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Talks on Salaries, Benefits to Begin
Governing Board and employee association representatives will begin talks on Mesa
Public Schools salaries and benefits in mid-February.

All meetings will be open to employees and the public.

MEA, MPS Teams
On the Mesa Education Association’s

team will be Kirk Hinsey (spokesperson),
Val Angus, Kathy Ray, Jennifer Tellez-
Carson, Alex Reyes.  

The board’s team will comprise 
Kevin Mendivil (spokesperson), Andrea
Erickson, Patty Christie, Jim Souder &
Elizabeth Danielson

MESPA, MPS Teams
The Mesa Education Support

Personnel Association’s team will include
Rich Berumen (spokesperson), Liz Dean,
Gilbert Vargas, Hope Marsh and Debra
Dutra. 

They will meet with board reps
Gerrick Monroe (spokesperson) and Jill
Bonewell.

MESPA, MEA Adviser
Mike Weaver, MEA organizational

consultant, will be an adviser to the MEA
and MESPA teams.

MEA Sessions Begin Feb. 14
The first session will be at 4 p.m. Feb.

14 in the Board Room at the Curriculum
Services Center, 549 N. Stapley Drive, Mesa.

Future sessions will be Feb. 28; March
7, 21 and 28; and April 4.

MESPA Sessions Start Feb. 16
The first session will begin at 3:30

p.m. Feb. 9, on the third floor of the
Administrative Services Center, 63 E.
Main St., Mesa.  

Future MESPA sessions will be
March 2, 9, 23 and 30; and April 6.
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MPS Hosts Student Teacher Workshop

The Student Teacher Workshop offers an overview of the application,
interview and hiring process. It begins at 4 p.m. Feb. 9 in the Administrative
Services Center, Third Floor Conference Room No. 303, 63 E. Main St., Mesa.

GDK Policy Review: Support Staff Workday

All classified personnel, except supervisors and administrators, are considered
nonexempt employees for the purpose of the Fair Labor Standards Act.
Nonexempt staff members are required to follow time-reporting guidelines:

• Employees must record all hours worked in the Kronos time-keeping system.
• Employees may not clock in or out for another employee.
• Time records must be signed by both the employee and the supervisor.

Nonexempt Employees Use Kronos Time Clock
To assure that accurate records are kept, it is mandatory that nonexempt

classified employees do not work without recording their time. Each employee is
responsible for using the Kronos time clock to punch in and out for all time worked.

Supervisory personnel, including teachers, counselors and nurses, who expect
employees to work without recording their time will be subject to disciplinary
action. Any employee who feels pressured to work in violation of the rules should
inform an administrator or supervisor in Human Resources.

If Schedules Include a Meal Break . . .
The specific schedule of work hours in a day for classified employees will be

determined by the unit administrator or designee. If that work schedule includes a
meal break:

• The meal break must be a minimum of 30 minutes.
• The employee must clock in and out for that break.
• It must be duty free.

Nonexempt classified employees may not work more that 40 hours per week
without prior authorization.

Nonexempt Staff Are Paid Based on Hours Worked
Employees working in excess of 40 hours per week will be paid overtime

either in the form of monetary compensation or compensatory time off.
Employment on the basis of a stipend, flat rate, payment in cash or other

arrangement that does not compensate the employee on the basis of hours worked
is not allowed for nonexempt classified employees.

For Complete Information, Review Policy GDK
For complete information on record keeping and compensation practices,

please review GDK: Support Staff Workday and the annual Statement of
Awareness and Understanding for all employees. All MPS policies are online.

All employees may now view and print
their pay-stubs through a secure website.
Pay-stubs and the 2010 W-2 form will be
stored on this site for future reference.
This service not only provides MPS
employees with a convenient way to access
payroll information, but also conserves
MPS resources by limiting printing and
mailing costs. Direct deposit pay-stubs
will no longer be printed and delivered to
employees beginning June 2011. Those
employees who do not have direct deposit
will continue to receive live checks, and
they can also view their pay-stubs on this
secure website.

