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Employment Orientation Topics

1. Benefits Enrollment
2. Understanding Taxes
3. Postdoc Policies
4. Conflict Resolution
5. International Scholar Resources

NOTE: We have embedded links in these 
slides for you to access resources, so 
when you see an underlined word that is 
likely a link for you to click!



Who We Are

 Postdoctoral Affairs is housed in the Office of the Vice 
Provost for Graduate Students and Postdoctoral 
Scholars
• OGSPS for short!

 Our miss ion is  to empower pos tdoctora l scholars  to 
advance  the ir careers  and contributions  by connecting 
them to resources  and community.

 Hiring and onboarding are  done  a t the  department leve l
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Postdoctoral Affairs Team

Dr. Rachelle Swan
Director of Postdoctoral 
Affairs

Kyra Leal, MS
Postdoctoral Affairs 
Program Administrator

Dr. Haley Oliver
Vice Provost for Graduate 
Students and Postdoctoral 
Scholars

Dr. David Rollock
Assistant Vice Provost for 
Student Success and 
Retention



Where are we?
OGSPS Postdoctoral Affairs

Young Hall, Room 170

155 Grant Street

West Lafayette, IN 

47907-21147

postdoc-affairs@purdue.edu

(765) 494-2600
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OGSPS Postdoc Orientation Series

Pre-start:      
Relocation Focus

• Connect new hires 
to relocation and 
onboarding  
resources and 
OGSPS staff

1st Month: 
Employment Focus

• Connect postdocs 
to institutional and 
employment 
resources (e.g., 
taxes and benefits)

2nd-3rd Month+:  
Success Focus

• Connect postdocs 
to training 
resources & 
funding/leadership 
opportunities

• Train on IDP

postdoc-affairs@purdue.edu



Benefits Enrollment
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New Hire Benefits Enrollment Open Enrollment Life Events Benefit Elections

• Completed within the first 30 days of 
your start date.

• Information on how to enroll will be 
sent via email within your first week. 

• Log into Benefitfocus and enroll in 
benefits.

• For those who do not need to elect 
benefits, it is still important to actively 
enroll and opt out of coverage.

• 2-week open enrollment window 
occurs between late October to 
early November

• If you miss this window, your health 
insurance will default to the lowest 
tier and NO dependents will be 
covered!

• Coverage begins January 1 through 
December 31 of the following year

Resources
Benefits Guide – This guide provides a look at the 
benefits offered by the university and can be used 
throughout the year to gain information about 
what’s available to you.

Benefits 101 – Watch this video to learn key terms 
and concepts related to benefits.

New Hire Enrollment Instructions  or How to Enroll 
Video  - Follow steps to help you navigate 
Benefitfocus as you complete your benefits 
enrollment.

Resources
Access details here.

Request change here:

• Select “Benefits Enrollment (Active) 
– Benefitfocus (Faculty & Staff)

• Complete within 31 days of a 
qualifying event

• Adding or dropping medical plan 
dependents is common in the case 
of birth, marriage, divorce, or 
spouse joining you in USA

• If you miss 31-day event-window, 
you must wait until next Open 
Enrollment window!

Benefits Enrollment Overview

Resources
Access to recorded presentations and one-
on-one sessions, here

https://www.purdue.edu/hr/Benefits/employeebenefits/benefits_enrollment/OEguides.php
https://www.youtube.com/watch?v=0Y2E4O0kJJg
https://www.purdue.edu/hr/Benefits/employeebenefits/benefits_enrollment/pdf/Benefitfocus_New_Hire_Enrollment_Instructions_Quick_Reference.pdf
https://www.youtube.com/watch?v=5vAfnShjdhE&t=22s
https://www.youtube.com/watch?v=5vAfnShjdhE&t=22s
https://www.purdue.edu/hr/Benefits/employeebenefits/eligibility/chg_fam_status.php
https://www.purdue.edu/hr/Benefits/employeebenefits/benefits_enrollment/resources.php
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Eligible Life Events

If you are on a visa 
and have a family 
member arriving 
after you, make sure 
you enroll them in 
your plan within 30 
days of their arrival 
or you will have to 
wait until the next 
open enrollment 
period.



