Dear Valued Staff,
In June, we are transitioning from Paychex to a new system, Paylocity. We are excited about the benefits of this change! As mandated by the diocesan offices, this transition includes changing to biweekly payroll. We will be shifting our payroll to match the diocesan payroll calendar. Please review the following information to understand how this change will affect your pay.

1. New Pay Periods:
· Contracted Staff:
· 24-25 Contract Year: After your paycheck on May 30, 2025 , your final 4 pay dates will be June 13th, June 27th, July 11th and July 25th.
· 25-26 Contract Year: Your annual salary will be split across 26 pay periods per year as they are now, but on the same schedule as the diocese. 
· At-Will (Not Contracted) Staff:
· We will be transitioning in the beginning of June. You will receive a paycheck as normal on May 30, 2025. 
· Our first pay period in Paylocity will cover the dates from 5/25 to 6/7/25. 
· The first paycheck from Paylocity will be on June 13th for the pay period mentioned above.  This paycheck will be prorated to reflect the shorter time period mentioned above.
· From that point on, the payroll will resume as normal, but every other Friday according to the diocesan calendar. 

2. Pay Calculations:
· The biweekly pay calculation will remain the same. The first paycheck in June will be different as we transition. 

3. Budgeting & Deductions:
· Budgeting: Please note, for non-contracted staff, your June 13th paycheck will be less than your normal paycheck. Please plan accordingly.
· Deductions: Though your pay will be normal after the June transition, as always, we advise you to speak with your tax/financial advisor regarding any deduction changes.

4. Transition Support:
· We understand that changes in payroll systems can raise questions or concerns. Our staff as well as diocesan staff are available to assist you during this transition.
5. Next Steps:
· Communications regarding training, questions, and pay schedule will be provided.
We encourage you to review the forthcoming materials and reach out with any questions you may have. We appreciate your attention to this important update and thank you for your continued dedication to your school community. 
