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Introduction
fd’i%ﬂe(bunty

Albemarle County recently announced that the way payroll is processed and Public Schools
distributed is changing. Because Albemarle County still processes payroll for

Albemarle County Public School employees, we will be making this change as well.

e Starting January 2022, we will move to one simplified pay cycle for all employees.

Employees will be paid on the Friday following the end of the pay period.

e Another important change is the move to what we call positive pay, instead of pay
by exception. This change allows us to ensure that each paycheck you receive
includes pay for all regular hours you work, as well as any exceptions to your

regular hours during that pay period.

e Albemarle County will also move to ADP for payroll processing services, giving

employees quick and easy access to pay information.

This information packet includes details about how we will transition to the new pay
cycle. All employees should review the packet for information regarding the
upcoming changes. Please refer to the list below for guidance about the different

sections and information within this packet:

For information on the details for the change See pages 3
To review the details of the transition pay option and how to complete your online elec- s 4
tion Seepage 4
For information on how to use the online Transition Pay Calculator to model which op-

. See pages 5-9
tion works best for you
For information on how to access available resources to review your personal finances
and budget and the paycheck calculator to determine what if any impact this change See pages 10
will have
For additional resources and Frequently Asked Questions See pages 11-13
For a checklist of steps to take to prepare for this change See page 14

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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What's Changing? :

Starting in January 2022, you will be paid every other Friday, and your , emarle County

paycheck will reflect the time you worked during the 14-day pay cycle. You Public Schools

can see the pay cycles and pay days on the calendar below:

2022 Albemarle County Pay Date Calendar (14-day cycle)
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Contents of special paychecks
Special Paychecks in 2022 P pay

21 31- 29- 0-
This table to the right shows the paychecks in 2022 that will vary in

some way from what the rest of your paychecks reflect and include.

Transition pay
January 21 Medical/dental
The first paycheck under this new cycle includes all pay for time VRS v
worked and leave taken January 1-14. Medical/dental deductions Excenti v

ceptions

will not be taken from this check as we move to paying for benefits .
in the month of use, rather than our current practice of paying in Voluntary
advance for benefits. Contributions to the Virginia Retirement Taxes 7 7 7 7
System and voluntary deductions such as flexible spending (et v v v v
accounts and deferred compensation plans will be deducted from . )
this check if applicable
January 31

This paycheck will include exceptions worked between December 4 and December 31, and the transition
payment, if you elect it.

April 29 and September 30

Since these two paychecks will be the third paycheck you receive during those months, medical/dental de-
ductions, and other voluntary deductions will not be deducted.

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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Transitioning to the New Pay Cycle .
N’i%ﬂe(ﬁoun

Your last paycheck under the current monthly cycle will be on December 30, 2021 and
will include base pay for December and exceptions/corrections from November 6

Public Schools

through December 3.
Your first biweekly paycheck will be paid on January 21, 2022 for the time worked

between January 1 and January 14. You will be paid again on February 4 for the time
worked between January 15 ad January 28. (If you had any exception pay between

December 4 and December 31, you will receive that pay in a check on January 31,

2022.)

One-Time Advance Payment Details

To ease the transition to the new pay cycle, regular full- and part-time employees will have the option to

choose a one-time advance. Employees who wish to take the one-time pay advance will need to fill out the

online election form and submit by December 3, 2021.

If you elect Option 1, you will receive a one-time advance payment of 80 hours of pay on
January 31. You will repay this advance through automatic deductions from the next 11
paychecks, starting February 4 and ending on June 24, 2022. If you leave before the
advance is paid back in full, the unpaid amount will be deducted from your final
paycheck. The pay advance will not be taxed when you receive it in January, because
Ao o ™" that would reduce the amount available to you during the transition. Instead, it will be

taxed across the year as deductions are made.

If you elect Option 2, you are choosing to decline the one-time pay advance. Your

decision is final, and you will not be able to later elect Option 1.

None - choose no transition pay

Making Your Election

All ACPS employees are required to fill out the one-time pay advance acknowledgement form,

even if you plan to decline the advance.

The acknowledgement process will be completed online, and you will receive additional

information about how to access the form via email. The election deadline is December 3, 2021.

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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Resources to Help You Decide :

We understand that the decision to accept the one-time advance pay is a personal one, Nbemﬁ%ounty
Public Schools

and we want to make sure you have the information you need to help you decide.
Understanding your cash flow and your personal finances will be the most important

steps that you can take. The tax implications will also play a role in this decision.

