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Are you Ready???
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It is coming soon!!
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Let’s review the timeline.



Things we need to do now!
Step One: Set up your accounts.
▪ You will need two accounts
▪ One employer account with the MN 

Unemployment/Paid Leave System

▪ One Administrator Account at the Paid Leave 
Portal
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Setting up the Paid Leave 
Administrator Account

Log into the MN Unemployment/Paid Leave site we are currently using to report 
employee wages quarterly.

On the home page, select Paid Leave.

On the next page, select Designate Paid Leave administrator.
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Setting up the Paid Leave 
administrator (continued)
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Paid Leave Administrator…
Select the person you 
wish to add from the 
list of users.  If the 
person is not listed, 
you will need to add 
them as a user.
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Paid Leave Administrator…
Select Update

DIOCESE OF WINONA-ROCHESTER 13



Paid Leave Administrator…
Select the option to 
Add the Paid Leave 
Administrator role, and 
then select Save.

The paid leave 
administrator that you 
designate will receive 
emailed instructions to 
sign in to the Paid 
Leave Administrator 
Account on the MN 
Paid Leave website.

DIOCESE OF WINONA-ROCHESTER 14



Step Two: Notify your employees
▪Display a workforce poster
▪  https://mn.gov/deed/paidleave/employers/resource/

▪Notify individual employees directly
▪Decide how to split premiums

▪Set up a clear notification process

▪Decide whether to allow supplemental payments

▪Set up your intermittent leave policy
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Deciding on Premium splits between 
Employer and Employee.
▪The premiums withheld from employees are capped at 0.44%

▪Employers Expense would be either 0.22% (small employers) or 0.44% (large 
employers
▪ To qualify as a small employer you must have 30 or fewer employees and an average 

employee wage of 150% or less of the statewide average ($107,016 in 2025).

▪The employer may choose to pay a portion or all of the employee premium BUT 
any portion of the employee premium paid by the employer is taxable income 
to the employee and must be added to their W-2 wages (boxes 1,3,5).

▪The employee premium deduction is post-tax which means it is calculated on 
the Gross Pay without any pre-tax withholdings such as Health Insurance, Flex, 
etc.
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Signed Notification-By 12/1/2025
▪You must notify individual employees directly within 30 days of hire or 30 days 
before premium collection begins. (For program launch, this is by 12/1/2025)

▪Notices must be made in the employees’ primary language.  (Paid leave 
website will provide sample notifications in different languages.)

▪Employees must acknowledge receipt of the notice, or employers will need to 
demonstrate how their workforce was notified.
▪ Notice distributed at a staff meeting

▪ Notice included with paycheck

▪ Notice mailed to employee

▪Templates will be emailed to you.  These files are word documents that may be 
edited to add your employer name, address, EIN number.  There is a section at 
the bottom of the notice for employees to sign and acknowledge receipt.
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Signed Notification-By 12/1/2025
▪You must notify individual employees directly within 30 days of hire or 30 days before 
premium collection begins. (For program launch, this is by 12/1/2025)

▪Notices must be made in the employees’ primary language.  (Paid leave website will 
provide sample notifications in different languages.)

▪Employees must acknowledge receipt of the notice, or employers will need to 
demonstrate how their workforce was notified.
▪ Notice distributed at a staff meeting

▪ Notice included with paycheck

▪ Notice mailed to employee

▪Templates will be emailed to you.  These files are word documents that may be 
edited to add your employer name, address, EIN number; the rates are already filled 
in based on 50% premium being deducted from employees.  There is a section at the 
bottom of the notice for employees to sign and acknowledge receipt.
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Employee Notice Templates
There are two templates for Employee Notice of the MN Pd Leave Law.  One is 
for large employers (More than 30 employees reported through the UIMN 
website for any of the last 4 quarters) and the other is for small employers (30 or 
fewer employees as reported through the UIMN website for any of the last 4 
quarters).  The rates below represent small employers and large respectively.
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Step Three: Prepare Your 
Workplace
▪How will Paid Leave work for your employees?

▪How will Paid Leave work with other benefits?

▪Update your workplace policies.

DIOCESE OF WINONA-ROCHESTER 25



Step Three: Prepare Your 
Workplace
▪How will Paid Leave work for your employees?

▪How will Paid Leave work with other benefits?

▪Update your workplace policies.

DIOCESE OF WINONA-ROCHESTER 26



Step Three: Prepare Your 
Workplace
▪How will Paid Leave work for your employees?

▪How will Paid Leave work with other benefits?

▪Update your workplace policies.

DIOCESE OF WINONA-ROCHESTER 27



How will Paid Leave work for your 
Employees?
▪Premiums are shared between employers and employees.

▪Premiums deducted from employees are reported in Box 14 of the W-2 under the 
label of MNPFML

▪Paid leave benefits are taxable, but the federal government treats family leave 
and medical leave differently.
▪ Family leave payments are not considered wages, so they are not subject to 

employment taxes.  The recipient will receive a 1099 from the state.

