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Headway Workforce Solutions / RTI Onsite Group Description 
 

Headway was chosen by RTI International (RTI) to provide Payroll, Human Resources and Benefits 
Administration services to RTI regarding its contract workforce nationwide.  While on assignment with our 
client, RTI, Headway will be your employer.  Headway is your point of contact for all Human Resource, 
Payroll and Benefits related needs. 

 
Headway Supplemental Handbook Description for Field Supervisors  

 

The Headway Employee Handbook contains general information about employment.  The following Headway 
Supplemental Handbook for Field Supervisors is designed to provide you with the appropriate information 
relating to Headway, your assignment at RTI International, and your supervisory responsibilities.  The 
guidelines in this handbook should not be regarded or construed by the employee as a contract between 
Headway and any of its employees. 

Your Role as a Supervisor 
 

As a Field Supervisor (FS) your role as a supervisor is integral to the successful management of the project, 
providing ongoing support for and development of your field staff. You are relied upon to help Headway and 
RTI maintain a positive image with your subordinates, project contacts, and the project client. Your 
contributions as a FS are essential to maintaining a productive project. Each FS will be assigned a subset of 
field staff, for which the FS will serve as both project supervisor and administrative supervisor.  Field staff are 
critical to the success of the data collection effort, and they depend on you for guidance, assistance, coaching, 
performance monitoring, and general supervisory oversight. Your job performance has a direct effect on their 
performance, and hence, the success of the project. It is important that you are well informed with regard to 
policies and procedures in your supervisory role.  This Handbook is dedicated to supervisory responsibilities.   
 
Project technical procedures are covered in the other RTI manuals which you will have access to through your 
RTI supervisor.   
 
We at Headway would like to congratulate you on your selection as a Field Supervisor (FS) for Headway on 
behalf of our client, RTI.  We look forward to working with you.   

 
Reporting Relationships 

 

Your RTI supervisor has overall responsibility for project operations, both administrative and technical. 
However, RTI has retained Headway as a subcontractor to handle administrative matters, subject to ultimate 
RTI oversight. Under this dual arrangement, your RTI supervisor will serve as your immediate supervisor for all 
project-related technical issues and a member of the Headway Onsite Team will serve as your immediate 
administrative supervisor. As a Headway employee, you will work closely with members of the Headway 
Onsite Team to help ensure that the administrative needs of the field staff assigned to your team are handled 
quickly and efficiently.  

 

As Headway is your employer, it is important for you to contact the Onsite Team 
when the following events occur: 

 
 If you are unable to complete your assignment for any reason 
 If you have any questions regarding your paychecks or benefits 
 If you have any problem on your job assignment 
 If you are injured while on an assignment during or after business hours (844-901-3400) 
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Important Headway Websites 
 

 
A. Headway/RTI FS-FI Website:  http://headwaycorp.com/rti/ 

Username: field-supervisor Password: headwayrti 

Use this site to gain access to: 

 Headway forms 

 Employee handbooks 

 Supervisor Holiday List 

 Benefit information 

 Recruiting resources 

 Safety resources 

 Important contacts 

 RTI International’s site  

 Headway Workforce Solutions site  

 

B. MyHeadway Website: https://www.myheadway.com/ 

 New or rehired employees will have a one-stop shop for all their employment documents 

 All employees are expected to use myHeadway for the immediate change of the following: 

o Contact information, including email address, mailing address, physical address, and phone 

number 

o Federal tax withholdings  

o State tax withholdings 

o Direct deposit changes 

 All employees are expected to use My Headway for:  

o Viewing and printing pay stubs  

o Viewing current and past W-2s 

o Viewing Headway work history 

o Submitting time and expenses 
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Code of Conduct 
 

Employees are expected to observe “common sense” rules: honesty, good conduct, general job interest, safe 
practices and adhere to generally accepted customs of good taste in relation with each other. 
 
The following are examples of unacceptable conduct.  These rules are not all-inclusive but represent the types 
of unacceptable behavior, which may cause or result in disciplinary action, up to and including discharge. 
 

1. Individual or collective falsification of employment, personnel, expense reports, or other company 
records.  This includes, but is not limited to the application, time records, mileage records, or 
production records. 
 

2. Willful falsifying of a timesheet or unauthorized altering of a timesheet. 
 

3. Falsifying, modifying, or otherwise altering any survey data which, includes but is not limited to 
information or answers given by respondents and records of contacts or attempted contacts.  
 