To access this website, go to the MPS main
website at www.mpsaz.org. Click on

“Departments” under the column
“Employees”, then click on “Payroll”.
Click on the banner in the middle of the
page titled “MPS Employees Online”.

You must use your MPS Employee
Identification Number (EIN), not badge
number, to register and login to view your
pay-stubs and W-2.  Your EIN is printed
on your pay-stub in the upper left
corner next to your name. Once you have
registered, you can login by entering your
EIN as your “User name”.  Be sure to close
the internet browser when you are finished
to ensure a safe logout.

If you have problems registering, you can
contact the Payroll office at 472-0444.

MPS now provides pay-stubs and W-2 forms online
Register now on MPS Employees Online to view and print your pay-stubs and W-2
forms.
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Family and Medical Leave Act Offers Job Protection

The Family and Medical Leave Act (FMLA) of
1993 requires employers to grant eligible employees
up to 12 weeks of job-protected leave during a 12-
month period for any of the following reasons:

Basic Leave
• for incapacity due to pregnancy, prenatal medical

care or childbirth
• to care for the employee’s child after birth, or

placement for adoption or foster care
• to care for the employee’s spouse, son,  daughter or

parent who has a serious health condition
• for a serious health condition that makes the

employee unable to perform his or her job

Military Family Leave
• a qualifying exigency arising out of the fact that the

spouse, son, daughter or parent of the employee is
on active duty, or has been notified of an impending
call to active duty status, in support of a contingency
operation

Eligible employees may take up to 26 weeks of
military caregiver leave for a covered service member
during a single 12-month period.

Eligible Employees
Eligible employees are those who have been

employed by the district for a cumulative total of 12
months and who have completed at least 1,250 hours
of service in the 12-month period immediately prior to
the time the leave is to begin.

Whenever an employee is absent for a potentially
FMLA-qualifying reason, MPS will inquire further of
the employee or the employee’s spokesperson to find
out if the absence qualifies as FMLA leave.

If it is determined that the absence is an FMLA-
qualifying leave, HR will provide the employee the
FMLA rights notice and other important documents. 

See Policy GBBD for Details
MPS requires that employees must use all available

sick leave, personal leave, compensatory time and/or
vacation leave accruals while on an FMLA leave.

Details on this and other leaves can be found in
Governing Board policy GBBD and its regulations.

Request FMLA Leave in a Letter to HR
To request FMLA leave, send a letter to Human

Resources. Your request should include documentation
confirming the need for the leave.  

Make the request at least 30 days before the leave
is to begin or as soon as practicable after the need for
leave is known. Human Resources will generate a
Personnel Action Request Form (PARF) when the
information is received.

Questions? Call HR  
For more information or a Physician Certification

Form, certified staff may call (480) 472-0402, and
classified staff may call (480) 472-0427.

The district’s Medical Leave
Assistance Program allows
employees to donate their own
sick leave to other employees.

See Board Policy GBBD and
Regulation 2 for Details
Specific guidelines are in

Governing Board policy GBBD:
Leaves and Absences, and in its
regulation (2) on sick leave. 

Policies and regulations are
available at www.mpsaz.org, and
in schools and departments. 

Additional information on the
Medical Leave Assistance Pro-
gram is available on the HR
intranet site. 

Medical Leaves Affect

District Benefits

Medical Leave Assistance Program Helps Colleagues

Donations Offset Unpaid Time
Employees who are unable to

work for four or more weeks —
due to their own illness — may
request that other employees
donate sick leave days to help
cover any unpaid time. 

Human Resources reviews the
requests. If approved, they will be
posted at all work sites. Requests
will also be posted on the HR
intranet site.

Donors Must Have at Least
30 Accrued Sick Leave Days  

Employees may donate if they
have accrued at least 30 sick-leave
days. 

If you wish to contribute, you
can print a Medical Leave
Assistance Donation Form from
the HR intranet site. 

Send the completed form
directly to HR. 

The District Prohibits
Personal Requests

Solicitation of sick leave
donations — either by the person
requesting donations, any other
person or any other method — is
prohibited.  

