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The contents of this document may be modified at any time by the District.  Compensation 
may be impacted by a reduction in available District funds.  The benefits outlined herein 
pertain only to the current contract year.  There is no expectation that any benefit will continue 
beyond the current contract year. 
 
It is expressly understood that the contents of this document do not constitute the terms of a 
contract of employment.  Nothing contained herein shall be construed as a guarantee of 
continued employment beyond the period of employment set forth in any contract of 
employment entered into by any employee with the District. 
 
Any oral or written representations to the contrary of the above statements are invalid and 
should not be relied upon by any employee. 
 
For additional information, refer to the Governing Board Policies and Regulations or the 
Employee Handbook 
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Section 1 – Appointments 
 

Upon request, the President of the Mesa Association of School Administrators shall recommend 
administrators' names to the Assistant Superintendent of Human Resources to aid in screening 
applicants and making recommendations for appointment of new administrative personnel below 
the Superintendency level. 
 
 

Section 2 – Cell Phone Stipend 
 
Administrators may be required to carry a cell phone for District business.  To meet that 
requirement, two options are available: 
 

1. Use of District cell phone:  A District phone can be issued to the administrator.  With 
this option, the phone bill will be reviewed by the administrator monthly.  The 
administrator will reimburse the District for all expenses related to personal use of the 
phone. 

 
2. Use of personal cell phone:  An administrator may opt to use their personal cell phone 

for business use and receive a monthly stipend in the amount of $75.00, dependent on 
available district funds.  No further remuneration will be received for phone usage that 
exceeds the stipend amount. 

 
 

Section 3 – Compensation for Accrued Sick Leave 
 
Contingent upon available funds and approval by the Superintendent, the District, upon written 
request from an administrator, may compensate the administrator for accrued sick leave under the 
following conditions: 
 
A. The administrator must have been employed as a contract employee in the District for a 

minimum of five (5) continuous years. 
 
B. It is recommended that the administrator retain an accrued balance of sick leave of not less 

than thirty (30) days at the time the District provides compensation.  Under special 
circumstances, an administrator may request to be compensated for all days accrued at the time 
of the request.  Any subsequent absences requiring use of sick leave will be charged, at the 
administrator’s daily rate of pay as off contract days to the extent that there is no sick leave 
accrual to cover that absence.  A statement to that effect, signed by both the administrator and 
spouse/estate, if applicable, will be required for this option.  An administrator who requests 
reimbursement for all days accrued will not be qualified to receive medical leave assistance. 

 
C. The District will provide compensation for a maximum of two hundred and twenty (220) days. 

 
D. The formula for determining the rate at which the District will provide compensation shall be 

the number of accumulated days times sixty percent (60%) of a base amount of $61,486, 
divided by 240.  

 
E. Any payments will be spread equally over the remaining pays in the contract year. 
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Section 4 – Compensation Plan 
 
This Professional Staff Compensation Plan will be used to determine the salaries of professional 
staff employees. 
 
The annual salary of a professional staff employee will be the sum of the following compensation 
elements approved annually by the Governing Board for the employee’s professional staff work 
group: 
 

• Base Salary 
• Experience and/or education 
• Additional factors, if any, for the employee’s position 

 
Compensation elements, and the amounts allocated to them for the previous school year, are 
subject to amendment by the Governing board for the following year. 
 
The professional staff employee’s contractually assigned position will determine his or her 
placement in one of the following professional staff work groups: 
 

• Administrators 
• Directors 

 
The Hiring Guidelines and the Annual Placement Guidelines adopted by the Governing Board as 
part of the budget development process for the next school year will be used to calculate the salary 
of a new hire employee and a returning employee, respectively, for the next school year.  For the 
purpose of this Section: 
 

• “New hire employee” means an employee who will start employment in a professional staff 
position and was not employed by the district in the same professional staff work group for 
the previous year.  A new hire employee will become a returning employee if the employee 
is rehired for a position in the same work group for the following school year. 

• “Returning employee” means a professional staff employee who was employed by the 
district in the same professional staff work group during the previous contract year, 
remained employed throughout the work term of the previous contract, and returned for 
employment in the same work group. 

 
The amounts specified in the Hiring Guidelines and Annual Placement Guidelines for base salary 
and other factors are for an employee in a 1.0 full-time equivalent (FTE) position.  Base salary and 
other factors will be prorated if the employee’s contract is less than 1.0 full-time equivalent (FTE) 
or specifies a term of fewer days than the full contract period for his or her work group. 
 
Hiring Guidelines for New Hire Employees 
 
Base Salary Calculation 

 
1. A new hire employee will receive the base salary amount for his or her work group approved 

by the Governing Board for the Hiring Guidelines. 
 

2. The base salary for a new hire employee who was previously employed by the district within 
the past 24 months, as measured from his or her last day of employment to his or her new start 
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date of employment, will receive a base salary equal to that of his or her last year of 
employment.  This base salary will be adjusted if salaries decrease during the employee’s 
absence from the district. 

 
Experience Compensation Calculation 

 
The district will use the following guidelines to calculate a new hire employee’s experience 
compensation: 

 
1. Only a full-time year of verified contractual, certificated teaching or like experience in a public 

or private school will be honored.  Experience for less than a full-time year will not be credited 
in any manner.  “Full-time year of experience” means a 0.75 full-time equivalent or more, for 
at least 135 workdays in the contract term. 
 

2. Experience may be given for previous employment in the same or equivalent position, if 
determined to be appropriate, on a case-by-case basis. 
 

3. Experience compensation will be calculated only for years that are verified.  Experience 
verification forms must be submitted to the Human Resources Department at the time of hire.  
If sufficient verification is not received within 45 days after the contract start date, the 
employee’s salary may be recalculated. 
 

4. If a new hire employee is granted experience that a subsequent verification reveals to be 
incorrect or unsupported, the employee’s contract and salary will be revised retroactively to 
the date of the contract. 
 

