Biweekly Payroll Change

Beginning June 2025, all employees of NAME will transition to using Paylocity as their payroll vendor and to a bi-weekly, one-week lag pay cycle. Being implemented across the diocese, the bi-weekly pay cycle will decrease payroll errors, provide more accurate and timely reporting of employee benefits, and ensure a more efficient payroll process. Here are frequently asked questions about the transition:

1.   Why is this change to Paylocity being made? What are the advantages of a bi-weekly pay cycle?
In Paylocity, employees will be able to see all of their data in real time. Besides pay stubs and tax forms, employees will be able to see their paid time off balances, utilize learning modules, and much more!

The bi-weekly pay cycle method is being chosen for the following advantages:
· Systematic approach to payroll time reporting
· Standardize payroll cycles in line with Diocesan standards
· More efficient and effective time reporting
· Fewer manual adjustments
· Employees will be paid every other week rather on various days twice a month, making pay dates predictable, consistent, and easy to understand
· [bookmark: _Int_jVeFAWXn]Employees will be paid for real time rather than for estimated time
· Overtime hours worked will be paid during the pay period in which they are worked

2.   When will the change from my current pay schedule to a bi-weekly pay schedule take effect?
· The last semi-monthly paycheck is on (enter date of last paycheck in Paychex). 
· This is your regular pay schedule for earnings and deductions.
· Includes all earnings and deductions through that date.
· The first paycheck with Paylocity will be on June 13, 2025. 
· For contracted employees, you will be paid based on the terms of your contract. For your FY 24-25 contract, your pay will be the same on the final 4 pay dates in June and July. For your FY 25-26 contract, your pay will be spread across 26 pay periods.
· For non-contracted employees:
· Your final paycheck on (date) will cover (enter pay period). 
· The next pay period for the transition will be (enter pay period).
· Therefore, your first paycheck on June 13 will only cover (enter pay period), resulting in a smaller paycheck than normal. Please budget accordingly.
· Please see the employee letter regarding the details of the transition.
· The first full bi-weekly paycheck will be on June 27.  
· Includes earnings for the pay period of June 8-June 21.
· This paycheck will still include one half of the monthly insurance and other deductions.  

3.   How was my pay processed before this transition?
Semi-Monthly: 
You were paid on the (enter dates of pay) of the month (or the business day before if that falls on a non-business day). 

For parishes that process on a lag (for instance, process the pay period for the 1st-15th for a paycheck on the 31st): The pay cycle was for dates prior to the pay date. This will stay the same in biweekly payroll. Timecards will be due the Monday prior to be paid on Friday. 

4.   May I choose not to transition to a bi-weekly pay schedule?
No. All employees, except priests, will be transitioned to the bi-weekly pay schedule effective in the beginning of June. 

5. [bookmark: _Int_oWfzNmDv]  Will I lose a paycheck?
No, this transition will not result in a reduction of pay. It is simply a one-week lag pay cycle of the actual time worked and reported.

6.   Why must employees report time?
Under the Illinois Wage Payment and Collection Act Administrative Code, all employers are required to keep a record of the hours worked each day in each work week by each employee.  To ensure that the parish and/or school meets these regulations, all employees must report time worked each day, except exempt employees who due to their classification, are allowed to have a schedule populated for them. 

For non-exempt employees, employees will punch in and out electronically. This will be a more efficient process and more effective for determining overtime.

7.  Do all my hours have to be entered in the payroll system to be paid?
Yes. All hours an employee works, and paid time off used should be entered into the system. Your payroll processor will communicate to you when timecards are due.

8.   I’m currently paid on the (dates) of the month. What are my new pay days?
Employees on a bi-weekly pay cycle will receive a paycheck every other Friday. The first pay date of the bi-weekly cycle will be June 13, 2025. Paychecks will then occur every two weeks after that. 

9.   On my current pay schedule there are 24 semi-monthly pay periods in a calendar year. How many bi-weekly pay periods are in a calendar year?
A bi-weekly pay cycle consists of 14 days, beginning on Sunday and ending on the second Saturday of the pay period. You will be paid every two weeks for a total of 26 bi-weekly pay periods in a calendar year.

10. Will my bi-weekly check be the same amount as my semi-monthly check?
No. You will get two bi-weekly checks per month except for two months per year when you will get three checks. Your take-home pay for a bi-weekly period will be a little less than it was on a semi-monthly schedule. However, you will receive the same annual pay, subject to working all scheduled hours.

11. [bookmark: _Int_h8oRgF3I]Will the change in pay frequency affect my sick and vacation accruals?
Please consult your parish payroll administrator, as each parish has its own paid time off policy.