4. Failure to comply with company policy or project protocol. 
 

5. Stealing client property, government property, or property of any employee or respondent.  
 

6. Hiding, concealing, or misappropriation of company property, or the property of other employees. 
 

7. Sabotage to company property, willful damage to client property, product, or employee or respondent 
property. 
 

8. Possessing weapons, explosives, tapes, data recording devices or cameras without authorization. 
 

9. Soliciting from or conducting with any RTI respondent, any personal or other business not directly 
related to the performance of the work assigned to the employee by RTI. 
 

10. Concealing defective work. 
 

11. Insubordination:  Use of threatening or disrespectful language toward a Headway Representative, RTI 
Representative, RTI’s client, respondent, or other employees. Use of profane, abusive or disrespectful 
language while on assignment. 
 

12. Violation of Policy on Operating Motor Vehicles For Business Purposes. 
 

13. Unauthorized use of an automobile rented for business purposes while on assignment.  This includes, 
but is not limited to, transporting unauthorized passengers. 
 

14. Failure to consistently work per project needs. 
 

15. Failure to notify your immediate Supervisor if you are going to be late/absent prior to your scheduled 
work shift. 
 

16. Failure to receive advance approval from your immediate Supervisor before working overtime hours. 
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Work Schedule 
 

It is very important that all employees understand that attendance plays a key role in the success of each 
study.  Headway employees are expected to consistently work based on the specifics of each project as 
indicated by your supervisor. Failure to comply with the needs of the project will result in disciplinary action, 
up to and including suspension and discharge.  
 
In the rare instances where employees are unable to work as scheduled, they must notify their immediate 
Supervisor and Headway Onsite Team at least two weeks in advance of their scheduled work hours.  If an 
emergency situation arises please contact your immediate Supervisor as soon as possible.   
In the event of inclement weather, employees are expected to make a good faith effort to work; however, 
personal safety should be your primary concern.  You must use your own judgment in determining the safety 
of getting to and from work based on the conditions in your area.  If you choose not to work due to inclement 
weather, you must notify your immediate Supervisor and Headway Onsite Team.  You will not be paid for 
any time not worked. 

 
Dress Code 

 

As a representative of Headway Workforce Solutions (Headway) working with RTI International (RTI), it is 
our expectation that you will dress appropriately for the position and the environment in which you are 
working.  Questions regarding the appropriateness of a particular outfit should be discussed with the 
immediate Supervisor and/or the Headway Onsite Team. 

 
Personnel Records 

 

Confidential personnel records are maintained at the Headway branch offices.  Personnel records are the 
property of Headway and are therefore not available for review except as provided for under applicable state 
laws.   

 
Performance Evaluations 

 

Of the many factors considered in making hiring decisions, on-the-job performance is the most important and 
critical.  If you previously worked for RTI and are being considered for another project, your past performance 
evaluation will be shared and taken into consideration for placement on an assignment.    

 
Employment Verification 

 

All inquiries are required to be submitted in writing to your Headway Onsite Team.  Headway uses The 
Work Number to provide automated employment and income verifications.  The Work Number reduces risk 
of liability from providing erroneous or unauthorized information, and our employees receive the benefit of 
rapid verification completion, 24 hours a day, 7 days a week.  The verifier benefits by receiving immediate 
access to information that is convenient, accurate and secure.  

 
Return of Company Property 

 

All property of Headway and the property of RTI must be returned to RTI immediately upon request.   

 
 

  



7 
Revised 6/22/17 

Social Media Policy 

The information below expands upon and enhances, but does not replace, the Social Media policy stated in the 
Headway Employee Handbook.   
Information shared via social media that mention Headway, RTI, a research project or work assignment, or 
one’s Headway, RTI, or project affiliation may rightfully be attributed to Headway, RTI, or a given project, and 
has the potential to affect our reputation, that of our client (RTI), and that of RTI’s clients.  The term “social 
media” refers to a variety of online technologies that allow users to share text, links, photos, video, audio, and 
other content online, and also to tag or rate such content. Social media includes, but is not limited to, blogs, 
forums, social bookmarking, microblogs, wikis, social networking sites, and social network aggregators. 
Headway employees who participate in social media are personally responsible for the information they share. 
When posting or contributing to social media, employees should use common sense and good judgment and are 
expected to conduct themselves professionally at all times. Headway is not legally responsible, and will not 
assume liability, for any content posted or contributed by employees through social media. Headway reserves 
the right to investigate any potentially inappropriate content posted or contributed by employees on social 
media sites (whether external or internal sites) and may make efforts to take down any content that does not 
comply with this policy. 
 