Benefits Enrollment 
Information Page
Whether you’re a new employee enrolling in 
benefits for the first time or preparing to 
complete your annual open enrollment for 
next year’s benefits, this web page is your 
go-to for all things benefits enrollment.
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https://www.purdue.edu/hr/Benefits/employeebenefits/benefits_enrollment/index.php
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Benefits Enrollment

To enroll for benefits, 
sign in to 
Benefitfocus 
at one.purdue.edu.

https://one.purdue.edu/


Types of Benefits
The Five Pillars – Each linked to a PDF brochure

1. Behavioral Health
2. Financial Wellness
3. Physical Health
4. Social Wellness
5. Work-Life Integration
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NEW Postdoc Benefits Brochure !

https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_Behavioral.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_Behavioral.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_Financial.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_Financial.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_Physical.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_Physical.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_Social.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_Social.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_WorkLife.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_WorkLife.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_WorkLife.pdf
https://www.purdue.edu/hr/Benefits/healthyboiler/pdf/Healthy_Boiler_WorkLife.pdf
https://www.purdue.edu/academics/ogsps/postdoc-affairs/wp-content/uploads/sites/5/2025/08/Benefits-summary-Post-doc-2025-_Final.pdf
https://www.purdue.edu/academics/ogsps/postdoc-affairs/wp-content/uploads/sites/5/2025/08/Benefits-summary-Post-doc-2025-_Final.pdf


Understanding Taxes
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Payroll Tax
• All pay in the US has federal tax withholding
• The amount is based on flat percentages of what you earn
• The more you earn, the more you owe the federal 

government, and the more that needs to be withheld from 
your Purdue payment

• Tax forms are due each April 15th based on your income from 
the previous year (Jan-Dec). 
• If you overpay, you get some money back; if you underpay, 

you owe some more
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Federal Tax State Tax County Tax

• Owed to the United 
States Treasury

• Managed by the 
Internal Revenue 
Service (IRS)

• Owed to the Indiana 
Department of Revenue

• Not all states make you 
pay state income tax 
(e.g., Texas, Florida)

Resources
• Tax Rates and Brackets

• Taxable Income

• IRS Web page for foreign students and 
scholars

• IRS Publication 519, U.S. Tax Guide for 
Aliens.

Resources

• Indiana Department of Revenue

• Tax Rates and Reports

• International Students

Resources

Same as State Tax

• Owed to the Indiana 
Department of Revenue 
on behalf of Tippecanoe 
County

• Not all states make you 
pay county tax

Income Tax: Federal & Local Tax Resources
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https://www.irs.gov/filing/federal-income-tax-rates-and-brackets
https://www.irs.gov/filing/federal-income-tax-rates-and-brackets
https://www.irs.gov/filing/taxable-income
https://www.irs.gov/filing/taxable-income
https://www.irs.gov/individuals/international-taxpayers
https://www.irs.gov/individuals/international-taxpayers
https://www.irs.gov/individuals/international-taxpayers
https://www.irs.gov/forms-pubs/about-publication-519
https://www.irs.gov/forms-pubs/about-publication-519
https://www.irs.gov/forms-pubs/about-publication-519
https://www.in.gov/dor/
https://www.in.gov/dor/
https://www.in.gov/dor/resources/tax-rates-and-reports/
https://www.in.gov/dor/resources/tax-rates-and-reports/
https://www.in.gov/dor/i-am-a/individual/student-taxes/international-students/
https://www.in.gov/dor/i-am-a/individual/student-taxes/international-students/


Purdue Tax Resources
Human Resources has “Tax Services and Forms” page.
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https://www.purdue.edu/hr/buspur/tax/index.php


*Postdoc Tax Guide
NPA OVERVIEW OF TAX 
ISSUES FOR POSTDOCS 
June 2022

Walks all postdocs through different 
types of employment taxes with a special 
section for International Scholars.
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*Requires NPA Membership to Access
You must first request your free NPA Affiliate Membership before you 
can access their resources. Click on this link and follow the 
registration process. Sign up as an “Affiliate Individual Member, 
Postdoc.” Once you click Submit, the NPA Membership Director will 
review your affiliate membership within 10 working days, and you 
will receive an email when it has been approved.

