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Subject:  Headway Supervisor Exempt Status Salary and Time Reporting Policy 

Applicable to:  Headway Supervisors 

Effective Date:  June 25, 2017 

 

In order to ensure that supervisors are employed in a manner that is appropriate for their job duties and 

responsibilities and to maintain a position of strength in winning competitive bids for both new and existing 

contracts, all Headway employees in supervisory positions on assignment to RTI will be classified as exempt 

status (as defined by the Fair Labor Standards Act).   

 

1. Policy 

a. Headway Supervisor employment status, pay, and time reporting must comply with the 

guidelines set forth in this policy. 

 

2. Employment Status, Salary, and Hours  

a. Supervisors are classified as exempt employees and as such receive a set salary payment 

every two weeks.   

b. Supervisor employment agreements specify the project or projects to which one is assigned, 

biweekly salary, and standard hours, which is the minimum number of required hours per 

work period.   

c. Headway may periodically revise a Supervisor’s employment agreement in response to a 

significant and consistent change in the Supervisor’s workload, responsibilities, and/or 

standard hours.  Examples include adding an additional project to the Supervisor’s 

assignment, projects adding hours in response to increased project demands, or reducing 

hours during the tapering off of work at the end of a study.   

d. Due to the unique nature of RTI and Headway’s contract research environment, exempt 

Supervisors assume significant responsibility and freedom in the accomplishment of their 

assignments. Uncompensated incidental time in excess of set standard hours is a reasonable 

expectation of exempt Supervisors. 

e. As exempt employees, Supervisors are not covered under the Fair Labor Standards Act 

(FLSA) overtime rules and will receive their set salary biweekly, regardless of the amount of 

hours reported (exceptions to this include Supervisor suspension and approved unpaid 

leave, as described below). 

 

 

3. Extended Time 

a. Supervisors are eligible to receive extended time compensation in the form of a bonus.  

Extended time will be calculated at a flat rate equivalent to the Supervisor’s hourly rate.   

b. Extended time must be pre-approved by the Headway Supervisor’s project supervisor and 

the Project Director or their designee.  If extended time is approved, the Supervisor must list 

all of their hours worked in the appropriate timesheet columns in addition to listing the 

approved amount of extended time under the Extended Time column. 

c. Extended time bonuses are not guaranteed and will be issued only in rare situations. 
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4. Time Reporting 

a. As with all project labor, accounting for Supervisor time is critical to meet Headway’s and 

RTI’s contractual obligations.  Supervisors must accurately track the hours they work on each 

task to which they are assigned.  

b. Supervisors must create one timesheet per week for each project, subtask, and area for 

which work was performed and submit them biweekly.  

c. Multiple timesheets for a two-week work period must be processed in the same work 

period.  

d. Unless approved for extended time, Supervisors are expected to complete their work during 

their standard hours. 

e. If a Supervisor has a question about whether time devoted to a particular activity represents 

time worked, they must discuss the situation with their project supervisor for a decision as 

to whether the time is reportable or not. 

f. Supervisors should record all hours worked each week—including those worked over and 

above their standard hours.   

g. Supervisor’s timesheets should reflect the actual effort expended. For example, if a 

Supervisor works 10 hours one day and 6 hours another, their timesheet should show this 

work activity as it occurred.  

h. Supervisors must monitor their workload and forecast their own labor hours.  If they foresee 

any chance that they will not have sufficient work to meet their standard biweekly hours, 

they should alert their project supervisor at least two weeks in advance.     

i. Holiday hours (prorated based upon each Supervisor’s standard hours) will automatically be 

included in weekly reporting of hours—Supervisors do not need to submit a timesheet for 

holiday hours.   

j. With the exception of holiday weeks, Supervisors are expected to account for the standard 

hours stated in their employment agreement on their timesheet(s). 

i. Project work must be billed to the correct project task and subtask codes. 

ii. Hours which are unworked due to a Supervisor’s personal needs (e.g., vacation, 

illness) must be reported on the HTE under the PTO column. 

iii. Hours spent on Headway training and other Headway mandated tasks will be 

reported on the weekly HTE using a special Headway Supervisor training charge 

code.  

5. Unpaid Leave & Project Suspension 

a. Projects may temporarily “suspend” a Supervisor for a period of one to four weeks due to 

lack of work, client funding, schedule delays, etc.  Supervisors will not receive their biweekly 

salary payment while projects are suspended. 

b. With prior approval from their Project Director and Headway, Supervisors may take unpaid 

leave in 1 week units.   

i. Supervisors must exhaust their PTO balance prior to being granted approval for 

unpaid leave.   

ii. Approval for this leave is up to Headway and the Project Director’s discretion, and 

will only be approved when the Supervisor’s absence will not impact the project’s 

progress and performance.      


