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PAYROLL PROCEDURES

All salaries and supplements paid to all employees will be paid in accordance
with the schedule approved by the School Board. If the School Board sets the school
calendar so that the first day students are required to attend prior to August 15, it shall
establish a payment schedule to ensure that all contract personnel are compensated for
time worked within the first month of employment. Loudoun County Public Schools
(LCPS) maintains records that accurately reflect the compensation and related benefits
of each employee.

A. Installments. All employees are to be paid bi-weekly.
B. Pay-Outs
1. An employee who separates from their LCPS employment during the year

and who is owed any remaining portion of their salary will be paid all the remaining
salary owed to them in a lump sum payment at the next scheduled pay period following
the employee’s separation.

2. A 10/11-month employee who, having completed their contract, is not
returning to LCPS for the following contract year, may elect to have any remaining
portion of their salary owed to them either: (i) in a lump sum payment at the next
scheduled pay period following their separation from LCPS employment; or (ii) in
accordance with the regular pay schedule of their contract (i.e., standard payments in
July and August).

3. An employee who separates from their LCPS employment may elect to
have any salary supplement (e.g., retirement bonus), sick leave and/or annual leave
owed to them at the time of their separation paid out either: (i) in a lump sum; or (ii) over
the next three regular pay periods.

C. LCPS employee paychecks are electronically deposited. In instances where
LCPS would incur a fee for electronically depositing an employee paycheck, LCPS will
issue a Payroll Card with electronically loaded funds to those respective employees.
The Chief Financial Officer or designee has the discretion to issue hard-copy checks,
where circumstances warrant.
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