https://www.nationalpostdoc.org/page/TaxIssuesforPostdocs
https://www.nationalpostdoc.org/page/TaxIssuesforPostdocs
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nationalpostdoc.org%2Fgeneral%2Fregister_member_type.asp%3F&data=05%7C02%7Crachelle%40purdue.edu%7Ced3a4d3738c34f1f3ddf08dd8f3f4fb1%7C4130bd397c53419cb1e58758d6d63f21%7C0%7C0%7C638824224292403796%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=MGBJMrKR1OFEyt%2BeMzyodxnXP%2FNBupRC%2B695PWhP%2FXo%3D&reserved=0


*Postdoc Tax Guide
NPA BEGINNERS GUIDE TO 
INCOME TAXES FOR 
INTERNATIONAL 
POSTDOCS June 2022

Explains the US tax system and 
obligations to an International Postdoc 
audience.
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*Requires NPA Membership to Access

https://www.nationalpostdoc.org/page/IncomeTaxesforInternationalPostdocs
https://www.nationalpostdoc.org/page/IncomeTaxesforInternationalPostdocs
https://www.nationalpostdoc.org/page/IncomeTaxesforInternationalPostdocs
https://www.nationalpostdoc.org/page/IncomeTaxesforInternationalPostdocs


Tax Tips from Jane Coleman!

1. Glacier emails are legit, it’s safe 
and necessary for you to enter 
your SSN upon request!

2. If you don’t have a local mailing 
address yet, use your Purdue 
office address as your mailing 
address to get you in the payroll 
pool

3. Set direct deposit up ASAP
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How to Find Information 
& Benefits Resources at 
Purdue

• Start with www.purdue.edu and search 
by keyword

• Every department maintains webpages 
with layered information

• Learning where to look is more effective 
than finding answers individually

20

Search here

https://www.purdue.edu/


Postdoc Policies
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Employment Policies
Policies relevant to postdoctoral scholars are housed on two university 
office sites: the University Policy Office  and the Office of the Provost .

• Terms and Conditions of Employment of Postdoctoral Researchers, 
Clinical Residents and Clinical Interns (VI.F.13)  This document 
outlines the expectations and provisions for appointments of 
Postdoctoral Researchers, Clinical Residents and Clinical Interns.

• Procedures for Appointments of Postdoctoral Researchers  This 
covers supplemental information to VI.F.13, including salary 
minimums and employment -year maximum for Purdue postdoc 
positions.

• Faculty and Academic Personnel Policies  This is a library of 
employment policies important to postdoctoral scholars covering 
areas such as Academic and Research Affairs, Business and Finance 
(including travel), Ethics, Facilities and Safety, and Human Resources.

https://www.purdue.edu/policies/
https://www.purdue.edu/provost/
https://www.purdue.edu/policies/human-resources/vif13.html
https://www.purdue.edu/policies/human-resources/vif13.html
https://www.purdue.edu/policies/human-resources/vif13.html
https://www.purdue.edu/provost/procedure-postdoctoral/
https://www.purdue.edu/provost/procedure-postdoctoral/
https://www.purdue.edu/policies/find-a-policy/faculty.html
https://www.purdue.edu/policies/find-a-policy/faculty.html


Problem Resolution
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Workplace Problems

HR Business Partners
Employees should reach out to their HR Business Partner 
(HRBP) for workplace guidance and advice. The HRBP will 
collaborate with the employee, strategizing potential ways 
to resolve concerns. Meetings are confidential (in most 
circumstances) and will only be shared with others with the 
employee’s agreement.
Each college has an assigned HR Business Partner. To 
locate your HR Business Parter, go here. 

https://www.purdue.edu/hr/HRBP/HRBP.php
https://www.purdue.edu/hr/aboutus/hrteams.php