Education Compensation Calculation 
 

The district will use the following guidelines to calculate a new hire employee’s education 
compensation: 

 
1. Only coursework and/or degrees relevant to the pre-K-12 field of education or the employee’s 

job responsibilities will be considered for education compensation. 
 

2. Education compensation will be given only for credits or degrees that are verified.  Official 
transcripts must be submitted to the Human Resources Department at the time of hire.  If 
official transcripts are not received with 45 days after the start date, the employee’s salary will 
be recalculated. 
 

3. Approved graduate-level coursework will be compensated at the amount approved by the 
Governing Board for the Hiring Guidelines, to a maximum of 60 credits beyond an awarded 
MA or MS degree.  Only courses taken after completion of all requirements for the degree will 
be credited.  
 

4. An EdD or PhD degree will be compensated at the amount approved by the Governing Board 
for the Hiring Guidelines, unless the degree is required for the employee’s position. 

 
Additional Compensation 
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Additional compensation may be given for competitive market value, unique skills and 
experiences, and district- or school-specific needs. 
 
 
 
 
 
Annual Placement Guidelines for Returning Employees 

 
Base Salary Calculation 

 
1. A new base salary of a returning employee will be calculated each school year.  The new base 

salary will be calculated using the employee’s previous year’s base salary, and any across-the-
board adjustments and education compensation earned. 
 

2. An across-the-board adjustment to the full-time base salary may be made at the discretion of 
the Governing Board. 

 
Education Compensation Calculation 
 
The district will use the following guidelines to calculate a returning employee’s education 
compensation: 
 
1. Coursework and/or degrees completed between June 1 and May 31 of each year will be 

considered and calculated for compensation for the next school year.  Official transcripts for 
coursework and/or degrees completed must be submitted no later than July 15 of that year.  
Coursework and/or degrees completed  prior to June 1 of previous year will not be considered 
for compensation. 
 

2. Only coursework and/or degrees relevant to the pre-K-12 field of education or the employee’s 
job responsibilities will be considered for education compensation. 
 

3. Employees who wish to enroll in an EdD or PhD degree program and receive education 
compensation must file a proposed course of study with the Human Resourced Department.  
The proposed course of study must be signed and approved by the Assistant Superintendent of 
Human Resources or designee prior to enrollment in any classes. 

 
4. All coursework, other than the district’s professional development coursework, must be 

submitted for approval. The request must be submitted for approval within one week after the 
first day of the class.  
 

5. Education coursework and/or degrees must be verified.  An official transcript or certificate of 
completion for coursework, other than district professional development coursework, must be 
sent to Human Resources with 45 days after the last day of class in order to have the education 
compensation added to the following year’s base salary. 
 

6. Education compensation will be limited to 60 credits beyond an awarded MA or MS degree.  
Only coursework taken after completion of all requirements for the degree will be credited. 
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a. Graduate-level coursework documented on an official transcript from a nationally 
accredited college or university, as recognized through the Council for Higher 
Education Accreditation, will be compensated at the per-credit-hour rate approved by 
the Governing Board for the Annual Placement Guidelines. 
 

b. Graduate-level coursework documented with a certificate of completion (e.g., SELECT 
coursework through Northern Arizona University) from a nationally accredited state 
college or university, as recognized through the Council for Higher Education 
Accreditation, will be compensated at a per-credit-hour rate approved by the Governing 
Board for the Annual Placement Guidelines. 
 

c. District approved professional development coursework will compensated at a per-
credit-hour rate approved by the Governing Board for the Annual Placement 
Guidelines, unless the employee was paid a stipend or otherwise compensated for 
attending the course.  One (1.0) hour of credit will be granted for each 16 hours of 
classroom hours, and one-half (0.5) hour of credit will be granted for each eight hours 
of classroom  hours. 
 

d. A maximum of 12 credits of undergraduate coursework will be compensated at a per-
credit-hour rate approved by the Governing Board for the Annual Placement 
Guidelines.  Only undergraduate coursework completed while an employee of the 
district will be considered. 
 

7. An EdD or PhD degree will be compensated at the amount approved by the Governing Board 
for the Annual Placement Guidelines, unless the degree is required for the employee’s position. 

 
8. Education compensation will not be given for coursework or a class that is taken more than 

once, or where the employee receives a grade of less than a “C.” 
 

9. Coursework taken to obtain a provisional or reciprocal certificate, to convert a provisional or 
reciprocal certificate, or to clear deficiencies will not be compensated. 

 
A returning employee may appeal the application of the Annual Placement Guidelines for 
education compensation.  An appeal must be submitted in writing to the Assistant Superintendent 
of Human Resources within five school days after learning of the decision.  The Assistant 
Superintendent of Human Resources or designee will review and decide the appeal within five 
school days after receiving the appeal. 
 
Additional Factors 
 
The Governing Board may adopt additional compensation factors, such as National Board 
Certification and hard-to-fill positions.  
 
Guidelines for Retired ASRS Members 
 
1. The base salary for an active Arizona State Retirement System retiree (Retiree) who returns to 

work in his or her previous work group with the district will receive 83 percent of his or her 
most recent salary, less a percentage equal to the current Alternative Contribution Rate.  This 
base salary will be further adjusted if salaries decreased following an employee’s retirement 
from the district. 
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2. The base salary for a Retiree who is hired following pre-retirement employment with another 

district will receive 83 percent of base salary specified in the Hiring Guidelines, less a 
percentage equal to the current Alternative Contribution Rate. 
 

3. A starting or returning employee who is a Retiree will not receive education or experience 
compensation.  
 

4. A returning employee who is a Retiree will receive across-the-board compensation adjustments 
approved by the Governing Board. 
 