Transition Pay Calculator

We have developed online calculators that you can use to determine how much pay you will receive from
the one-time advance payment option, as well as the repayment deduction that will be taken from each

check. Please be sure to select the appropriate calculator.

e If you are paid over 10 or 11 months, please choose the “10- and 11-Month Employee Pay Tran-
sition Calculator”

e If you are paid over 12 months, please choose the “12-Month Employee Pay Transition Calcula-
tor”

o If you are a teacher, please choose the “Teacher Pay Transition Calculator”

Once you make your selection, the Microsoft Excel File will automatically download to your device and you
will be able to enter your specific pay information. Visit our Payroll Clarity Project webpage (https://
www.k12albemarle.org/for-staff/payroll-clarity), which is highlighted on our For Staff Page to download the

calculators and access video and slideshow instructions on how to use them.

In order to enter the most accurate pay information, please pull up your most recent pay stub in Green-

shades.

Login to Greenshades

[i=] Your Mast Recent Paystub -
h Nel‘Pi;“ o
On the right side you should see your $2,400
most recent paystub. Click the “View :
Paystub” button

[County of Albemarie Direct Deposit Earnings Statement

Download or print using the buttons in jros siwTRE ROAD DO susstanisss
the top right corner of your pay StUb lCHARLOTTESVILLE, VA, 22902 Pay Date | Start Paricd End Paricd

4342565655 2/31/2021 7/10/2021 8/31/2021

(or note your paystub details)

Baze Pay
Luaditicnal Pay

Use your paystub information to fill out

Year To Date

the calculator e e [m =2 ‘ sama] e

Sample Deduction 2 537.54 $300.00
Sample Deduction 3 5100, 5800.00

560.41 5483.28
$186.5

51,572.5§

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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Transition Pay Calculator (continued) :

Click the Sample Pay Statement tab for a model of a sample pay stub. Nbemﬁ%ounty

Highlighted amounts can be entered into the Transition Pay Calculator tab: Public Schools
ounly of Albeenarle Dimet Depensit Larnings SLalemenl
01 MCINTIRE ROAD DO srreemmm——

R OTTESVILLE, VA, 22902 Puy Date
SRS . TE Vp.mri)

Descipticn
Base Pay 20,439 L
pdditicnal Pay 50,00
Bample Stipend 1°* $167.00 m
BampleStipend 2%% 550,00
o) pena 0]
Tetal L] §1.00%.
Deductions Desiotion Wear To Date: Code Amcunt Year To Date:
Eamgle Deduction 1 £150.00 FED se3.e sTs.|
Kamgle Deduction 2 $0.00 3 s7a.74 5813
[CHAR MAnOAEary COnTriBution 40,00 D 1749
ChA Y ohuntary Contribution & smmy
/RS Eetirement Cont. nesss
VRS Deductions
Tatad . 160.00 T 3
Description Amount | Year To Date
ampleBeneli ] 7L 456494 Peetwages, pered LS ERL
amgleBanelit l 518 S144.00 MNetwagei VIO 1w

Bank Acrount Amgunt nnual Leave &0
ok Ldes e
Bank Mams puEEsanuuLEs S¥L 6T Comnp Tems L]
Ernplonyes 1D bicise |
Tivtal: 9% 67 1

Refer to the list of qualifying stipends to determine which stipends may be included in calculations to

make the paycheck estimate more accurate.
e Academic Leadership Stipend

e AP Intern Program Stipend

e EDEP 3% Incentive

e Extra Class

e NBCT Stipend

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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Transition Pay Calculator (continued) /
Click on the Transition Pay Calculator tab to compare the effects of the ,}dﬁrlec’ounty

Public Schools

transition pay option.

Use information from a pay stub to fill out the input fields.

If you are a 10- or 11-
A. Base Pay Monthly Amount = Earnings Amount total

month employee, you
B. Stipend Monthly Amount = Sum of Stipends

will also enter your

C. Current Monthly Deductions = Sum of Non-VRS Deduction Amounts Work Schedule in the
D. Current Monthly VRS Deductions = Sum of VRS Deduction Amounts (if Work Calendar field on
applicable) the calculator.

E. Current Monthly Taxes = Taxes Amount total
F. Transition Pay Option= Select None or the One-
Time Pay Advance

See your information reflected in the Pay Calendar
section. Nofte that this is an estimate, not an exact
forecast.

