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Today’s Agenda

= The MTRS online learning library for employers

= High level benefits explanation

= The Employer’s role

= Establishing Service

= Member registration and enrollment

= Reporting employment events and LOAs

= Preparing for retirement
= Helping staff members prepare for retirement

= Member service verification

= Member counseling, education, online resources
including service and benefit estimators

= Questions
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Core subject matter trainings online
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= Retiree Insurance - The basics of administration

= Retiree insurance plan rate changes in MyTRS
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Additional training materials online

= Coffee break videos with step-by-step instructions on
KNDWI‘EDB[ individual processes

UVNTEIM

EDNT'N“A[ = MTRS Deduction report error/exception reference
sheets to explain any error/exception an employer

MOOCS | pRof i ing |
PR[]F user might encounter when reporting in MyTRS

= Two full MyTRS processing guides in pdf format with
TRAININE jump links to each chapter

T = Deduction Reporting in MyTRS

=
=
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= Retiree Insurance in MyTRS
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https://mtrs.state.ma.us/employers/online-training/
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MyTRS Employer Training Videos
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Validate button in Using the fitter in the
MyTRS deduction reports deduction report
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High level benefits explanation

= Public employers should use pension benefits as a
recruitment tool, which also helps with retention

= The MTRS is a free benefit to public employers,
funded by employee contributions and funding from
the commonwealth, there is no employer match on
standard member contributions

= Employees earn service credit for public employment

= Service as a teacher is accumulated from all public
teaching in the same benefit

= Non-"teacher” service transfers to the MTRS if a
teacher previously belonged one of the other
Massachusetts public employers to MTRS as a
paraprofessional, etc.

= Members can enhance their benefit through a limited
number of service purchases for non-credited
eligible service
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The employer’s role
= Determine employee eligibility

= Onboard your MTRS eligible employees and make
sure your employees enroll

= Determine what pay is considered regular
compensation

= Take MTRS deductions from eligible pay

= Remit all withheld MTRS contributions and report your
employees’ pay each month in MyTRS

= Report to the MTRS all changes in employee status
and if those changes effect MTRS eligibility

= Complete service purchase applications

= Verify service and retain employment records
accordingly

= Complete refund and retirement applications
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The employer supervisor’s role

= Make sure your staff understands your payroll system
and how it corresponds to MTRS reporting

= Issue payments according to control reports, not the

MTRS upload

= Make sure your staff is trained and new staff has time
dedicated to using our a la carte training sessions to

learn the MTRS tasks for which they are responsible
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The employer supervisor’s role ..

= Employers assign MTRS roles internally, make sure
you have proper communication between:

= School business office staff

= School HR staff
= Town staff who have role with MTRS related tasks
= Please ensure that your payroll staff:

Submit their missing reports,

Respond to validation issues and questions from MTRS
staff in a timely manner, and

Reach out to MTRS Rep for help/training
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Successful onboarding is the first step to
success

= New member registration should be a part of an

employer’s on-boarding process with HR

= Determine Membership eligibility of positions before

they are filled

Register eligible employees during on-boarding

Follow-up with new hires and newly eligible existing

employees on their enroliment

Provide the payroll office with their MTRS rate

Make sure employees are setup correctly for their

first payroll in their MTRS position
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Registering employees

= Registration is required by law (M.G.L. c. 32 § 3)

= MTRS eligible members must be registered for their
deductions to be submitted to the MTRS

= New employees need be set up to have MTRS
contributions in your payroll software

= Existing employees (e.g., Para or Teachers’ Aide to
a Teacher) who become teachers need to be
registered and their retirement code switched to

MTRS

= The first day of work as a teacher is their MTRS
employment start date

= Do not use the date they were first hired as a Para or
Teachers’ Aide

= Remember to switch their retirement system and

update their contribution rate (if necessary) in the
payroll software
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Statement Concoming Your Employmant in a Job
Not Covered by Social Securty

Employss Name Employee 0

Employer Name. Employer 0%

however,
amount may be afleced

Windfal Elimination Provision

Acaresut, )
o Far exame, f you re 3¢ 63 n 2013, e maximm Moy t8ton  your Soca Secuy benei as

{ol cimincte. yor Socal Secul bene. Fo saatonal foematon. Bease it 1> sl Secy
Pubicaton. Winal Elminaton Provsion

‘Govermment Pension Offset Provision

W) 5oneA by o s of i SN o Yot pension

For exampl. fou get  mant penson of 600 based o esrings st s nc overed ncr Social
Securty. o 1 o hat amount S400. i sed o sl yout Socl Securty spouse o widow(et)benei. I
o

s

o
Benef.you are sl £ o
Publiston. ‘Covermment Penion Ofset”

For More Information
007724215 or o th dest

scciaacitygoy You
o T nimber 1-600 325 0778

Social Socurity Bonafi.