5. A starting or returning employee who is a Retiree will accrue sick leave in the same manner as 
his or her non-retired counterparts. Leave days are not cumulative or reimbursable.  Retiree 
administrators will not earn vacation leave, but may use all accrued sick leave. 
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Certified Director Level Status – Director Level III    Length of Contract 
 
Coordinator, Psychological Services      12 
Director, Athletics, K-12 Physical Education, Health and Fitness  12 
Director, Career and Technology Education     12 
Director, Certificated Personnel                 12 
Director, Community Education      12 
Director, Creative and Performing Arts     12 
Director, Curriculum and Instruction (2)     12 
Director, Health Services       12 
Director, Mesa Distance Learning      12 
Director, Opportunity & Achievement     12  
Director, Professional Development       12 
Director, Special Education Programs (4)     12 
Director, Title One and School Improvement    12 
 
 
Classified Director Level Status      Range 
 
Chief Financial Officer        
Chief Technology Officer       5 
Director, Assessment        3 
Director, Audit Services       3 
Director, Classified Personnel                 3 
Director, Construction       2 
Director, Custodial Services       1 
Director, Employee Benefits and Risk Management    4 
Director, Financial Services       4 
Director, Food and Nutrition       3 
Director, Maintenance and Grounds      2 
Director, Network & System Services     5 
Director, Operations        5 
Director, Purchasing        1 
Director, Research        3 
Director, School Safety and Security      2 
Director, Transportation Services and Vehicle Maintenance   3 
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2018-2019 Compensation Worksheet-Administrator Rehire  
 

General Information: 
Last Name:  First Name:  
EIN:  2018-2019 FTE:  
Primary Site:  Primary Job:  
Contract Dates: Begin:  End:  Work Days:  

 2018-2019 Contract Salary Information: 
Full-time Base 
Salary:   

 2018-2019 Salary Calculation: Factor 
 Salary 

Adjustment 
 Total 

Salary 
1 2017-2018 Base Salary (full time, full 

year):  
 

 
  

2 Across the Board Increase  (5%) :       

3 Education Compensation (a maximum 
of 60 credits beyond an MA):  

 
 

  

 a. Graduate-Level Credits ($65 per 
credit hour):  

 
 

  

 b. Professional Development and 
Undergraduate Credits ($45 per 
credit hour):  

 

 

  

 c. Advanced Degree (an additional 
$1000 for a Ph.D. or Ed.D.):  

 
 

  

4  2017-2018 New Base Salary (line 1+line 
2+line 3):  

 
 

  

5  2018-2019 Full-time Equivalent (FTE):      

 2018-2019 Contract Salary (line 4 x line 5):      
 
  



9 
MASA 

 
 

2018-2019 Compensation Worksheet-Administrator New Hire 
 

General Information: 
Last Name:  First Name:  
EIN:  2018-2019 FTE:  
Primary Site:  Primary Job:  
Contract Dates: Begin:  End:  Work Days:  

2018-2019 Salary Calculation: Factor 

 
Salary 

Adjustment 

 

Total Salary 
1 2018-2019 Base Salary (full time, full year): 

 
 

 
  

2 Years of Experience ($500 for each full-time year of 
verified like position or like certificated administrative 
experience):  

 

 

  

3 Education Compensation (a maximum of 60 credits 
beyond an MA):  

 
 

  

 a. Graduate-Level Credits ($65 per credit hour): 
 

 
 

  

 b. Advanced Degree (an additional $1000 for a  
Ph.D. or Ed. D.):  

 
 

  

4 Additional Compensation Consideration (Competitive 
job market value, unique skills and experiences, and 
district and school specific needs):  

 

 

  

5  2018-2019 New Base Salary (line 1+line 2+line 3+line): 
 

 
 

  

6 2018-2019 Full-time Equivalent (FTE): 
 

 
 

  

 2018-2019 Contract Salary (line 5 x line 6):      
Salary and benefits are prorated based on hire date and less than full-time FTE. 
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 2018-2019 Certificated Administrator and Director 
Hiring Guidelines 

 
Base Salary 
The base salary for a Certificated Director II new hire is $67,750.00. 
The base salary for a Certificated Director III new hire is $71,950.00. 
The base salary for an Assistant Principal new hire is $74,050.00. 
The base salary for a Success School Principal new hire is $74,050.00. 
The base salary for an Elementary Principal new hire is $80,350.00. 
The base salary for a Junior High Principal new hire is $83,500.00. 
The base salary for a High School Principal new hires is $86,650.00. 
 

 

Experience 
All full-time years of verified certificated like administrative experience will be honored at a rate of 
$500.00 per year. 
 

 

Graduate-Level Coursework 
Approved graduate-level coursework will be honored at a rate of $65.00 per credit hour, with a maximum 
of 60 credits beyond an MA degree.  An additional $1000.00 will be granted for an Ed.D. or Ph.D. degree. 
 

 

Additional Compensation Considerations 
Additional consideration may be given to competitive job market value, unique skills and experiences, 
and district or school specific needs. 
 

 
Salary and benefits are prorated based on hire date and less than full-time FTE. 
 
Retirees who are receiving a monthly benefit from the Arizona State Retirement System will be paid a reduced salary or hourly rate according to district policy. 

Example: 
Junior High Principal X is a 7-year veteran with 37 credit 
hours past an MA degree.    
 
Base Salary:    $83,500.00 
Experience: (7 x $500.00)      $3,500.00 
Graduate Coursework: (37 x $65.00)   $2,405.00 
 
 2018-19 Administrator Contract Salary: 
 $89,405.00 
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 2018-19 Classified Director 
Hiring Guidelines 

 
Base Salary 
The base salary for a Classified Director 1 new hire is $67,750.00. 
The base salary for a Classified Director 2 new hire is $71,950.00. 
The base salary for a Classified Director 3 new hire is $75,100.00. 
The base salary for a Classified Director 4 new hire is $79,300.00. 
The base salary for a Classified Director 5 new hire is $83,500.00. 
 

 

Experience 
All full-time years of verified like position experience will be honored at a rate of $500.00 per year. 
 

 

 

 

Additional Compensation Considerations 
Additional consideration may be given to competitive job market value, unique skills and experiences, 
and district or school specific needs. 
 