Once you have entered your selections, your calculator will display any payback amounts, taxes, and your

take home pay based on whether or not you chose to view the One-Time Pay Advance Option. See

examples below:

ONE-TIME PAY ADVANCE OR NO TRANSITION PAY

> —

T

Note: Teachers will receive a true-up payment due to the timing of this transition and how many remaining bi-weekly checks
there are in this contract year. A true-up payment for teachers is necessary to keep annual pay whole. 10- and 11- month non-
exempt employees will receive a lump sum in January for their salary that is currently being held to cover paychecks in non-
working times, as Albemarle County will no longer hold pay to distribute to employees during non-working times.

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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Transition Pay Calculator (continued) :

emarle County
Public Schools
Click on the Monthly to Bi-Weekly Comparison tab to see a comparison of monthly

checks vs. projected bi-weekly checks. Note that the bi-weekly projections take the
One-Time Cash Advance Option selected in the Transition Pay Calculator into
account.

Please send an email to PayrollClarityQuestions@albemarle.org if you have any difficulties

using the calculator
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Transition Pay Calculator (continued) -True up :

emarle County
Public Schools

If you are a 10— or 11-month employee, click on the True Up Pay tab to view how and when the true-
up payment impacts the new pay schedule. Note that the exact details of your true-up may vary. The

image shown below is for example only.
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Paycheck Calculator

This calculator can be used to estimate your paycheck amount in the future.

Paycheck City

i
Albemarle County

Public Schools

You can access the Paycheck City Calculator at https://www.paycheckcity.com/calculator/salary/virginia.

The Paycheck City site allows you to get an estimate of what your paycheck will look like once we move to

bi-weekly pay. You will need a copy of your W-4 elections. To access your W-4, log into Greenshades. In the

Documents menu, select W-4. Scroll through your W-4 and note your elections or download the entire

form. You can then use this information when you use the Paycheck City Calculator.

Y

CALCULATORS

PAYROLL RESOURCES

SMALL BUSINESS INSIGHTS

i
Il

f

)

77

4

U

Federal Hourly Paycheck Calculator

or Select a state

Ti7

\/

7>

Wiz

State & Date

State

General

Gross Pay

Gross Pay Method
Gross Pay YTD

Pay Frequency

With this calculator, you enter
your gross pay for the year,
your Federal Filing Status, and
any other income, deductions
or withholdings. Set the Pay
Frequency to Bi-weekly and
the calculator will show the
estimated bi-weekly amount.

Use 2020 W4
Federal Filing Status

# of Federal Allowances

Additional Federal Withholding

Round Federal Withholding

Exempt from Federal

Exempt from FICA

Federal. Select a state to include
state and local taxes.

30000.00
Annually
0.00

Bi-weekly

Single

0

o N Lesming-Techncio Mp Tesining - Home
FREE PAYROLL TRIAL

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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Public Schools

Additional Resources

Employee Assistance

The Employee Assistance Program offers you access to a financial planner who can help advise you on
budgeting, adjusting your current budget, and the process for adjusting bill payment dates. You can reach
the EAP at 833-306-0108. When you call, tell the consultant you want to speak to someone about financial
planning, and you will be connected to the financial specialist. These financial planners are available by

phone 24 hours a day, seven days a week.

Guidance Resources Online

Albemarle County employees can access additional resources on the GuidanceResourcesOnline website:

www.guidanceresources.com. You will need to set up an account, if you have not done so already. Use the

organizational web ID, ALBEMARLE, (all caps) to begin the registration process.

Payroll Clarity SharePoint Site

Additional information, including an up-to-date list of Frequently Asked Questions, is available on the

Payroll Clarity Project SharePoint site: https://www.k12albemarle.org/for-staff/payroll-clarity. Check the

site often to make sure you stay informed.

UVA Credit Union

The UVA Credit Union’s financial planning center is available to employees and provides access to a
number of financial planning resources, including free seminars, retirement planning tools, calculators and
tax time solutions. You do not need to bank with the credit union to access this site. Visit https://
www.uvacreditunion.org/content/Education-And-Tools for additional details.

Bank of America

You can also access resources on the Bank of America “better money habits” website:

www.bettermoneyhabits.com. This site allows you to indicate what stage of life you are in, and provides

information related to financial planning goals for each stage. You do not need to bank with the credit

union to access this site.

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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If You Still Need Help...

Albemarle County

Please email payrollclarityquestions@albemarle.org if you have questions. We will Public Schools
reply directly and add your questions to our ongoing list of FAQs so all employees

have access. Each department also has assigned Change Champions whose role is to

help their coworkers feel more comfortable with the changes and to listen to

concerns or questions.

