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Big Picture – How Payroll Works 

Employees are paid monthly at the end of each month. 

Most of your pay is calculated and paid out as follows: 

1. All of your pay for your regular work, i.e. the regular hours or contract you are scheduled to do weekly, is lumped together in a single 

annual amount. 

2. The annual amount is divided by 11, for the 11 months, August-June. 

3. You are paid the same amount each month regardless of the number of days or hours you actually worked that particular month. 

Often, people have extra pay, in addition to their regular duties. For example: 

• PD days for teachers 

• Substituting for other employees 

• Staff training days for non-teaching staff 

• Etc. 

Pay for these extra duties is paid out using timesheets. The timesheet period is the 15th of one month to the 14th of the next month. For 

example, work done on the 20th of October will be paid at the end of November. Extra pay shows up on a whole separate paycheck stub. 

Some staff whose hours are very irregular, such as maintenance staff, substitutes, and the IS coordinator, are only paid via timesheet. 

Timesheets can be put in the timesheet box in the office or emailed directly to Elizabeth: eandrews@pacificesd.org. 

A Few Details 

• If you sign up for it, the COE will equalize your pay over 12 months, so you get paid in July. Then they will hold a portion of your pay 

each month, and pay you the wages they withheld in July. On your paycheck this is called “Deferred Pay WH”. If you want to start or 

end this service, talk to Elizabeth. 

• If you qualify for, and sign up for, the Classified School Employee Summer Assistance Program (CSESAP), a portion of your pay will also 

be withheld and returned to you, with a match from the state, in July. This is only available for some non-teaching staff. 

Leaves 

Whenever you miss work, please communicate your absence by email absences@pacificesd.org, completing the leave request form available 

on the staff resources webpage, and/or including the absence on your timesheet. 



PARTS OF A PAYSTUB

•EARNINGS
•EMPLOYEE DEDUCTIONS
•EMPLOYER CONTRIBUTIONS
•TOTALS
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EARNINGS

• GROSS EARNINGS WHICH INCLUDE
• POSITION EARNINGS
• BILINGUAL PAY
• LONGEVITY PAY
• VACATION PAY
• STIPENDS
• LEAVE DOCKS
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TOTALS
•• CURRENT WAGES

• GROSS AMOUNT LESS EMPLOYEE DEDUCTIONS

• GROSS WAGE SUMMARY
• EARNINGS ARE A GROSS AMOUNT
• FIT & SIT ARE REDUCED BY ITEMS WITH AN *
• OASDI & MEDICARE ARE REDUCED BY H&W BENEFITS

• LEAVE BALANCE
• SHOWS CHANGES TO BALANCES
• PN ALSO REDUCES SICK. PN IS A SPECIAL CATEGORY OF 

SICK
• OTHER BALANCES THAT ARE USED BUT NOT GRANTED WILL 

SHOW AS NEGATIVE (-) WHEN USED.

• YTD WILL TRACK BALANCES OF GROSS AND THE TWO 
CATEGORIES OF PRE-TAX ITEMS TO SHOW TAXABLE 
EARNINGS



FOR ASSISTANCE

• CALL/EMAIL 
• ELIZABETH ANDREWS @ PACIFIC 
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THANK YOU FOR CHECKING YOUR PAYCHECK STUBS!!!

Elizabeth is the only payroll person on site. She tries to be perfect, but can still make mistackes 
(hah!). You checking your paycheck in a timely manner is the best way to catch any mistakes quickly so they can be fixed with the least amount of hassle.
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