 
Salary and benefits are prorated based on hire date and less than full-time FTE. 
 
Retirees who are receiving a monthly benefit from the Arizona State Retirement System will be paid a reduced salary or hourly rate according to district policy. 

Graduate-Level Coursework 
Approved graduate-level coursework will be honored at a rate of $65.00 per credit hour, with a maximum  
of 60 credits beyond an MA degree.  If not required for the position, an additional $1000.00 will be granted 
for an Ed.D. or Ph.D. degree. 
 

Example: 
A Classified Director 3 has 6 years of verified like experience 
with 10 credits hours beyond an MA.    
 
Base Salary:    $75,100.00 
Experience: (6 x $500.00)      $3,000.00 
Graduate Coursework: (10 x $65.00)   $650.00 
 
2018-19Administrator Contract Salary: 
 $78,750.00 
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Section 5 - Contracts 
 
On or before April 15, the Superintendent shall notify the Governing Board of each administrator 
recommended to receive a new contract for the ensuing year and of each administrator whom the 
Superintendent recommends that the Board not offer a new contract. 
 
In accordance with A.R.S.§15-503(D), the Governing Board or the Superintendent shall give 
notice of intention to not offer a new contract on or before April 15.  An administrator, whom the 
Superintendent plans to recommend that the Board not offer a new contract, shall receive 
notification prior to Board notification. 
 
School and district based administrators are employed on a twelve (12) month contract that begins 
July 1 and ends June 30.  Contracts will be issued each year by May 15.  A calendar will be 
distributed with the contract, indicating the dates designated as holidays or non-work days for the 
following fiscal year. 
 
Administrative personnel are not entitled to overtime pay nor are they entitled to release or 
compensatory time for duties performed outside the regular work day other than if eligible for 
“trade days.” 
 
Salary for a deduction of an administrative contract will be determined by dividing the 
administrator's contract salary by the total number of days in the contract. 
 
Administrators are eligible to use other forms of leave as described in this document.  
Administrators must file for approval of vacation days with the appropriate Superintendency 
supervisor prior to using vacation days. 
 
Administrative personnel are not entitled to a continuing contract.  In order to qualify for 
continuing status, Arizona law requires that a person must spend fifty (50) percent or more of 
his/her time teaching in the classroom. 
 
 

Section 6 – Dispute Resolution Procedure 
 
I.   Purpose 

 
The purpose of these dispute resolution procedures is to provide administrators with a fair means of 
resolving a claim.  When possible, claims should be resolved quickly, informally, and confidentially.  The 
procedures are not intended to hinder discussion concerning employment relations or problems between 
the administration and employees or employee groups. 
 
II. Definitions 

A. "Assistant Superintendent" means the assistant superintendent to whom the 
administrator reports.  If the administrator is an assistant superintendent, the Associate 
Superintendent will serve as the “assistant superintendent." 

 
B. “Claim” means an assertion by an employee or group of employees who have been 

negatively affected by a decision of a supervisor that violates, misinterprets, or 
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inequitably applies a law, policy, regulation, administrative decision or any provision 
of the “Working Conditions and Benefits for Mesa School Administrators” or which 
endangers the complainant’s health or safety. 

 
 C. "Complainant" means the employee or group of employees who bring a complaint. 
 
 D. "Complaint" means a written statement of a claim which describes: 

1. The action or decision of the supervisor; 
2. The provisions of the law, policy, regulation, administrative practice or  

the “Working Conditions and Benefits For Mesa School Administrators” 
allegedly violated, misinterpreted, or inequitably applied; 

3. The negative effect suffered; 
4. The remedy sought; and 
5. The complainant’s name, signature, and representative, if any. 

 
E. "Hearing officer" means a person selected by the superintendent from a list approved 

by the Governing Board. 
 

F. "Representative" means a person that the complainant or administrator designates to 
assist him/her during the dispute resolution process. 

 
G.  “Supervisor” means the administrator, supervisor or director upon whose action or 

decision the complaint is based or who could remedy the problem and with whom the 
Complaint must be delivered to initiate the formal Dispute Resolution Procedure. 

 
III. Informal Procedure 
 
A complainant must first arrange to meet with the supervisor in an effort to resolve the complaint 
informally.  If the complainant is not satisfied with the outcome of the informal discussion of the 
complaint or the supervisor refuses to participate in informal discussions of the complaint, the 
complainant may proceed with the formal dispute resolution procedure. 
 
IV. Formal Procedure 

A. The complainant must deliver a complaint to the supervisor within 20 working days 
of the later of: 
1. The day when the complainant knew about or reasonably should have known 

about the action or decision upon which the complaint is based, or  
2. The day when remedial action agreed upon by the complainant and supervisor 

to resolve the complaint was expected to occur but failed to occur. 
 
Upon delivery of the complaint, the complainant will request to schedule a time to 
meet with the supervisor to discuss the complaint.  The complainant may also request 
that the appropriate assistant superintendent attend the meeting in an effort to facilitate 
a mutual resolution of the complaint.  If the complainant fails to deliver a complaint 
within the 20-day period, the complaint will be considered untimely and the supervisor 
may decline to consider it. 

 
B. The supervisor will meet with the complainant within five days after the complaint is 

delivered.  The supervisor will issue a written decision regarding the complaint within 
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five working days of the meeting with the complainant.  The supervisor may seek the 
advice of the assistant superintendent prior to rendering the decision.  If the supervisor 
fails to respond to the complaint within the five-day period, the 
complainant will send to the assistant superintendent the complaint, together with a 
letter explaining that the five-day period for decision has lapsed. 

 
C. If the supervisor issues a decision and the complainant is not satisfied with it, the 

complainant may appeal the decision to the associate superintendent by delivering a 
copy of the complaint and the decision within five working days after the complainant 
receives the decision.  If the complainant fails to appeal the decision within the five-
day period, the supervisor’s decision will become the final decision. 