.- ®
/ —
Sie »
- -
| — ---

-

~

Unsure who your change champion is? Ask your
department head!

Frequently Asked Questions (FAQs)

Who is eligible for the one-time pay advance?
Regular full- and part-time employees are eligible for the one-time transition pay option.

When do I have to decide if I want to choose the one-time pay advance?
All eligible employees must complete the acknowledgement process on or before December 3, 2021.

How do I opt in/out of the one-time pay advance?
Complete the Transition Pay Options form between November 15-December 3. The link will be sent via
email when the acknowledgement window opens.

When will I receive the money?
Employees selecting a transition pay option will be paid via direct deposit on January 31, 2022.

Is this the same as the one-time payment the School Board approved for all employees in December?
No. All employees will automatically receive the approved payment that aligns with their full-time
equivalent status ($1,000 for .7-1 FTE employees and $750 for employees less than .7 FTE) in their December
check. The one-time pay advance is an additional payment that is equal to 80 hours worth of pay for
employees that, if elected, will be in an extra paycheck on January 31, 2022.

For a complete list of FAQs, click here: https:/albemarlecountyva.sharepoint.com/sites/Finance/
SitePages/Payroll-Clarity-Frequently-Asked-Questions.aspx

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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Albemarle County

Public Schools

Frequently Asked Questions (FAQs): Bridge Pay

How much will be in the one-time pay advance?
You will receive 80 hours paid at your regular hourly rate.

How do I repay the advance?
The advance will be automatically repaid as a deduction over 11 pay periods. The deduction starts on
February 4, 2022 and concludes on June 24, 2022.

What happens if I retire or leave Albemarle County before I complete repayment of the advance?
If you retire or leave employment with Albemarle County before having fully repaid the transition pay
advance, the remaining balance will be deducted from your final paycheck.

How do I figure out how much my repayment amount would be?

The online transition pay calculator allows you to review an estimate of both the amount of the transition
pay advance and the deductions taken to repay it. You can access the calculator and instructions for how to
use them on our Payroll Clarity Project webpage which is highlighted on our For Staff page.

How will I be taxed on the one-time pay advance?

The pay advance will not be taxed when you receive it in January, because that would reduce the amount
available to you as part of the transition process. Instead, it will be taxed across the year as the deductions
are made. You will not be taxed “twice” on this pay advance.

For a complete list of FAQs, click here: https:/albemarlecountyva.sharepoint.com/sites/Finance/
SitePages/Payroll-Clarity-Frequently-Asked-Questions.aspx

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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Albemarle County

Public Schools
Payroll Clarity Project Employee Checklist

Complete before December 3, 2021

[J Review Changes Review the details for the change and the different transition options

[] (Utilize Calculators Use the Pay Transition Calculator that corresponds to your employee
To make transition pay  group to determine which option works best for you. You can also use
decisions the calculator to estimate your biweekly pay.

[ Submit Election Complete your online election by December 3, 2021, to choose whether
For transition pay deci-  or not you would like to receive the one-time pay advance. Please watch
sion your email for further instructions on submitting your election.

[ Review/Use Provided Access available resources to review your personal finances and budget
Resources and the paycheck calculator to determine what impact this change will

have

[J Review for automatic Review and adjust automatic bill pay dates through your financial insti-
bill pay dates tutions as necessary to align with new pay schedule.

Complete between January 1-14, 2022 in ADP system

[ Review Direct Deposit If your paycheck is deposited into multiple direct deposit bank ac-
setup counts, review the deposit amounts and update based on our new bi-
weekly pay schedule. Example: If you currently have $200.00 deposited
to a savings account, then in the new system, it will be $200 per
paycheck, not per month, unless you make changes in the ADP portal.
We will provide more information on how to make these changes in
late December.

[[J Revise Additional Tax Review your federal and state tax withholdings to confirm current
Withholding Amounts, if ~ deductions for federal, state, and local taxes by reviewing your
desired paystubs. For questions or advice around your W-4 status and require-
ments, please consult your accountant. We will provide more infor-
mation on how to make these changes in late December.

[ Review other voluntary ~ You may want to review other voluntary deductions, such as health
deductions savings accounts and deferred compensation, to make adjustments for
the new biweekly cash flow.

[ Additional Items Please note any other specific items you identified after reviewing your
personal finances:

Disclaimer: These free resources and accompanying materials are provided for informational purposes only. This information should not be considered financial advice and
you should consider what resources and analysis may be best for your individual needs.
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