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Subject:  Paid Time Off Policy and Request Procedures 

Applicable to:   Headway Supervisors  

Effective Date:   June 25, 2017 

 

Paid time off is considered to be of mutual benefit to the employee and the company. Time off provides employees with time 

away from work to rest, relax and enjoy recreational activities.  In turn, it restores enthusiasm and productivity to the individual.  

 

I. Policy  

a) Paid Time Off (PTO) will be granted in accordance with the guidelines set forth in this policy.  

 

II. Eligibility  

a) All Supervisors are eligible for PTO.  

 

III. Entitlement  

a) Full-time Supervisors will accrue PTO at a rate of 1.539 hours per week, for each week that the Supervisor is paid. 

b) Part-time Supervisors will accrue PTO at a rate commensurate with their standard work hours per week.   

c) Supervisors may accrue up to a maximum of 80 PTO hours in a calendar year. 

d) All accrued PTO hours must be used no later than December 31 each year.  

e) Up to 40 hours of PTO may be advanced to currently active Supervisors based upon project and Headway approval.  

However, Supervisors may not be advanced more PTO hours than they will earn by the end of their current assignment. 

f) Every Jan 1st, each Supervisor has a current balance of 0 accrued PTO hours for the new calendar year or a negative 

balance due to any advanced PTO hours from the prior calendar year.   

 

IV. Scheduling  

a) Employees must submit an electronic PTO Request Form directly to Headway at HeadwayPayroll@rti.org with as 

much advance notice as possible.  Headway will confirm the employee’s PTO balance, and coordinate approval with 

the Supervisor’s assigned project(s).    

b) Requests to take paid time off will be approved based on supervisory coverage required for project operations, overall 

business needs, order in which requests are received, and Supervisor seniority.  

c) Due to business needs, Headway reserves the right to prohibit PTO time on certain days of the year, or limit the number 

of employees that can take time off on those days.  

d) It is recommended that Supervisors take their hours of PTO time throughout the year. If possible take all accrued PTO 

awarded in the first half of the year during the period spanning January 1 through June 30 of each year; then take any 

remaining hours of PTO time during the period spanning July 1 through December 31 of each year.    

 

V. Separation from Headway  

a) In the event of termination, voluntary or involuntary, unused accrued PTO time will be paid out in the last paycheck. 

All advanced PTO time will be deducted from the last paycheck.  

 

VI. PTO Request Procedures 

a) Please complete and submit the PTO Request Form to HeadwayPayroll@rti.org, copying your project supervisor(s).  

i. Locate the Headway Supervisor PTO Request Form on the Headway FI/FS Website 

(www.headwaycorp.com/rti), under the Supervisor Paid Time Off (PTO) header.  Click “Supervisor PTO 

Request Form” to open the form as a fillable pdf document.   

ii. Click the Download icon ( ) and save the form to your computer.   

iii. Complete the form electronically and save it using a unique file name. 

b) PTO requests should be submitted with as much advance notice as possible.  

c) Requests should also be completed for PTO due to illness and other personal emergencies or unforeseen events. Please 

submit a completed request when you learn of your need for PTO or as soon as possible thereafter. 

d) If assigned to two or more projects list additional projects and supervisors in your request email. 

e) Headway will consider the following when reviewing PTO requests: the available PTO hours, supervisory coverage 

required for project operations, overall business needs, order in which requests are received, and Supervisor seniority.   

f) Headway will contact your project supervisor(s) to gain project approval. 
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g) Headway will contact you via email to inform you if your PTO request is approved or denied. 

h) You must account for the time taken off on your timesheet using the PTO column to report the number of PTO hours 

used per day. 

 