 
D. Within five working days after the associate superintendent receives an appeal of a 

supervisor’s decision or a letter from the complainant advising that a supervisor has 
failed to respond to a complaint in a timely manner, the superintendent will appoint a 
hearing officer to conduct a hearing of the matter.  The following provisions apply to 
the hearing: 

 
1. The hearing will be conducted within ten working days after appointment of the 

hearing officer and in accordance with usual standards of administrative due 
process, including receiving testimony and argument from both sides and 
allowing cross-examination of witnesses. 

2. At least 24 hours prior to the hearing, the complainant and supervisor (or their 
representatives) will exchange a list of witnesses and documents that will be 
presented at the hearing. 

3. The hearing will be closed to the public unless the parties mutually agree that it 
be open. 

4. Any costs of conducting the hearing will be borne equally by the district and the 
complainant. 

5. If the hearing concerns a complaint to which the supervisor allegedly failed to 
respond in a timely manner, the hearing officer will determine whether the 
supervisor failed to issue a written decision in a timely manner.  If the hearing    
officer finds that the supervisor failed to issue a written decision in a timely     
manner, the hearing officer will accept the complaint as valid and limit the 
recommendations to the question of what is an appropriate remedy or remedies. 
The hearing officer may recommend a remedy other than the remedy requested 
in the complaint and will not recommend financial compensation unless the 
hearing officer finds that there is a valid legal basis for the district to provide 
such compensation. 

 
E. Within five working days after the hearing, the hearing officer will provide a written 

report to the complainant, the supervisor, and the associate superintendent.  The report 
will include findings of fact and a recommendation for resolution of the complaint. 

 
F. If the complainant or supervisor is not satisfied with the report, the complainant or 

supervisor may appeal the report to the Governing Board by delivering a notice of 
appeal to the secretary of the Governing Board within five days after delivery of the 
report to the complainant.  If the complainant fails to appeal the report within the five-
day period, the recommendations in the report will become the final decision. 
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G. The Governing Board will hear the appeal of the report in executive session during a 
special meeting or during the next regular meeting.  The Governing Board may invite 
the complainant, supervisor and hearing officer to attend the executive session to 
discuss the matter.  The Governing Board will vote in public meeting to accept, modify 
or reject the report.  The Governing Board’s decision will be the final decision and 
will be promptly communicated to the complainant and superintendent. 

 
V.   General Provisions 
 

A. A complainant may request that all participants use their best efforts to expedite 
meeting dates and response times so that the dispute resolution procedure may be 
completed before the end of the instructional school year or as soon thereafter as 
practicable if the complainant’s contract ends at the end of the instructional school 
year. 

 
B. Any time limit may be extended by mutual agreement of the complainant and 

supervisor. 
 

C. A supervisor will be given the opportunity to present his/her position in the same 
manner as the complainant in any meeting or hearing. 

 
D. The complainant and supervisor may be represented in any meeting or hearing, except 

that an attorney will not represent either party during the informal procedure. 
 
E. Records pertaining to a complaint will not be maintained in the personnel files of the 

complainant or any other employee’s personnel file. 
 
F. A complainant will not deliver a frivolous complaint, a complaint concerning a claim 

that has already been resolved in the dispute resolution process, or a complaint that 
contains an allegation that is known to be false. Any such abuse of the dispute 
resolution process will be determined by a hearing officer and is subject to disciplinary 
action. 

 
G. No retaliation of any kind will be taken against the complainant, supervisor, or any 

other member of the administration or governing board because of the person's 
participation in the dispute resolution process.   

  
H. Disciplinary action may be taken as appropriate to the outcome of the complaint, or in 

response to retaliation or abuse of the dispute resolution process. 
 
 

Section 7 – District Employee Benefits Advisory Committee 
 
The District Employee Benefits Advisory Committee, composed of three (3) members each from 
MASA, MEA, and MESPA, three (3) members from MACS, and the Assistant Superintendent, 
Human Resources or his/her designee, shall have the opportunity to make 
suggestions/recommendations for change to employee benefits for consideration by the Governing 
Board of the Mesa Unified School District. 
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Changes recommended for the benefit program shall be submitted to the Employee Benefits 
Advisory committee for review and advice prior to their adoption by the Governing Board.  
Recommendations for changes may also be initiated by the committee.  Discount opportunities or 
“for purchase” benefit programs and the determination of providers for such benefits shall also be 
reviewed by the committee, whenever possible, before being offered or changed by the District. 
 
The committee shall elect a chairperson from among its members.  The chairperson shall be 
responsible for setting the agenda and conducting the meetings.  Meetings will be held on a 
regularly scheduled basis to be determined by the committee members. 
 
 

Section 8 – Education Renewal 
 
A twelve month District administrator may receive a leave of absence to pursue professional 
renewal.  A total of 50 days will result from the accumulation of 40 vacation days plus 10 
professional days.  This leave can be taken at any time during the year and will be part of the 
administrator's contract contingent upon the approval of the Superintendent. 
 
During this period, the administrator will continue to accrue and receive all administrator benefits. 
 
The purpose of the educational renewal program will be for the administrator to pursue a selected 
and approved personal development program.  The program proposed by the administrator can be 
tied to academic institutions offering independent full-time in-residence programs designed to 
develop management abilities or can be self-designed programs of independent study 
supplemented by visits to selected educational or other sites designed specifically to enhance the 
participant's knowledge of management techniques in educational settings.  In either case, the 
programs designed will be tied to specific goals and objectives or professional growth determined 
by the administrator and his or her respective superintendency supervisor. 
 
An administrator must have been in the District seven (7) years, with at least three (3) years as an 
administrator, before he/she can apply for the professional renewal program.  No more than 3% of 
the administrators can be away from the District participating in the renewal program at any one 
time. 
 
 

Section 9 – Evaluation Process 
 
Administrators shall have a written evaluation completed by their immediate supervisor.  The 
evaluation shall be discussed with the administrator and a copy of the report shall be placed in the 
administrator's file and a copy given to the administrator after the evaluation is signed. 
 
