
Calendar

Dec. 8
Deadline to request personal
leave for Dec. 17 (certified)

Dec. 23-Jan. 2
Human Resources and
Employee Benefits closed for
Semester Break

Dec. 31
Postmark and Internet
deadline for state tax credits

Jan. 8
Arizona Educator Proficiency
Assessment (certified)

Jan. 12
New Employee Orientation
(certified)

Jan. 21
Sabbatical leave applications
due (certified)

Until March 15
Lateral Transfer Forms
accepted (classified)

Office Hours

Human Resources 
and Employee Benefits
Dec. 17: 7:30 a.m.-4:45 p.m.
Dec. 20 & 21: 8 a.m.-4:30 p.m.
Dec. 22: 8 a.m.-4:15 p.m.
Dec. 23-Jan. 2: Closed
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If an employee feels that he or she has been discriminated against on the
basis of gender, race, color, ethnicity, national origin, handicap or disability,

the employee should contact the district’s compliance officer: 

Vital Payroll Information Updates

Withholding
You will find your withholding information on your paycheck stub in

the upper left corner below your name. If your marital status or your
number of dependents has changed, file a new W-4 form with the Payroll
Department.

Forms are available online. Forms are also available in the Payroll
Department. Stop by the sixth floor of the Administrative Services Center,
63 E. Main St., Mesa. Or call (480) 472-0444.

Paychecks
Look at a recent paycheck to verify that the Payroll Department has

your correct address. Your paycheck will be mailed to your home Dec. 22.
W-2 forms are also mailed to your home.

To change your address, the Personal Data Change Form is available
online. Print the form, and fax or mail it to the Human Resources
Department. You may also call Human Resources, (480) 472-0400, to
request a form.

The Payroll Department recommends that you keep the pay stub from
your Dec. 22 check for your tax records. Your pay on Dec. 22 will be
processed normally, either as a live check or direct deposit.

State Retirement
Remember to maintain a current address with the Arizona State

Retirement System. Annual ASRS statements were mailed to employees’
homes in early October. If you did not receive a statement, or if you need
to verify your address with ASRS, please call (602) 240-2000. Online
services are also available - see page 2 for more information.

Emergencies
Employees are required to provide up-to-date emergency information

to Human Resources, such as the name, telephone number and address of
the individual you wish to be notified in case of emergency. Personal Data
Change Forms are available online and by calling Human Resources,
(480) 472-0400.

Discount Movie Tickets
Please note that times have changed for buying AMC and Harkins movie

tickets for $6 in the Student Services Center lobby, 1025 N. Country Club Drive,
Mesa. Pay with exact cash or personal check only. Please call (480) 472-0500
for ticket availability before you stop by. New hours are:

• 7:30 a.m. to 12:45 p.m. and 1:45 to 3:30 p.m. Daily

The Student Services Center is the only movie ticket sales site in MPS.
Tickets are not sold at the Administrative Services Center or the Curriculum
Services Center.

Sabbatical Leave
A detailed information packet regarding sabbatical leave for certified staff is

available online. The deadline to apply for a 2011-12 first-semester or full-year
sabbatical leave is Jan. 21, 2011

Questions, Concerns
If you have questions or concerns that Human Resources or Employee

Benefits may address, please call (480) 472-0400.

Published by Mesa Public Schools, an equal opportunity organization
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On-line access to Arizona State Retirement System account

Members of the Arizona State Retirement System are encouraged to create an on-line account.  Once registered,
members are able to update their address and beneficiary information on-line, as well as access other services.

To create an account, go to www.azasrs.gov and click ‘Check My Account.’  You can then click the ‘Register’ button to
begin the process.

Highly Qualified Information:

Specific Learning Disability and Emotional Disability

There are several options in seeking highly qualified status for special education teachers whose students have a
specific learning disability or emotional disability. Important factors to consider:

• teacher of record status
• if you have students in grades one through eight
• if you have students in grades nine through 12

Elementary Example
First, confirm that you are the teacher of record. You are considered the teacher of record if you provide all the

instruction in the core academic area of elementary content and you give the grades. You are not considered the teacher
of record if you are involved in the inclusionary model — sharing in the planning, delivery and monitoring of instruction,
and collaborating with the regular education teacher on the grades.    

Second, confirm that you are teaching SLD or ED students at the elementary level. To be highly qualified, you must
have a valid special education teaching certificate in either SLD, Cross Categorical or ED. You also must pass the
Arizona Educator Proficiency Assessment elementary content area exam. Keep documentation of this with your highly
qualified paperwork.

Junior High Example
Confirm that you are the teacher of record using the information provided above in the elementary example. If you

are teaching students in grades seven and eight only, you must pass the AEPA elementary content area exam. Keep
documentation of this with your highly qualified paperwork.

Senior High Example
Confirm that you are the teacher of record for the core academic area(s) you are teaching. Work with your Special

Education Department team to make this determination. At the high school level, grades nine through 12, teachers are
responsible for individual core academic areas, such as general science or math. 

If this is the case, you must be highly qualified in each core academic area that you teach your SLD or ED students.
This is very difficult to achieve. Therefore, we suggest that an inclusionary model be used, as much as possible, at the
senior high level. If the inclusionary model can be implemented, the highly qualified burden rests with the regular
education teacher.

Take the Test in January or March
Complete information about the Arizona Educator Proficiency Assessment is online. The next AEPA dates are Jan. 30

and March 27. The district will support you in becoming highly qualified by reimbursing you for the testing fees. Submit
the passing AEPA test scores and a receipt for payment to Ginger McCarty, Human Resources Certified Secretary. She
will generate the Personnel Action Request Form (PARF) on your behalf.

Policy GBE: Staff Safety and Health

All employees are encouraged to work safely and to promote a safety-conscious effort in the workplace. Governing
Board policy GBE: Staff Safety and Health and the accompanying regulation describe guidelines for schools,
departments and employees regarding the district’s safety and health program. Some of the guidelines include:

• Each school, department or division shall establish a safety committee.
• Supervisors shall conduct safety inspections monthly.
• Employees shall take reasonable precautions for the safe use of buildings, grounds and equipment. They shall comply
with occupational safety and health standards.

• Any employee injured during the performance of employment duties shall follow the district’s reporting procedures,
including completion of a Supervisor’s Report of Industrial Injury.

For details, review GBE: Staff Safety and Health. Policies are online, and in schools and departments.

Procedures for Work-Related Injuries

Report injuries (no matter how minor) to your school nurse and/or immediate supervisor, who will fill out a Report
of Industrial Injury. Receive first aid, as needed, administered by the school nurse. If the injury requires medical care,
you will be directed to the Concentra Medical Center, or to the nearest emergency room if the injury is life threatening.    

If you need continued medical care following a work-related injury, all follow-up appointments (for physical therapy,
X-rays, ancillary services, etc.) are to be scheduled outside your normal work hours. If you earn accrued sick leave, you
may use sick leave for medical appointments with prior approval from your immediate supervisor.

After you receive the appropriate medical treatment and you are released to return to work, notify your supervisor
immediately. If you have restrictions, you must discuss these with your supervisor for accommodation.

Human Resources News Briefs

State Tax Credits
You may qualify for state tax credits by supporting extracurricular activities. Drop off donations at any school before

Semester Break. The postmark and Internet deadline is Dec. 31. Log on for information and to donate online.

Teaching Certificates
Certified staff must provide the Human Resources Department a hard copy of all current, new and renewed certificates.
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