Workplace Problems
OGSPS' Office of Graduate Assistance
The Office of Graduate Assistance (OGA) is available to meet with 
Purdue University postdocs to assist them in addressing a variety 
of issues that may arise during the course of  a scholar's time at 
the University. Examples of concerns brought to the OGA include, 
but are not limited to, authorship and intellectual property 
disputes, mentoring issues, and conflicts of interest. 
The OGA will provide impartial, independent, and informal 
assistance with reference to your concerns based on our 
knowledge of University policy, practice and personnel without 
judgement.
Click here to complete a request to meet with an OGA advisor.

https://www.purdue.edu/academics/ogsps/student/oga/index.html
https://sso.purdue.edu/idp/profile/SAML2/Redirect/SSO?execution=e1s2


Workplace Problems
Office of Civil Rights

The Office for Civil Rights (OCR) supports Purdue University’s 
commitment to maintain a positive and safe environment free from 
harassment that recognizes and values the inherent worth and 
dignity of every person, fosters tolerance, sensitivity, understanding 
and mutual respect, and encourages each individual to strive to 
reach his or her own potential.  OCR works with the Purdue 
University community in implementing and upholding policies and 
practices that are consistent with federal and state mandates as well 
as existing University policies regarding equal access and equal 
opportunity.  The Office for Civil Rights is also the Title IX Office and 
the ADA Coordinator’s Office for the West Lafayette campus and 
Purdue in Indianapolis.

Click here to request an appointment.

https://www.purdue.edu/vpec/ocr/
https://www.purdue.edu/vpec/ocr/contact/


Workplace Problems
Report Questionable Mentoring Practices
Postdocs are encouraged to report questionable mentoring 
practices (everything from potential abuse to uncomfortable 
situations) to the hotline, a separate service contracted by Purdue 
to handle confidential reporting. For more information, see 
the Purdue Hotline .

https://www.purdue.edu/hotline/


Personal Problems

Center for Healthy Living: Counseling and Referral Services
The Center for Healthy Living offers Purdue staff, including 
postdocs, free on -site counseling for six visits. Sessions 
are confidential. For more information, see the CAPS 
Employee Assistance Program .

https://www.purdue.edu/hr/CHL/no-cost_Wellness/EAP.php
https://www.purdue.edu/hr/CHL/no-cost_Wellness/EAP.php


Personal Problems

The Purdue Psychology Treatment and Research 
Clinics offer mental health assessment and treatment for 
anyone in the Purdue community. The first session costs 
$25, and additional services are determined by the 
individual’s ability to pay.

https://hhs.purdue.edu/about-hhs/community-resources/clinics/psychology-treatment-and-research-clinics/
https://hhs.purdue.edu/about-hhs/community-resources/clinics/psychology-treatment-and-research-clinics/


Personal Problems

Mental Health America
Mental Health America is an organization that provides 
support for individuals, including Purdue postdocs. They 
have free online mental screening tools and resources for 
finding providers. Health navigator services can be reached 
to guide postdocs through mental health care at (765) 742 -
1800 or navigator@mhawv.org .

mailto:navigator@mhawv.org


International Scholar Resources
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International Students and Scholars (ISS) Office

75% of Postdocs at Purdue are International!

• Visit the Purdue International Students and Scholars webpage: https://www.purdue.edu/gpp/iss/
• Select Scholar Services and then choose what fits you best for helpful hints and information on: 

• Work visas
• Preparing to Arrive in the USA
• Housing
• Utilities
• Internet, Cable TV, and Mobile Cellular 

Telephone Services
• Hotels
• Weather

• Passport
• Visa
• Money
• Driver’s license
• Phones and electronic devices
• Personal Documentation
• Transportation

https://www.purdue.edu/gpp/iss/


*Postdoc Guide
NPA INTERNATIONAL 
POSTDOC SURVIVAL GUIDE 
October 2022

Sections include:
 Taxes
 Building Credit
 Using Credit Cards
 Health Insurance
 Housing and Utility Payment
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*Requires NPA Membership to Access

https://www.nationalpostdoc.org/page/InternationalPostdocSurvivalGuide
https://www.nationalpostdoc.org/page/InternationalPostdocSurvivalGuide


Thank You
OGSPS Postdoctoral Affairs

postdoc-affairs@purdue.edu
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