 

Section 10 – Food and Beverages 
 
The District will provide food and beverages to administrators at Governing Board related 
activities if such items are provided to the Governing Board and guests at such activities. 
 
 

Section 11 – Furlough Days 
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A Furlough Day is a temporary unpaid, non-work day designated by the Superintendent, at the 
direction of the Governing Board, that would otherwise be a paid work day.  Furlough Days will 
be designated in full or half workday increments.  Employees may not use paid sick leave or other 
paid leave time on a Furlough Day. 
 
Insurance benefits and other employee benefits shall be maintained for eligible employees during 
an unpaid day that the Superintendent, at the direction of the Governing Board, has designated as 
a Furlough Day.  If more than one Furlough Day is designated, the District will attempt to schedule 
the days on an intermittent basis.  There shall be no expectation that an employee shall provide 
any service to the District while on an unpaid Furlough Day.  A Superintendent-designated 
Furlough Day shall not be considered an interruption of employment. 
 
 

Section 12 – General Expectations 
 
All administrators are to be on the job in their respective offices except for those days designated 
as vacation, holidays, sick leave, professional leave, or any other days approved for absence by the 
Superintendent or his/her representative.  An absence report statement will be submitted after each 
period of absence. 
 
All administrators will conduct themselves in a professional manner, as required by Policy GCA, 
Professional Conduct for Certificated Employees or Policy GDA, Professional Conduct for 
Support Staff. 
 
 

Section 13 – Health Benefits Program 
 
The benefits plan year for continuing administrators will begin each July 1 and continue until June 
30 of the subsequent calendar year.  On an annual basis, the District shall fund an amount per 
eligible enrolled employee for the purpose of providing health, life, dental and vision benefits.  
The amount shall be determined and approved by the Governing Board each fiscal year.   
 
Administrative personnel new to the District will become eligible for the District’s benefits 
programs on the first day of the month following 31 days of employment. Upon termination of 
employment, benefits coverage will cease at the end of the month in which the termination is 
effective.  Administrators will be reimbursed for any payments deducted in advance. 
 
The Governing Board of the Mesa Unified School District will provide each administrator with 
the following: 
 
1. A benefits program which includes medical, dental, vision, life insurance and short term 

disability options.  Further, the Governing Board agrees to continue to provide administrators 
the opportunity to select coverage through the options available under the Mesa Unified 
School District Number 4 Employee Benefit Trust. 

 
2. A summary description of the plan indicating provisions and benefits of the various health 

care plans. 
 
3. The opportunity to participate in our flexible benefits plan per the regulations of Internal 

Revenue Code Section 125. 
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A. Premiums Only  Option: You pay your share of the cost for certain benefits you elect 

with pre-tax dollars through payroll deduction.   
B. Healthcare Reimbursement Account Option:  You may set aside money using pre-tax 

payroll contributions into a Healthcare Reimbursement Account.  This account is used 
to pay for your unreimbursed health care expenses such as deductibles, co-payments, 
or for health care services, treatments, or supplies not provided by either health care 
plan.  Restrictions apply based on IRS guidelines and depending on your selected 
medical plan. 

C. Dependent Care Reimbursement Account  Option:  You may set aside money using 
pre-tax payroll contributions into a Dependent Care Reimbursement Account.  This 
account is limited to expenses totaling not more than $5,000.00 and is used to pay for 
day care, child care and elder care expenses for your eligible dependents.  

 
4. The District shall provide life insurance (term) coverage of  $50,000.  The policy shall 

provide for a double indemnity payment in case of accidental death and/or dismemberment. 
 

Each administrator may obtain a summary copy of the policy which shall indicate all 
provisions and benefits of the above stated policy. Each administrator will be notified of any 
changes in the policy.   

 
 The policy shall be written so that an administrator, upon termination of employment or 
retirement, has rights of conversion offered by the company of record. 

 
 The District will also provide Dependent Life Insurance coverage for an administrator’s 
spouse and eligible dependent children. Dependent life coverage will be: 

     Spouse               $2,000 
     Children up to  $2,000 
 

Dependents are covered regardless of whether or not an administrator has enrolled in 
dependent medical coverage. 

 
 Each administrator shall be provided the opportunity to purchase additional group term life 
insurance at personal expense. 

 
5. The district will maintain in force, general and professional liability insurance for 

administrators.  Verification of coverage will be provided to the administrator upon request. 
 
 

Section 14 - Mileage 
 
Contingent upon available funding, administrators shall be paid the District rate per mile for 
expenses involved in the operation of personal vehicles in the performance of professional duties.  
In order to be eligible for reimbursement, District guidelines regarding insurance must be met.  All 
mileage must be claimed on the appropriate form. 
 
Administrators will be eligible for mileage reimbursement when traveling from their work site to 
another location and from that location back to their work site.  Only travel required as part of an 
administrator’s professional responsibilities will be considered for reimbursement. 
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Mileage traveled in a district vehicle or reported on an approved travel request is not eligible for 
reimbursement as part of the District’s Mileage Reimbursement Program. 
 
 

Section 15 – Professional Benefit Fund 
 
 
Within budgetary constraints, the District will make every effort to establish annually a District 
Professional Benefit Fund in the amount of $75,000 which replaces previous administrators’ 
individual travel accounts.  With prior approval, each administrator may be reimbursed for up to 
$500 annually from the District Professional Benefit Fund for professional experiences if the 
administrator has depleted any funds remaining in the administrator’s individual travel account  
which accumulated from previous years.  An administrator’s Professional Benefit Fund is used to 
cover travel expenses and other related costs incurred as a result of participation in approved 
professional activities.  Money from the District Professional Benefit Fund may be used for the 
following: 
 

1. Professional organization membership dues. 
2. Professional meetings and/or site visits beneficial to educational growth. 
3. Consultants or other technical assistance for individual or staff in-service growth 

experience. 
4. Classes or seminars when District credit is not requested or expected. 
5. Educationally relevant books, tapes, and/or other similar materials. 