▪ Medical leave payments are treated two different ways for federal tax purposes

▪ Part of the benefits will be treated as wages (this is the part attributable to the employer contribution – 33% for 
small employers and 50% for large employers)

▪ The remaining portion is excluded from the employees federal gross income and is not taxable.
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How will paid leave work with 
other benefits?
There are a number of ways employers can choose to supplement payments to 
employees under paid leave.
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• Paid Leave provided payments that 

are a percentage of an employee’s 

usual pay.

• Employers may choose to offer 

supplemental payments to 
employees through PTO or other 

benefits (The Paid leave payments 

and supplemental payments cannot 

exceed the employee’s typical pay.

• Think of it as topping off the paid 
leave payments.

• Other payments can reduce or 

replace Paid Leave payments.
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Coordinate other Job Protections
In addition to Paid Leave, employees may qualify for job protection under other 
programs.

Employers should clarify to employees how these programs work together.

These job protections can run concurrent with Paid Leave:

  • Family and Medical Leave Act (FMLA). FMLA is a federal law that provides up 
to 12 weeks of unpaid, job-protected leave per year. 

• Pregnancy & Parental Leave (PPL). PPL is a state law that provides up to 12 
weeks of unpaid, job-protected leave during pregnancy or upon the birth or 
adoption of a child. 

Other Leaves: If an employer shows that an employee has already taken job-
protected leave for a reason that qualifies under Paid Leave once the program 
starts, then the amount of Paid Leave the employee can take may be reduced. 
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Intermittent Leave
Employees can take leave in small blocks of time rather than all at once. This is 
called intermittent leave. You decide the shortest block of time an employee 
can use – from one minute up to one day.

You can also decide how much leave time can be taken as intermittent leave. 
Employees can take up to 480 hours of leave intermittently each year if they 
qualify (the equivalent of 12 weeks at 40 hours per week). If someone qualifies to 
take up to the maximum 20 weeks of leave in a year, you can decide if that 
additional time can also be taken intermittently, or if it must be taken in one 
continuous block.

There is more recordkeeping involved with this.  Unlike continuous leave, the 
hours or days on leave need to be regularly reported.
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Make sure to update employee 
handbooks!
▪ Here is a sample notice to include in employee handbooks:

Leave notice policies: 

• You can require employees to comply with your usual and customary leave notice 
requirements, unless the reason for an employee's leave prevents this. 

Intermittent leave policies • You decide the shortest block of time that employees are 
allowed to use intermittent leave (from one minute up to one day). 

• You can also decide if employees can take more than 480 hours of leave 
intermittently each year, if they qualify, or if leave over 480 hours must be taken in one 
continuous block.
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Accounting Details
Setting up the employee/employer premiums in payroll (ParishSOFT used as an 
example)

Detailed instructions with screen shots will be emailed out to all bookkeepers 
using ParishSOFT.  

Key information:  

The deduction does not affect any taxes and it taken on the gross wages before 
any insurance, flex or 403b deductions.

The employee deduction will need to be linked to Box 14

The employer portion is not reportable on the employee’s W-2.

Make sure that you enter the percentages correctly as .44 not 44
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Key Points to remember
▪Set up your Paid Leave Administrator Account right away!

▪Make sure you put up the required poster and notify each employee and (hopefully) 
have each employee sign the notification document.

▪Determine your location’s policy with respect to supplemental payments, 
intermittent leave and how benefits work together.

▪Update your employee handbooks.

▪Set up your accounting system to get ready to deduct the premiums on the first 
payroll in January 2026.

▪Remember, priests are not included (this is different from what we were originally 
told).  Do not include their wages in the quarterly returns and do not include them in 
the employee count.

▪Visit the Paid Leave website and sign up for automatic updates.
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More Links and Information
▪Home Page for MN Paid Leave https://mn.gov/deed/paidleave/ 

▪Website for Employees https://mn.gov/deed/paidleave/employees/

▪Website for Employers https://mn.gov/deed/paidleave/employers/

▪Employer Resource Toolkit 
https://mn.gov/deed/paidleave/employers/resource/

▪ Frequently asked questions https://mn.gov/deed/paidleave/employers/faq/

▪DOW-R assistance: https://www.dowr.org/offices/finance/connect-now.html
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Thank you and Conclusion
▪Questions?
▪Thank you for Participating!

Invitation to Stay Connected and Continue the Conversation

Cindy Olson

Parish Support Coordinator

Email: parishsupport@dowr.org      Ph: 507-450-9164

Jon Briggs

Diocesan Internal Auditor

Email: jbriggs@dowr.org  Ph: 507-450-4084 

Andrew D.  Brannon, CPA CDFM

Chief Operating Officer | Chief Financial Officer

Email: abrannon@dowr.org      Ph: 516-516-6956 (New Phone Number)
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