Headway employees are specifically prohibited from: 

 Sharing information about work or research performed for RTI. 

 Sharing information about Headway or RTI that has not been publicly released including but not limited 
to research operations procedures, revenues/finances, intellectual property and company strategy. 

 Sharing confidential information about Headway, RTI, RTI’s clients, potential clients, partners, 
suppliers, or employees. 

 Speaking on behalf of Headway, RTI, or a given project or representing that you do so.  

 Using a Headway, RTI, or an RTI client logo or slogan. This is to prevent the appearance that you 
represent the company in an official capacity. 

 Responding to a media query (including from a blogger) regarding any information about Headway, 
RTI, or an RTI client or its work. 

Failure to comply with this policy may result in disciplinary action, up to and including termination. 

 
 
 
 

  



8 
Revised 6/22/17 

Employee Counseling and Discipline Policy 
 

Introduction 
In order to maintain the safety and welfare of all employees and satisfy the performance requirements 
established by Headway and RTI, all employees are expected to meet Headway's standards of work 
performance.  Work performance encompasses many factors, including but not limited to: attendance, 
punctuality, personal conduct, professional behavior or fulfilling commitments, job proficiency, and general 
compliance with the Headway and RTI policies and procedures. 
 
If an employee does not meet these standards, Headway may, under appropriate circumstances, terminate the 
employee immediately or take corrective action other than immediate dismissal.  However, nothing in this 
policy alters the at-will nature of employment with Headway.  Either Headway or the employee has the 
option to terminate the employment relationship at any time, with or without cause or notice. 
 
The intent of corrective action is to formally document performance issues while providing the employee 
with reasonable time within which to improve performance.  The process is designed to encourage 
development by providing employees with notification of areas that need improvement. 
 
To assure uniformity and fairness of treatment, Headway has established counseling procedures to formally 
communicate the need for an employee to meet the expected standards of work performance.  Such 
counseling actions require corrective action on the part of the employee and any written notices are designed 
to provide formal recognition of this need for action.  This counseling will generally be provided at the 
intervals listed below. 
 

Notice Types 
The following provides a description of each notice type in the disciplinary process. 
 

I. Verbal Warning – The verbal warning is the first step in the process and generally used for first 
offenses.  The verbal warning will be followed by an email that documents the discussion of the 
offense.   

 

II. Written Warning – The written warning is generally the second step in the disciplinary process.  This 
document is provided to the employee.  The supervisor will discuss the warning with the employee 
after the employee receives it. 

 

III. Probation Notice – The probation notice is generally the third step in the disciplinary process.  This 
document is provided to the employee.  During probation, the employee is not eligible for salary 
increases, bonus awards, promotions or transfers.  The supervisor will discuss the notice with the 
employee after the employee receives it. 

 

IV. Termination Notice – Termination is the final step in the disciplinary process releasing the employee 
from employment with Headway.  Headway will contact the employee to notify him/her of 
termination.  This document is provided to the employee. 

 
Depending on the circumstances, Headway reserves the right to escalate disciplinary actions up to immediate 
termination.  Following are some examples of grounds for immediate dismissal: 

 Failure to comply with company policy or project protocol  
 Confirmed falsification of data, including but not limited to screenings, interviews, timesheets, 

expense reports, or employment application 
 Unexplained loss of or damage to equipment provided to the employee, not reimbursed by the 

employee  
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 Being found under the influence of using or unauthorized possession of alcohol or illegal substances 
while working 

 Theft 
 Possession of a firearm or other dangerous weapon while working 

 
This list is intended to be representative of the types of activities that may result in immediate termination.  It 
is not exhaustive, and is not intended to be comprehensive.  
 
Appeals 
Employees may appeal a disciplinary action within 15 days from the date on the notice.  Only written appeals 
(email, fax or mail) submitted to Headway HR within 15 days of the disciplinary notice date will be reviewed.  
After filing an appeal, an active employee is expected to continue to work and fulfill corrective actions as stated 
in the disciplinary notice, unless otherwise notified by Headway HR. 
 