 
Any funds left in the District Professional Benefit Fund as of June 30th will not roll over to the 
next year.   
 
For travel/registration expenses related to professional conferences/seminars, it is expected that if 
an administrator has other funds which could appropriately be used for such expenses that those 
other funds be used first before applying to the District Professional Benefit Fund.   
 
To access the District Professional Benefit Fund approved appropriate paperwork must be 
submitted to the appropriate assistant superintendent.  This paperwork will then be routed to the 
District’s Travel Secretary. 
 
The District will contribute $50 per administrator for a MASA Travel Pool each year.  Funds left 
in this pool will not accumulate.  The Past President of MASA shall administer the MASA Travel 
Pool and bring requests to use MASA Travel Pool money to the Executive Board for their 
consideration.  Administrators needing more than the $500 available through the District 
Professional Benefit Fund may apply to MASA for use of MASA Travel Pool funds for up to an 
additional $400 per year.  Guidelines established by MASA for these funds must be followed.   
 
 

Section 16 - Resignations 
 
The contractual period of employment for certificated administrators runs from July 1 to June 30.  
When conditions necessitate resignation during the contract period, the administrator  must submit 
a letter of resignation to the Superintendent.  Whenever possible, the letter should be submitted at 
least sixty (60) days prior to the date of release in order to allow the district time for a smooth 
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transition.  The Superintendent shall review the letter and make a recommendation to the 
Governing Board. 
 
 

Section 17 – Sabbatical Leave 
 
A Sabbatical Leave of Absence, for a maximum of one (1) year, may be granted to certificated 
administrators who have been employed by the District for seven (7) years on a continuous basis. 
 
All requests for Sabbatical Leave shall be considered in accordance with Arizona Revised Statute, 
§15-510 (D) (E). 
 
A Sabbatical Leave of Absence shall be considered on the basis of improvement of professional 
preparation and/or the educational program of the District, current assignment of the employee, 
value of the leave to the District, and funds available. 
 
An administrator may be granted a Sabbatical Leave of Absence only once. 
 
An administrator may receive no more than one-half (1/2) the amount of the contract salary 
received at the time the leave is granted 
 
 

Section 18 – Separation or Retirement 
 
The District shall grant the following separation or retirement benefits: 
 
1. Reimbursement For Unused Sick Leave 
 
 Qualifying administrators shall be reimbursed for unused sick leave days, to a maximum of 

220 days, upon termination by retirement, reduction in force, resignation or death.  
Administrators who notify the district of their retirement in writing by March 1st, and who 
complete their contract year may be reimbursed to a maximum of 240 days. 
 
Those administrators who terminate by resignation, retirement, reduction in force or death 
and who have at least five (5) years of service with the District at the conclusion of the 
individual's last year of employment shall be reimbursed for the number of accumulated days 
times sixty percent (60%) of a base amount of $61,486, divided by 240. 

 
2. Reimbursement For Unused Vacation Days 
 
 Administrators shall elect one of the following options for unused vacation days: 
 

A. Use all earned vacation days before the end of the present contract period. 
 
B. Receive reimbursement for unused vacation days at the administrator's daily pay rate for 

the final contract year (annual contract salary divided by 261 days), with a maximum of 
sixty (60) days. 

 
C. Administrators who terminate by retirement may have unused vacation days in excess of 

the maximum of sixty (60) days converted to sick leave and reimbursed as sick leave 
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days.  Reimbursement for unused vacation days converted to sick leave shall be at the 
sick leave rate.  Total reimbursement for sick leave shall not exceed the limits defined in 
item 1 of this section, including any days converted from vacation. 

 
Reimbursements for benefits may be made either in a lump sum payment at the end of the contract 
or spread over the contract year.  Administrator must indicate preferred method when requesting 
retirement or resignation. 
 
If during the final contract year the administrator sustains an illness or accident requiring the use 
of sick leave for which the administrator has been reimbursed, an adjustment shall be made by  
deductions from remaining contract payments due the administrator.  In the event the remaining 
contract payments are insufficient, the administrator shall reimburse the District out-of-pocket. 
In the event of death, the legal heirs of the deceased administrator shall be awarded any accrued 
salary benefits, including financial reimbursement for unused vacation and sick leave days.  In  
addition, the designated beneficiary will receive the proceeds of the administrator's life insurance 
policy. 

 
 

Section 19 – Sick Leave 
 
Sick leave shall be granted to all administrators, and shall be accumulated with no restrictions.  
The number of sick leave days accrued per year will be fourteen (14). 
 
Each administrator shall be accorded, with prior approval from his/her supervising Assistant 
Superintendent, a maximum of eight (8) administrative leave days per year.  Used days will be 
deducted from the accumulated sick leave (non-cumulative). 
 
Employees who are absent because of an on-the-job injury resulting from an assault with intent to 
commit harm toward an employee shall not have such absence deducted from their sick leave for 
a maximum of twelve (12) months.  At the time of occurrence, the employee must declare these 
circumstances to the immediate supervisor who shall then inform Risk Management.  The 
supervisor must then complete the “Supervisor’s Report of Industrial Injury and Treatment 
Authorization Form.”  Each case shall be investigated by Risk Management staff who shall then 
make the determination of eligibility and inform the employee and appropriate sites as to the 
decision. 
 
Administrators who become ill while on vacation shall have the option of remaining on vacation 
or taking sick leave during their illness. 
 
Medical Leave Assistance Program 
 
The program shall be available to administrators: a. who have depleted their accrued sick and 
vacation leave as a result of their prolonged illness or injury, or b. who qualify for family medical 
leave due to a family member’s prolonged illness or injury and who have depleted their accrued 
sick leave and vacation leave as a result. For the purpose of this section a “family member” is 
defined as in the Family Medical Leave Act as a spouse, child or parent. Administrators may 
request access to the Medical Leave Assistance Program by completing a "Medical Leave 
Assistance Program Request Form" and submitting it along with a completed "Verification Of 
Prolonged Illness Or Injury Form"  to the Assistant Superintendent for Human Resources, asking 
to receive donations of sick leave from other employees so they may receive income during the 
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period of prolonged illness or injury.  Details regarding this program and further qualifications for 
the program are detailed in Policy GBBD-R(2). 
 