If there is evidence that
solicitation has occurred, it will
jeopardize the donations, and may
result in disciplinary action.

Board policies GCPC and
GDPC establish procedures and
time frames to notify the district of
your impending retirement.

Written notification includes
an electronic Personnel Action
Request Form (PARF) and a letter
to Human Resources.

Administrators and 
Certified Staff

Administrators and certified
nonadministrative staff must notify
MPS in writing by March 1 for
retirement at the end of the school
year, unless the superintendent
approves an exception.

Classified Supervisors
Classified supervisors must

submit a written notice to the
district as far in advance as
practicable, but not less than 60
days prior to the retirement date.

Classified Employees
Classified nonadministrative

employees must submit a written
notice to the district as far in
advance as practicable, but not less
than two weeks before the
retirement date.

Reimbursement for Unused
Sick Leave and Vacation 
All employees who wish to be

reimbursed for unused sick leave
and vacation over the remaining
pays in their contract must submit
written notification of retirement
before being reimbursed.

Any employee who notifies
MPS in writing by March 1 and
completes his or her annual
contract may be reimbursed for up
to 240 accrued days of sick leave.
Questions? Call (480) 472-0416.

Notify MPS in Writing if 

You Plan to Retire This Year Retirement

Planning

Meeting
An additional retirement
planning meeting with ASRS
has been scheduled for
Thursday, March 8th. The
meeting is scheduled from 4 –
7:00 p.m., on the 3rd floor of
the bank building – Room
303. If you are within one
year of retirement and would
like to attend this session,
contact Penny Gumser at
pgumser@mpsaz.org or 472-
0416. The information
required to register is your
name, the name of your
beneficiary, your beneficiary’s
date of birth and the
relationship to you.   

Paid and Unpaid FMLA
Paid Long-Term Medical   

During paid and unpaid FMLA and paid long-term
medical leave, MPS maintains district-provided
benefits and optional employee-paid benefits for you
under the same terms and conditions as if you had
continued to work.  

If you paid for all or part of your coverage before
leave, you must continue to pay for the coverage
during your leave — by payroll deduction or direct
payment to the Benefits Department.

Unpaid Long-Term Medical  
For unpaid long-term medical leave, MPS does not

maintain district-provided benefits.  
To continue coverage of previously provided

district benefits plans, you must elect continuation
coverage through the Consolidated Omnibus Budget
Reconciliation Act.  

COBRA laws allow you to extend your coverage
for 18 months from your eligibility date. 

Contact HR, Benefits 
In all cases, it is critical to discuss your family and

medical leave with the Human Resources and Benefits
departments to make sure you have taken all the
necessary actions.
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meal break:
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Nonexempt classified employees may not work more that 40 hours per week
without prior authorization.

Nonexempt Staff Are Paid Based on Hours Worked
Employees working in excess of 40 hours per week will be paid overtime

either in the form of monetary compensation or compensatory time off.
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All employees may now view and print
their pay-stubs through a secure website.
Pay-stubs and the 2010 W-2 form will be
stored on this site for future reference.
This service not only provides MPS
employees with a convenient way to access
payroll information, but also conserves
MPS resources by limiting printing and
mailing costs. Direct deposit pay-stubs
will no longer be printed and delivered to
employees beginning June 2011. Those
employees who do not have direct deposit
will continue to receive live checks, and
they can also view their pay-stubs on this
secure website.

To access this website, go to the MPS main
website at www.mpsaz.org. Click on

“Departments” under the column
“Employees”, then click on “Payroll”.
Click on the banner in the middle of the
page titled “MPS Employees Online”.

You must use your MPS Employee
Identification Number (EIN), not badge
number, to register and login to view your
pay-stubs and W-2.  Your EIN is printed
on your pay-stub in the upper left
corner next to your name. Once you have
registered, you can login by entering your
EIN as your “User name”.  Be sure to close
the internet browser when you are finished
to ensure a safe logout.

If you have problems registering, you can
contact the Payroll office at 472-0444.

MPS now provides pay-stubs and W-2 forms online
Register now on MPS Employees Online to view and print your pay-stubs and W-2
forms.