Conclusion 
All disciplinary actions will remain on file with Headway for the duration of employment.  Please contact the 
Headway HR Onsite Team at 800-208-7043 for questions regarding this policy. 
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Expense Reimbursement Policy 
 

As a Headway employee on assignment to RTI, you will frequently incur expenses on behalf of your project. 
You will be reimbursed for pre-approved business expenses by submitting a completed expense report along 
with original receipts (for individual expenses over $25) to your supervisor or a Headway representative within 
seven days of incurring the actual expense. Failure to obtain proper pre-approvals or failure to submit business 
expenses within 30 days may result in non-payment. Expenses must be approved by your supervisor or a 
representative of Headway before you are reimbursed. Headway will reimburse pre-approved business mileage 
according to GSA regulations and recommendations. 

 
 

Headway Equipment Policy and Procedures 
 

Purpose: 
To encourage Headway field staff to maintain adequate security, care, and responsibility for issued equipment 
and to document remediation processes in the event of lost, stolen, damaged, or otherwise unreturned 
equipment. 
 
Policy: 
During employment with Headway Workforce Solutions (Headway) on assignment with RTI International 
(RTI), field staff may receive equipment including, but not limited to, electronic devices (e.g., iPAQ, 
computers, video and audio recorders, cameras, medical devices, measuring devices, etc.) as well as non-
electronic equipment (e.g.,  medical devices, measuring equipment, tools, luggage/containers, etc.).  
 
Field staff employees understand that all equipment provided is the property of either RTI or the United States 
Government and is to be used only for project business purposes. Field staff employees agree that while this 
equipment is in their possession, they will not in any way alter the software that was installed by RTI, unless 
specifically instructed to do so by RTI staff. Field staff employees agree not to install any software on this 
equipment that is not supplied by RTI. Additionally, upon request by their supervisor, project management or 
Headway, field staff employees will return all equipment immediately to the appropriate person(s) as designated 
by their supervisor, project management or Headway. Field staff employees understand that failure to return 
project-related equipment will result in disciplinary action, legal action, and/or payroll deductions.  
 
Failure to return equipment that is the property of the United States Government  is conversion of United States 
Government property and is a federal crime under the provisions of Article II, Section 641 of the United States 
code which provides that any person who embezzles, steals, purloins, or knowingly converts to his use or the 
use of another, or without authority sells, conveys, or disposes of anything of value of the United States shall be 
fined in an amount up to $10,000 or imprisoned not more than 10 years or both. Any person failing to return 
equipment will be reported to the Federal Bureau of Investigation and local law enforcement authorities. 
 
Furthermore, field staff employees understand that they are fully and legally responsible for taking reasonable 
and appropriate steps to safeguard this equipment against damage, loss, theft or vandalism.  In the event that 
equipment becomes damaged, lost, stolen or vandalized, field staff employees will notify their supervisor, 
project management and Headway immediately. 
 
In the event the equipment is damaged or lost, the circumstances and the number of instances will be reviewed 
by RTI and Headway and field staff employees may be subject to termination and/or required to pay for the 
repairs or the depreciated cost of the equipment. 
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In the event the equipment is stolen or vandalized, a police report must be filed immediately in the jurisdiction 
where the equipment was stolen or vandalized. Failure to file a police report will be investigated by RTI and 
Headway and field staff employees will be subject to termination and possible civil or criminal action. Field 
staff employees agree to cooperate with any police investigation. 
 

Procedure: 
Electronic equipment will not be issued to Headway Field Staff before RTI project staff has ensured the 
proper completion of the following: 

a. FI criminal background check by Headway Workforce Solutions 
b. Formal hire letter sent to the FI  
c. Headway Equipment Policy electronically signed by the Field Staff Employee during on-boarding  

Electronic equipment will not be issued to FI’s in advance of project training.  Training manuals, policies and 
procedure manuals, etc. may still be sent to Field Staff Employees for “home study” in advance of project 
training. 
 
The policy applies to any individual piece of equipment, as identified by the project, issued to the Headway 
employee.  Fault or negligence is irrelevant in the application of the remediation process. 
 
Definitions:   
Equipment – projects identify all items to be considered “equipment” subject to the terms of this policy.  This 
typically includes electronic devices (e.g., computers, video and audio recorders, cameras, medical devices, 
measuring devices, etc.) as well as non-electronic equipment (e.g., medical devices, measuring equipment, 
tools, luggage/containers, etc.).  Projects should not list materials normally considered “consumables” such as 
forms, office supplies (e.g., pens, pencils, pads, clips, binders, tape, etc.). 
 