Massachusetts Teachers’ Retirement System | Summer 2026



The HR Role in the MTRS Process 2026

HR role in the MTRS process

Registering in MyTRS

= Registration is completed in MyTRS
(turn off pop-up blocker)
= Required information:
SSN
DESE licensure requirement (Crucial)
DESE license number and issue date
Start date
= Title
= Annual Salary (full-time equivalent) (Not $1!),
Full-Time/Part-Time %
Contract Term (months required to work)
Pay Duration (span of months paid)
Pay frequency (number of pays in pay cycle)
Email address
Phone number (cell phone preferred)
Date of birth
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Fagiter Empicyes
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MTRSY MTRS Mandatory Enrollment Assignment Sheet
YOUR ACTION IS REQUIRED BY watase
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Greetings from the Massachusets Teachens' Retirement System (MTRS ),
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Member Enroliment

= Members are required per the regulation (807 CMR 4.03)
to enroll within 30 days of eligibility date

= Enrollments are important to building a solid foundation
for members’ accounts

= Have employee complete enrollment with other new hire
onboarding materials

= Not enrolling may result in:
= Withholding an incorrect contribution rate taken

= Delaying:
= Accounts refunds
= Transfers to other retirement systems

= Retirements
= Being reported to the Superintendent

= Enrollment needs to be completed each time a
member changes employers
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Member Enroliment Continued...

= The enroliment process will start automatically once
logged in

= Other account information will not be available until
enrollment is complete

= Information collected during the member’s

enrollment:

Updated personal/demographic information

DESE license number and issue date (Board of Allied

Health Professionals (AHP) license number and issue
date for OT’s and PT's)

Verification of employment within district(s)

Prior service with another MA retirement board(s) (if
applicable)

HR role in the MTRS process

hers' — (SIS
TS Retirement System

P v
Enrollin the MTRS

Important natice

Méz RS ‘ MEMBER SELF-SERVICE
MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM
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MRS

MEMBER SELF-SERVICE
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MTRS Massachusetts Teachens’ Ratserant .

MTRS Enrollment Canfirmation
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July 30, 2024

Dear Ms, Music:

Thank you for ereating a HyTRS account. To access your account, 9o 8 bl 2 . shscusssees and sign in:

Username: HELIDA_P_t

password: For your prataction wa have not included your passward in this amall, 1f you forget your passward, plaasa click “Forget Password” an the sign
in page.

11 you have any questions, please don't hesitate to contact us at the numbar fisted belav. We look forward to serving you

scetts Toachers’ Rotirament System

500 Rutherford Avenwe, Suite 210, Charlestown, MA 02129-1628
Main phane: 617-679-MTRS (6677)

Main fax: 617-679-1661

Do fwww, mass.gov/mizs

35
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How to view a member’s rate in MyTRS

Each member’s rate is viewable in their profile on the Employee Roster screen
in MyTRS and should be viewed immediately after registration.

36
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member employment events

M.G.L.c. 3283

and class of service of each employee in his

department.

37

The Employee Roster and required

= Employers are required to provide the MTRS with
notice of any employment changes in accordance with

= (g) Department heads shall furnish to the board within
thirty days after employing any new personnel or
after the receipt of a written request therefor, a
statement giving the name, address, title, rate of
regular compensation, duties, date of birth and length

department, and shall notify the board within thirty
days of any change in the title, address, rate of
compensation, duties or service of any employee in his

= To facilitate this process, the MTRS provides access to
employers to their Employee Roster in MyTRS

HR role in the MTRS process

Aatah et
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The MTRS LOA and WC-LOA forms

39
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The Importance of differentiating WC

LOAs

= 2 types of Workers’ Compensation:

= M.G.L. c. 152 § 34 - Fully incapacitated
= M.G.L. c. 152 § 35 - Partially incapacitated

= No deductions are taken from WC payments or

supplemental compensation paid during WC leaves.
(See our training on creditable service for details.)

