón
Assistant Director 
Facilities Services

Did You Know?

Lehigh employees receive generous 
paid time off benefits and additional 
leave in special circumstances.  In 
Fred’s case, he was able to help his 
parents when disaster struck. 
Read his story here.

What You Should Know
We get it! The first week of a 
new job can be overwhelming. 

Here’s our take on the things 
that we think are the most 
important for you to be in-the-
know about from day one.   
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BENEFITS
Health Care
Time Away From Work
Retirement
Education
Wellness

OUR EQUITABLE COMMUNITY
The Principles of Our Equitable Community
Diversity and Inclusion
Faculty and Staff Appreciation
Employee Relations Advisory Committee (ERAC)

CAREER ENRICHMENT
CE@L
The BEST Program
The Center for Innovative Teaching and Learning
LTS Technology Seminars 

HR PUBLICATIONS
Nonexempt Staff Guide
Exempt Staff Guide
THE SPOT

https://spotlight.lehigh.edu/content/lehigh-employees-support-families-time-disaster-and-loss
https://hr.lehigh.edu/node/38
https://hr.lehigh.edu/benefits/time-away
https://hr.lehigh.edu/benefits/retirement
https://hr.lehigh.edu/benefits/education
https://hr.lehigh.edu/benefits/wellness
http://www.lehigh.edu/~inprv/initiatives/PrinciplesEquitableCommunity-Individuals.pdf
https://www1.lehigh.edu/diversity
https://hr.lehigh.edu/staff-and-faculty-appreciation
https://erac.lehigh.edu/
https://hr.lehigh.edu/enrichment
https://hr.lehigh.edu/node/62
https://cf.lehigh.edu/seminar/
https://cf.lehigh.edu/seminar/
https://hr.lehigh.edu/sites/hr.lehigh.edu/files/NE_Staff_Guide.pdf
https://hr.lehigh.edu/sites/hr.lehigh.edu/files/EX_Staff_Guide.pdf
http://thespot.lehigh.edu
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The Bigger Picture
Lehigh is a big place, and we think it’s important for you to understand how your 
role fits into the broader organization. Dig into these resources to learn more.  

Did You Know?

John Simon (pictured above right) 
is Lehigh’s 14th President, but he’s  
Lehigh’s first Instagram President! 
Follow his daily adventures here. 

LEHIGH AT A GLANCE

OUR PATH TO PROMINENCEMEET OUR SENIOR LEADERS

SUSTAINABILITY @ LEHIGH

MAPS AND DIRECTIONSORGANIZATIONAL CHART

https://www.instagram.com/lehighpressimon/
https://www1.lehigh.edu/about/glance
https://www1.lehigh.edu/path-prominence
https://www1.lehigh.edu/about/leadership
https://sustainability.lehigh.edu/
https://www1.lehigh.edu/about/maps
https://www.lehigh.edu/~pres/orgchart/luorgchart.pdf
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Fun Stuff
It’s not all work here. There’s so much that makes working at Lehigh special, from 
quirky campus traditions to delicious dining in the Southside Arts District. We’ve 
selected some of our employees’ favorites for you to explore.

Did You Know?

TheGooseman, aka “The Goose,” is 
an off campus sandwich shop that 
features a secret menu and lets you 
tweet them your order. Click here to 
find out what’s in a Strugglebus. 

THE FARMERS MARKET

ATHLETICS FOOD ON CAMPUS

HALLMARKS & TRADITIONSEVENTS CALENDAR

BIKE SHARE CAMPUS BOOKSTORE/CAFESOUTHSIDE ARTS DISTRICT

THE ARTS ON CAMPUS

https://twitter.com/thegoosemen
https://www.theodysseyonline.com/the-goose-secret-menu
https://www.theodysseyonline.com/the-goose-secret-menu
https://www.facebook.com/BethlehemFarmersMarketPA/
http://www.lehighsports.com/
https://lehigh.sodexomyway.com/
https://www1.lehigh.edu/about/traditions
https://eventscalendar.lehigh.edu/
http://www.zagster.com/lehigh
https://lehigh.bncollege.com/
https://southsideartsdistrict.com/
http://zoellner.cas2.lehigh.edu/
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Get Social
There are so many ways to be part of the Lehigh community, both online and IRL. 
Whether you want to get involved in community service, join an affinity group, or 
take over the Work/Life Lehigh Instagram account for a day, we hope you’ll take 
advantage of all of the opportunities to connect.

FOLLOW WORK/LIFE LEHIGH
FACULTY/STAFF PRIDE 

NETWORK

FACULTY/STAFF OF COLOR 
NETWORK

BE A “MOOV” IN VOLUNTEER

SERVE THE COMMUNITY

Did You Know?

Every Friday during the academic 
year is BROWN AND WHITE FRIDAY. 
Students, staff and faculty are all 
encouraged to wear our school 
colors. Show your spirit this year! NEW EMPLOYEE  

FACEBOOK GROUP

https://hr.lehigh.edu/worklife-lehigh-get-social-us
https://diversityandinclusion.lehigh.edu/pride-center/faculty-staff#FSPN
https://diversityandinclusion.lehigh.edu/pride-center/faculty-staff#FSPN
https://www.facebook.com/FSCNetwork/
https://www.facebook.com/FSCNetwork/
https://sites.google.com/a/lehigh.edu/moovinformation/home
https://studentaffairs.lehigh.edu/content/about-us-our-mission
https://www.facebook.com/groups/LehighNewEmployeesGroup/
https://www.facebook.com/groups/LehighNewEmployeesGroup/