Administrators who qualify for assistance as stated above, may also request coverage for a 
specified number of days for intermittent treatment which is necessitated as a result of the 
qualifying prolonged illness or injury.  Additionally, an administrator who has depleted accrued 
sick and vacation leave due to a chronic and prolonged illness or injury, verified by a licensed 
health care practitioner, but who has not missed twenty (20) consecutive days of work and  
therefore does not qualify in accordance with the above paragraph, may request coverage of a 
specified number of days for the intermittent treatment of that chronic and prolonged illness or 
injury providing: 
 

1. The Administrator has missed twenty (20) days for such treatment during the current 
school year, and 
 

2. If requested by the District, the chronic and prolonged illness or injury is confirmed 
by a licensed health care practitioner selected by the District. 

 
The donor employee may donate sick leave only if he/she has thirty (30) or more days of 
accumulated leave and the donor employee may donate no more than five (5) days of sick leave in 
any contract year.  The donor employee will use a "Sick Leave Donation Form" to designate the 
donation in the name of the employee to receive the donation. 
 
Information regarding a donation shall be considered confidential and shall be communicated by 
district employees only on a need-to-know basis.  An employee will have the option of donating 
sick leave without the receiving employee being knowledgeable of the donor's name. 
 
Once approved, donated leave shall not be returned or reimbursed to the donor employee.  All 
donated leave becomes the permanent property of the receiving employee unless said employee is 
released to return to work earlier than originally stated by his/her physician and has a balance in 
excess of ten (10) donated days. 
 
Days of leave, not the actual wage of the donor employee, will be donated. 
 
Donations will not be allowed to be made to the employee's immediate supervisor or evaluator. 
 
No administrator shall be eligible for the Medical Leave Assistance Program after he/she qualifies 
for long-term disability coverage or, if the employee has not applied for long-term disability 
coverage, after he/she has been absent for 180 consecutive calendar days. 
 
 

Section 20 – Trade Days 
 
In specific instances, an administrator may request to work up to five (5) additional days (non-
scheduled workdays) during a fiscal year and to earn a Trade Day for each of the days worked.  
Prior approval must be received from the appropriate Assistant Superintendent.  With prior 
approval, these days may then be used as Trade Days for time off on non-student workdays.  These 
days are not cumulative and must be used during the same year they are worked. This time must 
be worked and used in no less than half-day increments. 
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The following guidelines will determine eligibility for earning and using Trade Days: 
 

• Approval to earn a Trade Day must be received at least two (2) weeks prior to working the 
day. 

• A Trade Day may not be taken before it is earned. 
• To qualify for a Trade Day, administrators must be involved in an organized school activity 

or on business required or assigned by the Superintendency.   
• Trade Days will not be approved for working extended, regularly scheduled days, or for 

additional work time required to fulfill the duties required of the administrative position. 
• Travel initiated by the administrator that involves a non-scheduled workday, such as 

weekends or holidays, does not qualify for a Trade Day. 
 
 

Section 21 - Vacation 
 
Prior to June 1 of each year, all administrators will submit to appropriate superintendency 
supervisor, for approval, a tentative vacation  schedule for the following fiscal year.  Any change 
to this tentative vacation schedule also must be submitted for approval.  An absence report 
statement will be submitted after each period of absence. 
 
Administrators will accrue twenty-two (22) vacation days per year.  Eleven and one half (11.5) of 
the days will be advanced in July, with remaining accruals following the table listed below. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

An administrator may request to sell back up to six (6) vacation days each year, provided their 
vacation balance after the transaction is at least twenty-two (22) days.  These six (6) days will be 
compensated at the administrator’s regular daily rate of pay (annual contract amount divided by 
261 days). 
 

 START DATE 
IN 

MONTH OF 

TOTAL 
DAYS 

EARNED 
FOR 

FISCAL 
YEAR 

PRORATED 
DAYS 

ADVANCED 
FOR LATE 

HIRES 

MASTER 
ACCRUAL 

FOR 
FISCAL YEAR 

 JULY        22.00      11.50        11.50 
 AUGUST        20.00        9.50          0.00 
 SEPTEMBER        18.00        7.50          0.00 
 OCTOBER        16.00        5.50          0.00 
 NOVEMBER        14.00        3.50          0.00 
 DECEMBER        12.00        2.50          0.00 
 JANUARY        11.00        0.50          1.75 
 FEBRUARY          8.75         -0-          1.75 
 MARCH          7.00         -0-          1.75 
 APRIL          5.25         -0-          1.75 
 MAY          3.50         -0-          1.75 
 JUNE          1.75         -0-          1.75 
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Excess vacation days over fifty-five (55), accrued as of August 15 of each year, (excluding the 
advanced days for the current year) shall be transferred to the administrator's sick leave account to 
be used in accordance with the District sick leave policy for administrators.  Upon written request 
from the administrator, the excess days may be compensated at the same rate as the current 
reimbursement rate for unused sick leave.  Upon recommendation of the appropriate 
Associate/Assistant Superintendent, administrators may make written appeal to the Superintendent 
to accrue in excess of fifty-five (55) days. 
 
Any individual departure from the specified work days, holidays and vacation days must be 
approved by the administrator's immediate supervisor. 
 
With prior approval from the appropriate Associate/Assistant Superintendent, administrators may 
use up to one-half (1/2) of the annual accrual of vacation (eleven {11} days) in advance of earning 
those accruals. 
 
An administrator who does not complete the full term of his/her contract will be required to 
reimburse the school District for any excess days of vacation for which he/she has received 
compensation. 
 
A record of vacation days accrued and used may be accessed from the district’s timekeeping 
system at the site on an as-needed basis. 