Value – equipment value is the depreciated value of an individual piece of equipment at the time the 
equipment is lost or damaged; it is not the replacement cost (unless the equipment is brand new when lost or 
damaged).  
 
Limit of Liability -- Headway is responsible only for the cost of lost and/or damaged equipment identified 
under this policy.  Headway and its employees are not financially responsible for any data, software, images, 
etc. that may have been loaded or otherwise entered into an electronic device that was lost or damaged under 
the purview of this policy.  Further, Headway and its employees have no financial responsibility or liability 
for the labor associated with the loading or collection of the data, software, images, etc.  This includes the 
labor costs associated with subsequent reloading or reproducing the lost data, images, and/or software.  
Finally, any costs associated with preparing and shipping replacement equipment to a Headway field staff 
member is the responsibility of the project, not Headway. 
 
Occurrences – remediation is applied to an “occurrence” of loss or damage regardless of the number of 
individual pieces of equipment affected.   
 
Period of Remediation – the count of occurrences will be tracked on a single project regardless of the 
chronological length of the field data collection period(s) as well as across multiple RTI-sponsored projects to 
which a Headway staff member may be assigned either simultaneously or in succession. 
 
Clearing of Occurrence Count – the count of occurrences (either 1 or 2) will be cleared after a period of 3 
years (36 months) of no equipment loss or damage.  This period includes any time that the staff member may 
not be working on an RTI-sponsored project.   
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NOTE:  Clearing of the occurrence count will not be applied to anyone who was terminated (at either 
Occurrence 2 or 3).  Anyone terminated for equipment loss may work only on future RTI projects that do not 
require the issuing of equipment as defined by this policy.   
 
Hardware - Users shall electronically sign during Headway on-boarding a Headway Equipment Policy 
acknowledging RTI/Federal Government ownership and control of the laptop computer and related 
equipment issued to them, and the user's responsibility to take reasonable care of that equipment. 

a. Any exchanges or upgrades of equipment shall be directed, monitored, and authorized by RTI staff. 
b. Repair of broken or defective equipment must be carried out or authorized by RTI staff. 
c. Users may not add to or enhance equipment supplied by RTI at their own expense. 

 
RTI equipment may not be used for purposes not related to RTI work. 

a. Users must not create or install personal files or programs on RTI equipment. 
b. Access to modems installed in RTI equipment and to information about phone numbers and passwords 

for RTI transmissions must be strictly limited to RTI staff. 
c. Installation of personally owned software or of software belonging to another employer on RTI hardware 

is strictly forbidden. 
 

Software - Software installed on RTI equipment under license from a vendor or client is limited to the 
individual machine and under control of RTI staff.  Copying or transferring of software by users is in violation 
of copyright laws, exposes both the individual user and RTI to legal action, and is strictly forbidden. 
 
Software or programs developed and written by RTI are the property of RTI and may not be copied or 
transmitted except as authorized by RTI. 
 
Changes to installed software 

a. Exchange or upgrade of software on RTI equipment shall be under control and authorization of RTI staff. 
b. Correction of defects in software installed on RTI equipment shall be under control of RTI staff. 
c. User additions to, enhancements or upgrades of software licensed to or developed by RTI are forbidden 

except as authorized by RTI staff. 
 

Data - Use of any RTI data installed in, transmitted to, or entered into RTI computer equipment, including 
project administrative data such as information on personnel, for purposes not related to RTI work, violates 
existing confidentiality pledges, is categorically forbidden, and is grounds for legal action.   
Consumables - Diskettes and other consumable computer supplies furnished to users by RTI may not be used 
for purposes other than RTI business. 
 
Remediation:   
In all occurrences the project staff must submit a completed Headway Disciplinary Action Form to begin the 
remediation process detailed below: 
 

1st Occurrence  
No remediation applied to the Headway field staff member.   He/she will receive a written notification 
documenting the occurrence and advising him/her of the consequences of any further loss/damage of 
equipment according to this policy. 
 