= Members who are fully incapacitated are credited with

creditable service at their FTE% prior to their leave
for their entire WC-LOA without making contributions.

= Members who are partially incapacitated are credited
with service on a pro-rated basis. Supplemental pay
to members on partial incapacitation is also not
considered regular compensation so deductions

should only be taken on wages for time worked or
PTO for in place of their partial time worked.
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Members can apply to purchase service

= There are a limited number of types of service
members can purchase to enhance their service:

Prior refunded service*

MA public school substitute, temporary, part-time
teaching or tutoring*

Other Mass public service

Vocational education work experience*

Chapter 71 military service

Active military service (excludes military leave while a
member of a Massachusetts public retirement system
that an employer paid for)*

US Dept of Defense overseas dependent school service

Out-of-state public school teaching

Peace Corps service

= Nonpublic school, publicly funded service
*denotes service employers might need to help document
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Helping employees prepare to retire

Send staff an email each year pointing out
resources on the MTRS and local retirement

benefits

= Encourage staff to check out MTRS member

resources online

= Coordinate with Town/ City Benefits offices on
the retiree insurance enrollment process

= Share MTRS emails with your employees when
MTRS announces counseling and other member

updates

HR role in the MTRS process 44

The right way to be the hero...

= When an employee seeks retirement assistance,
please be very cautious providing information

and advice on retirement benefits.

The best way to help employees is to guide

-9 them to the information available online or
provide them with the MTRS’s contact
information to connect them to the MTRS for

guidance.

= The MTRS Contact Center is open 9am-5pm
- Monday - Friday at 617-679-MTRS (6877) and

staff are typically working 7am to 5pm to help
members.

44
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MTRS member counselling programs

= On location: Your MTRS Benefits

= On location: Ready for Retirement
= Hosted Webinar: Your MTRS Benefits

= Hosted Webinar: Ready for Retirement

= VRC: Virtual Retirement Counseling (Weekly)

= Online materials including an entire Youtube
library of member videos on MTRS benefits

Massachusetts Teachers’ Retirement System | Summer 2026
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Service verification for creditable service
requests

= Clarification on gaps in service and leaves

= Confirmation of FTE% for a given time period
(full-time vs part-time)

Service Verification Form

The Massachusets Teachars' Rebrement Systam s esearching he sarice isoryof the member sted below. In
in o

RS,

Members Name

hool Distrct

Period of employment to be verified

Section A: Service Verification

FarTime
(ndicate % of
fuktme)

Full Time

) ‘ . Positon
(v By 1) oDy ve) | (kmaergarn sc.)

I | [ I
1 [ [ 1 |
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Resources for members

https://mtrs.state.ma.us/members/

Home > Forms >
Active and inactive members
= Service purchase applications

= Beneficiary designation form
= Retirement and refund applications

= Retirement benefit estimator

= Info on plan benefits, pending legislation, regulations,
useful links—and more!

Massachusetts Teachers’ Retirement System
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Member videos online
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Your annuity savings.

account
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Member videos online cn.
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Transterring service from
anather board

Your MTRS Benefits

based on our 20
Pre-retirement Issues

Survivor benefits for active

mermbers

Leaving MTRS service prior
toretirement

Other Issues

Part 1: Your contributions. Part 2: Types of retirement Part 3: Regular creditable
Pagesis benefits service
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Member videos online .

TBQ M'a.ssarchus'eu‘snac'hers‘ ------ Mambers
77 Retirement System

Ready for Retirement
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= emviont s i st s

54

Massachusetts Teachers’ Retirement System

| Summer 2026

18



The HR Role in the MTRS Process 2026

HR role in the MTRS process

MRS Estimatod Crodtable Service Summary and
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MTRS

62

HR role in the MTRS process

TS Ratryeert Banet ESTHAATE

63

Massachusetts Teachers’ Retirement System | Summer 2026

21



The HR Role in the MTRS Process 2026

HR role in the MTRS process 64

You are a key partner in helping us
administer your employees’ benefits

Determining MTRS membership eligibility
Registering your employees, track enroliment

Understanding “regular compensation”

Massachusetts Teachers’ Retirement System

Reporting members’ retirement deductions

Informing the MTRS of changes in employment
status

Completing service purchase applications

Verifying service and retaining records

Refund and retirement applications
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Questions?

MIBSJ ISmer el o e e M

Retirement System

Emteyertorms Contact Employer Services

email

Address
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