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Subject:   Headway Supervisor Holiday Policy  
Applicable to:   Headway Supervisors  
Effective Date:   June 25, 2017  
 
 

I. Policy  
a) Paid holidays will be granted in accordance with the guidelines set forth in this policy.  
 

II. Eligibility  
a) All Headway Supervisors employed on RTI projects are eligible for paid holidays.  
 

III. Entitlement  
a) Supervisors will receive up to 10 holidays each year.  These include:  

New Year’s Day  Martin Luther King Day  Good Friday 
Memorial Day  Independence Day  Labor Day 
Thanksgiving Day   Day after Thanksgiving Day Christmas Day 
Day around Christmas 

b) Holiday hours (up to 8 hours for each; 80 hours total) are included in Supervisors’ annual fixed salary. 
c) Supervisors will only receive time off for holidays that fall in a week in which they are actively 

working on a project assignment. 
d) Holiday hours will be prorated based upon a Supervisor’s standard hours.  For example, a Supervisor 

hired to work 20 hours a week will receive 4 hours per holiday.   
 

IV. Scheduling  
a) Supervisors are expected to use their holiday hours on the date the holiday is observed.   
b) If, due to project demands (and with project approval), a Supervisor is unable to use their holiday 

hours on the date the holiday is observed, he/she should make arrangements with his/her project 
supervisor before the holiday to use the holiday time on another day in the same week as the 
holiday.   

c) In the rare instance where project demands prevent a supervisor from using the holiday hours during 
the week of the holiday, the hours may be converted to Paid Time Off (PTO) and added to the 
supervisor’s accrued PTO balance.  Conversion requests should be made prior to the holiday and 
should be approved by the project.  Notification of this approval must be sent to 
HeadwayPayroll@rti.org before the actual holiday.  Permission to convert holiday to PTO must be 
granted by the project and Headway. 
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