Headway reimburses the “owner” (e.g. RTI or contract) for the depreciated value at the time of loss of 
the equipment OR actual cost of repair (whichever is less) within 30 calendar days of receiving the 
completed Disciplinary Action Form from the “owner.” 
The field staff member will not be required to repay Headway for any or all affected equipment.  
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2nd Occurrence 
A written notice of probation or termination (depending on the circumstances) is issued to the 
Headway field staff member.  [NOTE:  Headway retains ultimate decision-making responsibility 
regarding terminations.  They will consult with project management staff regarding circumstances and 
consider those in light of employment and EEOC regulations in making their final determination.] 
 
Headway reimburses the “owner” (e.g. RTI or contract) for the depreciated value at the time of loss of 
the equipment OR actual cost of repair (whichever is less) within 30 days of receiving the completed 
Disciplinary Action Form. 
 
The Headway field staff member will be required to repay the depreciated value at the time of loss of 
the equipment OR actual cost of repair (whichever is less) to Headway.  [NOTE:  If a field staff 
member on probation fails to repay Headway, Headway may terminate the employee for cause at their 
discretion.  They will notify project staff in advance of the impending action.] 
 
3rd Occurrence 
A written notice of termination will be issued to the Headway staff member. He/she will be ineligible 
to work on any RTI project which requires equipment for 36 months from the date of termination.  
 
Headway reimburses the “owner” (e.g. RTI or contract) for the depreciated value at the time of loss of 
the equipment OR actual cost of repair (whichever is less) within 30 days of receiving the completed 
Disciplinary Action Form. 
  
The Headway field staff member will be required to repay the depreciated value at the time of loss of 
the equipment OR actual cost of repair (whichever is less) to Headway.  

 
Subsequent Recovery of Lost or Stolen Equipment: 
If a laptop or electronic equipment is stolen or vandalized, a Police Report must be filed immediately in the 
jurisdiction where the equipment was stolen or vandalized.  Failure to file a Police Report for stolen or 
vandalized equipment will be investigated by RTI and Headway and will be subject to possible civil or 
criminal action.  
 
In the event that lost or stolen equipment (for which Headway has already reimbursed the “owner”) is 
subsequently located and returned, Headway will invoice the “owner” to recover the full amount originally 
reimbursed. 
 
Recovery and return of equipment will clear the “occurrence” from the field staff member’s record. 
 
Grandfathering Prior Losses: 
This policy supersedes all prior Headway AND project-specific equipment policies that were applied to 
Headway employees. 
 
Any prior “occurrences” of lost or damaged equipment documented under a now superseded equipment policy 
DO carry over to the new policy.  For example, anyone having a first occurrence under a prior policy will still 
have one occurrence on record under the new policy.  A second loss of equipment will be remediated as 
described herein under “2nd Occurrence.” 
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Operation of Motor Vehicles for Business Purposes 
 

All Headway employees who choose to drive an automobile for business purposes must adhere to the 
following policies:  
 
General Policies: 

 Employees must have a valid driver’s license at all times. 
 Employees must have current automobile insurance at all times. 
 Employees must wear seat belts at all times. 
 It is the employees’ responsibility to inform Headway if he or she has committed a moving violation 

or is involved in an accident both while on and off the job.   
 Employees may not have more than three (3) moving violations or accidents within a three-year (3) 

period, including but not limited to speeding violations, failure to stop/yield violations, reckless 
driving violations, failure to wear seatbelts, etc. 

 Employees are not, under any circumstances, permitted to drive while under the influence of alcohol 
or any other legal or illegal drug (excluding legal, prescribed medications and over-the-counter drugs 
that do not alter the employee’s ability to drive). 

 Employees may not drive on-the-job for a period of two (2) years after being convicted of driving 
under the influence of alcohol or drugs, leaving the scene of an accident, or vehicular manslaughter. 

 At any time an accident occurs, employees are required to immediately contact the police and 
Headway, regardless of the severity of the accident. 

 

 Employees must use care when driving while using a cell phone. If cell phone use is necessary, 
employees must use a “hands free” system (headset, or speakerphone) while driving (if permissible by 
state law). Employees must make an effort to know the transportation laws of the city, county, and 
state in which the employees are traveling. Several municipalities and states have laws pertaining to 
cell phone use while driving.  For example, in some states, the driver may only use a “hands free” cell 
phone, while other municipalities prohibit all cell phone usage while operating a motor vehicle. 

 Headway will not assume liability for personal property that is lost or stolen from a vehicle or 
damaged in a vehicle.  Personal property includes, but is not limited to, personal vehicle and 
accessories owned by the employee or a third party, purse or personal computer equipment.   

