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1. What does semi-monthly pay mean? 
 
Semi-Monthly pay means that employees are paid more frequently, 2 payments each month rather 
than one payment per month. 
 

2. Is there an advantage to semi-monthly paychecks? 
 

Yes.  By changing to a semi-monthly cycle, a pay period is set for the first half of the month (1st 
through 15th) and a second pay period for the second half of the month (16th through 31st). 
Payments will be made on the 8th and 23rd of each month. 
 

3. When will the change to a semi-monthly pay schedule take effect? 
 

The last monthly paycheck will be on Friday, June 30, 2017.  Effective July 1, 2017, CSEA 
members will be changed to semi-monthly. 

 
4. When will I receive my first check under the new pay frequency schedule? 
 

You will be paid twice a month based on the following schedule: 1st through 15th of the month will 
be paid on the 23rd and 16th through 31st of the month will be paid on the 8th. 

 
   The first semi-monthly pay checks are expected as follows: 
 

• A basis – First semi-monthly payroll check on July 21, 2017  
• B basis – First semi-monthly payroll check on August 8, 2017 (Tentative) 
• C basis – First semi-monthly payroll check on August 23, 2017 (Tentative) 
• E basis – First semi-monthly payroll check on August 8, 2017 (Tentative) 

 
5. What happens when the 8th or the 23rd falls on a holiday or weekend? 
 

If the pay date falls on a weekend or holiday, payday will be on the last business day prior to the 
weekend or holiday. 
 

6. Does this mean that I will receive two (2) checks of equal amounts each pay period? 
 

No. Your monthly gross earnings will be divided by two (2); however, the amount of your check 
may be different depending on the number of hours worked in the pay period and/or the deductions 
taken (please refer to Question 9 for monthly deductions). Going to semi-monthly means that the 
two check amounts may be different during the month due to the deductions taken during that pay 
period. 
 

7. Will the change in pay frequency affect my illness and vacation accruals? 
 
Your accrual rate will stay the same in accordance with your collective bargaining agreement.  
Your illness and vacation hours are based on the number of hours you work in each pay period, 
therefore each paycheck will reflect hours earned based on the number of hours paid in the pay 
period. 
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8. Will I still receive an off-cycle check for overtime worked? 
 

Due to the nature and frequency of a semi-monthly payroll cycle, you will receive overtime 
pay for hours worked during the following payroll cycle, provided the hours have been 
reported and approved by your administrator prior to semi-monthly cut-off. Time reported 
after cut-off will be paid on the next pay period. 

 
9. How will the transition to Semi-Monthly impact monthly deductions? 
 

The table below describes the frequency.  
 

 
* For garnishment orders with set amounts, the garnishment deduction amounts will be divided in half and 
deducted from both payments. Garnishment orders using the percentage method will be taken from each 
pay check and calculated based on the pay period’s wages. 

 
 
 
10. Will benefits be affected in any way by going to semi-monthly payroll? 

 
No. Insurance coverage will continue; however, half of the flexible spending account (if 
applicable) contribution will be deducted from the first semi-monthly check (the 8th), and the 
remainder of the flexible spending account will be deducted from the 23rd pay check. 
 
 

Deduction Frequency of Deduction 

  
403(B) Pre-Tax/457(B) Pre-Tax Deducted from both pay periods 

Credit Union Deducted from both pay periods 

Wage Assignment for Support* Garnishment; Frequency is based on court order 

Tax Levy* Garnishment; Frequency is based on court order 

Student Loan Garnishment* Garnishment; Frequency is based on court order 

Agency Fee and Union Dues Deducted from only the 23rd check 

Employee Optional Life Insurance Deducted from only the 23rd check 

Association of Education Office Employees 
Deducted from only the 23rd check (This has only 
10X deductions which begins in January each 

) 
Flexible Spending Account  Deducted from both pay periods 

Charitable Contribution  Deducted from both pay periods 

California Public Employees’ Retirement System Deducted from both pay periods 
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11. How will my garnishments be handled? 
 
