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A. Position Control. 
 

1. All hired full-time personnel will have a budgeted position corresponding 
with the staffing level authorized by the School Board. 
 

2. The Chief Financial Officer (CFO) and the Chief Human Resources Officer 
(CHRO) shall establish processes and provide written guidance for requesting an 
addition or modification of positions. 
 

a. Dual Incumbent Full-Time Equivalents (FTE). 
 

(i) For exceptional circumstances, Cabinet Members may 
request in advance a Dual-Incumbent FTE for a position. A 
Dual-Incumbent full-time equivalent is the temporary 
assignment of an additional FTE, above what is already 
authorized in the budget, for an already existing and 
approved position. 

 
(ii) Dual Incumbent FTEs may only be requested when the 

incumbent employee is on extended leave and unable to 
perform the job duties or when onboarding a new hire and it 
is imperative that the new hire and the incumbent work 
concurrently for a period of time.   

 
(iii) The written guidance provided by the CFO and CHRO shall 

identify when senior staff, school based administrator, 
school-based/school facing, and non-school based positions 
are eligible for Dual Incumbent FTE, the circumstances for 
which requests for Dual Incumbent FTE may be considered, 
and whether Departments are responsible to offset the cost 
of the Dual Incumbent FTE. 

 
(iv) Written requests for Dual Incumbent FTE must include 

position name, employee names, reason, beginning and end 
dates and funding source to cover the cost of the Dual 
Incumbent FTE as needed. If the requesting Department 
does not have sufficient funding to cover the cost, the 
Department should coordinate with the Division of Budget 
and Financial Analytics. 

 
(v) If a Dual Incumbent FTE spans across fiscal years, a funding 

source for each fiscal year must be identified. 
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(vi) All requests for Dual Incumbent FTE must be approved by 

the CHRO and the CFO in advance. 
 
(vii) If the request is approved, Business and Financial Services 

and Human Resources and Talent Development will enact 
changes in Enterprise Resource Planning (ERP) system. 
Business and Financial Services will manage position control 
accordingly. 

 
b. Adding or Modifying Positions. 

 
(i) Requests to add or modify positions should be addressed 

through the annual budget development process. Staff may 
submit Position Change Requests or Off-Cycle Review 
Requests outside of the annual budget development process 
under exceptional circumstances. 

 
(ii) Requests to add or modify positions outside of the annual 

budget development process must include a specific 
offsetting cost savings from either Operations and 
Maintenance (O&M) accounts or non-Full Time Equivalent 
(FTE) accounts budgeted by the requesting Department 

 
(iii) All recommendations for offsetting costs will cover expected 

costs of the position addition or modification from the 
effective date to the end of the current fiscal year. All 
recommendations submitted after the “Establish Base 
Budget” milestone identified in the annual budget calendar 
will also include offsetting costs for the following fiscal year. 

 
B. Budget Control.  Budgetary controls will be established to ensure all programs 
maintain a positive fund balance across Operations and Maintenance accounts and 
across Capital Outlay and Capital Acquisitions accounts in all Funds. Discretionary 
accounts for Salaries-Part Time must also maintain a positive fund balance within each 
program. 
 
 
Issued: 11/25/19 
Revised: 7/30/24 
Current Revision: 7/16/26 
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Cross Refs.: Policy 7330, Employment of Temporary Employees; Regulation 7330, 

Employment of Temporary Employee 

https://go.boarddocs.com/vsba/loudoun/Board.nsf/goto?open&id=AASVXC700101
https://go.boarddocs.com/vsba/loudoun/Board.nsf/goto?open&id=BESK2G4FC092

