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FREQUENTLY ASKED QUESTIONS 

BENEFITS & PAYROLL 

Payroll: Audrey Weiler (Audrey.Weiler@isd917.org, 651-423-8245) 

Benefits: Jake Edlund (Jacob.Edlund@isd917.org, 651-423-8493) 

PlanSource: plansource.com, or 877-549-8549 for benefits support 

BENEFITS: 

When am I eligible for benefits (medical, dental, life, and long-term disability insurance)? 

An employee is eligible for benefits the first day of the month following his/her official date of hire. Unless, the 

employee’s date of hire is the first day of the month, then they are eligible on that date. 

How will I enroll in benefits, once I am eligible? 

You will receive an email from PlanSource to your ISD 917 email account. It will provide you with a username 

and temporary password. You will have 30 days for the initial benefits enrollment, though we recommend you 

enroll as soon as possible to: 

• Allow you a greater chance to see the impact of your choices on your paychecks

• Allow you to potentially make changes to your selection, if needed, within the 30-day period

• Allow for any technical issues that could arise as a result of the internet-based platform

Can I change my benefits once I have elected them? 

You can make changes to your benefits at any time during the 30-day initial enrollment period. 

However, once that time period passes, you cannot change your benefits. The only time you can change your 

benefits selection is: 

1. If you have a qualifying event (you must contact PlanSource within 30 days of that event)

2. During the yearly open enrollment, which occurs for two weeks each fall (usually late October/early

November). Your selection during open enrollment goes into effect January 1st of the following year.

How are benefits costs deducted from my paycheck? 

Benefit costs are deducted the month prior to the insurance coverage. For example, insurance costs for 

February will be deducted from both January paychecks. 

As a result, initially there is a larger amount deducted to “catch up.” For example, if your benefits start 

September 1st and you elect them right away, you will be deducted the costs for both September and October 

insurance in September. Then, your deductions would reflect the monthly cost for November insurance split 

between the two October paychecks. Delaying benefits election will impact when deductions occur. 

When am I eligible to contribute to a voluntary retirement account (403B)? 

While you are eligible to contribute to a 403B at any year of employment, with one of the District-approved 

vendors, please consult your contract to determine your eligibility for a matching contribution from the District. 

A matching contribution form is emailed out to employees each September. It is due back to the District Office 

by October 1st. You must indicate your desire to participate each year. After October 1st, you can no longer elect 

to contribute. Deductions begin mid-October and go through May (spread over 16 paychecks). 

When can I expect to receive my insurance cards? 

Typically, insurance cards are mailed to your home address about two weeks after you have elected your 

insurance. If you do not receive them within 2-3 weeks, please contact Jake Edlund, Benefits Specialist. 
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PAYROLL: 

When and how should I expect my first paycheck? 

You should expect your first paycheck about a month after your start date. This allows for paperwork to be 

processed and for attendance to be relayed. Finalizing payroll starts about a week before each payday.  Pay 

occurs via direct deposit, twice per month on the 15th and last day of the month (unless on a weekend/holiday). 

Do I need to submit timesheets? 

This depends. In most cases: No.  

However, if you are a Student Assistant, you will definitely need to submit a timesheet to your supervisor. 

Timesheet due dates are available on the District website. Staff may need to submit timesheets for extra time 

worked or stipends. Consult your contract and/or your supervisor for more information. 

How is my pay distributed? 

For those submitting timesheets, your paycheck reflects actual time worked during the corresponding period. 

For most staff, your anticipated days and hours worked for the year are multiplied by your hourly rate and 

divided between the number of pays you selected on the ‘Pay Options’ form* at your time of hire. 

What are ‘Pay Options’ and what is the difference between them? 

For some support staff employees, you have the option to select whether you would like to spread your pay out 

over the summer months. It is the same total amount, split between a different number of checks. 

• Electing the 20-Pay option means that your last paycheck will be at the end of June.

• Electing the 24-Pay option means that your last paycheck is the end of August. We highly recommend

this option, if you are electing benefits.

Each April, you will receive an email to your ISD 917 account allowing you to change your Pay Option, if you 

wish. This is the only time you may change your pay option, effective the following school year. 

*Licensed, clerical, custodial, administrative, classified school year, and business office staff are paid year-round.

What can I expect to see deducted from my paycheck? 

FICA (taxes): The Federal Insurance Contributions Act (FICA) is the federal law that requires employers to 

withhold separate taxes for federal insurance programs from the wages paid to employees. 

o Social Security: provides benefits to retired people and those who are unemployed or disabled

o Medicare: provides healthcare for people who are 65 or older and certain younger people with

disabilities/illness.

Federal and Minnesota State Income Taxes 

State-Mandated Retirement/Pension: 

• PERA: Public Employees Retirement Association for those who are non-licensed employees.

• TRA: Teachers Retirement Association for those who are licensed employees.

Voluntary Retirement (403B): This would only be deducted if you submitted paperwork to voluntarily contribute 

to a retirement account and paperwork is due on/before October 1st each year. 

Insurance: This would include costs for medical and/or dental insurance. Life and long-term disability (LTD) are 

free for all employees at ISD 917. 

Dues: If you work under a union contract, you may have dues deducted as the cost of union membership. 