The garnished amounts are determined by the terms of the court order.  Each garnishment 
order clearly specifies the terms - either a percentage or an amount depending on the 
payroll period frequency. Payroll Administration reviews the garnishment deduction amounts 
specified for semi-monthly payroll periods.  In many of the cases it will be half of the monthly 
amount, but not all. The payroll system is designed to comply with any terms as specified per 
the orders. 

 
12. How will this impact my deductions for taxes (Federal tax, FICA & Medicare) and retirement 

pension? 
 
Taxes and retirement deductions will be based on semi-monthly gross amounts. FICA and 
Medicare tax deductions are calculated as a percentage of the semi-monthly gross pay amount. 
Federal and State taxes are calculated based on withholding allowances claimed and applicable 
tax tables.  

 
13. Will I need to make any changes to my Federal and State withholding taxes? 
 

No. Taxes will be based on the wages earned for the tax period and the withholding allowance 
claimed.  If you need to update your tax withholdings, please complete online or return the federal 
and/or state W-4 forms by July 10, 2017 to be effective with the first semi-monthly payroll. 
 

14. Is it necessary for me to notify my financial institutions (bank, credit union, etc.) of the 
change in deposit schedule, especially if I have payments made directly from my 
account for my mortgage, car loan, etc.? 

 
If you have automatic disbursements of any kind from your account(s), you will need to ensure 
there are sufficient funds to cover those transactions. Additionally, you may want to make 
arrangements with your financial institution about any necessary changes to payment dates. 
 

15. What if I pay some of my bills through automatic bill pay? 
 

If you have automatic bill pay set up for any regular expenses, such as mortgage payments, 
car payments, or student loan payments, we encourage you to work directly with you financial 
institution(s) to change payment dates if necessary. 
 

16. What happens if I don’t get paid on my pay date? 
 

Immediately contact Payroll Customer Services at (213) 241-2570. A work order will be 
assigned to your payroll inquiry and you will be contacted by a Payroll Specialist that will 
provide you with the reason and next steps to receive payment. 
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17. If my hours worked are not reported or approved by the SM payroll cut-off , will 
that prevent me from being paid the entire amount of hours worked for any given 
payroll period? 

 
Yes. If you receive at least 80% of your gross pay for regular hours (overtime not included), 
you will have to wait until the next payday to receive the missing pay. Due to the pay 
frequency, there are no off-cycle paydays for semi-monthly employees. Overtime reported 
after the cut off will be paid on the following check. 
 

18. Will I still be able to view my paystub online? 
 
Yes, your pay stubs will continue to be available online via the LAUSD’s Employee Self 
Service website for viewing and printing. Log in at https://selfservice.lausd.net. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Employees pay stub notifications will continue to be sent to your LAUSD email address the 
day before payday. If you do not receive an email, you are not receiving a check. You may 
want to contact your time reporter or Payroll Customer Services at (213) 241-2570 ASAP. 
 

19. Is there anything that I can do to ensure that my time is reported accurately? 
 
Yes, you have 24/7 access to monitor and view your hours that will generate your pay. You 
are encouraged to login to LAUSD’s Employee Self Service at https://selfservice.lausd.net to 
review your Time Statement and Online Pay Stubs. Utilizing these tools will bring visibility and 
clarity that will help quickly identify and resolve time reporting discrepancies.  Any time 
reporting discrepancies should immediately be directed to your time reporter. 

 
20. What are the semi-monthly paydays? 

 
To access the 2017-2018 Semi-Monthly (SM) Payroll Calendar for the time period  
July 2017 – June 2018, go to the Payroll Administration website at  
http://achieve.lausd.net/payroll. From the left navigation bar, click on Calendar/Time Cards.  
Please note, the 2017-2018 calendars will be available in April 2017. 
 

 

http://payroll.lausd.net/
http://payroll.lausd.net/
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