12. What should I do to prepare for the conversion to bi-weekly pay?
We encourage you to review how your personal financial situation may change during the transition period and during bi-weekly pay: 

Income amount fluctuations on your paychecks during transition include:
· Paycheck (date): regular semi-monthly payroll
· This is your last check with semi-monthly earnings and deductions
· Paycheck June 13, 2025: transition payroll
· For contracted teachers, the pay remains the same as the terms of the FY24-25 contract.
· The income is less than a normal payroll for non-contracted employees, as it is for possible earnings from June 1 through June 7th, 2025. 
· Paycheck 06/27/2025: bi-weekly payroll
· You are now on the bi-weekly schedule of two week pay periods (period 6/8-6/21)
· If you are an exempt salary employee who is non-contracted, your compensation rate will change to an amount based on 26 payrolls.

Personal budgetary items to review include, but are not limited to:
· Tax Withholdings
· Review your current tax withholdings elections, especially additional tax withholding amounts. Make any necessary changes.  See question 18 for more details.
· 403b Contribution
· [bookmark: _Int_eYO5FxPL]Review your current 403b contribution, especially if you contribute a flat amount each payroll. Please make any necessary changes. See question 17 for more details.
· Automatic Bill Pay
· Request that creditors or providers adjust your automatic withdrawals or bill pay dates and/or amounts to align with your new pay schedule. Neglecting this may result in overdraft and late payments.
· Common automatic payments include mortgage, utilities, installment loans, child support orders, IRA contributions, subscription services, etc. 

13. Will I need to make any changes to my direct deposit?
If you currently have your earnings sent to direct deposit, you do not have to make a change. 
However, if you have multiple direct deposit accounts, please review if current proportions suffice in the bi-weekly schedule. Please review and make changes as necessary so that appropriate amounts are deposited. For example, if $300 goes to one account and the remaining amount to another account, are those amounts sufficient for spending/automatic payments out of those accounts?

14. Will this impact when I see the deposit into my bank account?
Yes. Net pay will be deposited into your direct deposit account according to the new pay schedule. 

15. What if I pay some of my bills through automatic bill pay?
If you have automatic bill pay set up for regular expenses, such as mortgage, student loan, or car payments, work directly with your financial institution(s) to change payment dates as needed.

16. Will my insurance withholdings change?	Comment by Guest User: Insurance = no
403b = maybe
garnishment (#0011) = no?	Comment by Guest User: Do you want this question to be only for insurance, since there is a 403b question below? Or combine? - Chrissy
Generally, no. Insurance withholdings will not change because they will be withheld the same number of times annually. Insurance is currently withheld on each payroll, or 24 times per year. On the bi-weekly schedule, insurance deductions are still withheld 24 times per year. Insurance is withheld on the first two payrolls of each month. When there is a third payroll in a month, insurance is not withheld. This happens two times per year.

17. I contribute to the 403b plan. Will my contributions change?
Maybe. 403b contributions are withheld on each paycheck per plan rules. Review your contribution and make changes as desired:
· Flat Dollar Amount
· Your total annual contribution will increase because there are two more payrolls in the year. 
· Percentage Amount
· Your total annual contribution will remain the same annually (except for normal variations such as hourly pay fluctuations). Transition payrolls may slightly affect the annual total.
· 403b Loans will be adjusted to the bi-weekly schedule.

To adjust the contribution, submit a new 403(b) Savings Form. The form must be submitted to the parish office as soon as possible, but you may change the amount at any time. Submit the form to your parish payroll administrator.

18. Will I need to make any changes to my taxes or withholdings?
Maybe. Review if your current federal and state income tax withholdings are appropriate for biweekly payroll in your specific financial situation, especially if you have additional tax amounts withheld from each payroll.
[bookmark: _Int_mEqqfFzS]You will be able to conveniently review your current tax setup through your online Paylocity account. You may make Form W-4 changes in Paylocity or submit a new paper Form W-4. Remember that you may change tax withholdings at any time. Bi-weekly tax withholdings will continue to be calculated based on Federal and Illinois guidelines. For federal taxes, calculate what you will owe based on the Internal Revenue Service (IRS) Publication 15 (Circular E) Employer’s Tax Guide, which may be accessed at https://www.irs.gov/forms-pubs/about-publication-15-t. To calculate, utilize the section Percentage Method Tables for Automated Payroll Systems.
Note if you have an additional tax amount deducted from your paycheck (based on 24 payrolls), you should adjust that amount to correspond to 26 payrolls. Please update your Form W-4 via your online Paylocity account or submit a new Form W-4 to your payroll administrator.

19. Should I consult a tax advisor?
If you are uncertain about the impact of a bi-weekly pay schedule on your tax situation, please consult your personal tax advisor.

20. Will there be ongoing communication?
Ongoing communication will be shared with affected staff and supervisors as necessary.

21. If I have additional questions, who will assist me?
Please consult Dee or Sue first. They will guide you to diocesan staff if necessary.












 