 
Violation of any of these policies may result in disciplinary action, up to and including termination.   
At the request of RTI, random license checks may be performed throughout the year.  It is the employee’s 
personal responsibility to immediately inform Headway if he/she is in violation of any of the above policies.  
Deliberate omission of information may result in disciplinary action. 
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Headway Field Escort Policy 
 

In order to safely and effectively complete their assignments, field data collection staff may at times require the 
assistance of a Field Escort (FE).  FEs will be hired as Headway employees, will complete all standard 
employment and background check procedures, and are subject to standard Headway expectations for field 
data collector performance.    
 
 

I. Policy 
a) Field Escorts are required to be employed directly by Headway.  Utilization of informal or 

undocumented workers, escorts, or assistants by Headway employees is prohibited. 
 

II. Headway and RTI Approval 
a) Data collectors should discuss safety and other concerns with their supervisor who, in turn, is 

responsible for assessing the situation and devising a safe and effective plan for the completion 
of data collection activities.   FEs are one of the resources available to field staff in these 
situations. 

b) Supervisors should submit requests for FE assistance to their project supervisor who will, in turn, 
submit approved requests to HeadwayHR@rti.org.   

c) FE candidates may be referred by the project (preferred method) or sourced through CORE.  
Sourcing through CORE requires the completion of a Headway Staff Request Form and will be 
completed following standard CORE procedures (which are not described in this document). 

 
III. Application and Background Check Requirements 

a) Headway will contact FE referral candidates to complete electronic on-boarding and initiate the 
background check. 

b) FEs will complete an application for employment by Headway and are required to complete all 
standard on-boarding forms. 

c) FEs are subject to the same background check requirements as other field staff.  Based on the 
results of the background check, Headway may determine that certain candidates are not eligible 
for employment as FEs.    

d) Headway will communicate back to the Field Supervisor and Project once the candidate is 
cleared to begin assignment.   

 
IV. Employment Status   

a) FEs are classified as non-exempt employees and receive a set hourly pay rate.   
 

V. Time and Expense Reporting and Approval  
a) FE labor hours and allowable expenses must be submitted using standard Headway time and 

expense report forms.   
b) FEs must submit one timesheet per project, area, and sub-task charge code used each week.  
c) The Headway Field Supervisor for the area in which the FE worked, or alternate Headway/RTI 

management personnel, must review and approve all FE time and expense reports.     
 

VI. Field Escort Supervision and Expectations  
a) Day to day supervision of FEs is the responsibility of the data collector to whom they are 

assigned.   
b) Like other field staff, FEs are ultimately under the management and direction of the Headway 

Supervisor and/or project staff responsible for the region in which they perform their work.   
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c) Supervisors have the right and responsibility to question submitted labor hours and expenses, and 
to coach and direct FEs.   

d) FEs must comply with standard expectations for field staff professionalism, protection of 
respondent’s rights, truthfulness, and accuracy of reported time and expenses.  Failure to comply 
with any of these expectations may result in release from their assignment.     
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Headway Supervisor Exempt Status, Salary, and Time Reporting Policy 
 
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).   
 

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

guidelines set forth in this policy. 
 

II. 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). 

 
III. 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. 
 

IV. 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. 
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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.  
 

V. 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.      
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Supervisor Paid Time Off Policy and Procedure 
 
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).  

a. 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.   

b. Click the Download icon ( ) and save the form to your computer.   
c. Complete the form electronically and save it using a unique file name. 
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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. 
g) Headway will contact you via email to inform you if your PTO request is approved or denied. 

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.   
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Headway Supervisor PTO Request Form 
 
 

 
Please submit this form to HeadwayPayroll@rti.org, copying your project supervisor(s).   
 
Headway will confirm your PTO balance, confer with your project supervisor(s), and respond to your request 
via email as soon as possible.   

 
 
 
 
 
 
 
 
 

*If assigned to two or more projects, please list additional projects and supervisors in your email. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You must enter the time taken off on your timesheet using the PTO column to report the number of PTO hours 
used per day. 
 
For additional information regarding PTO accrual, usage and scheduling, please see the Headway Supervisor 
Paid Time Off Policy and Procedures. 
 
 
 
 
 
 

Employee Name  

Employee ID  

RTI Project Number*  

RTI Project Supervisor  

Week Beginning Sunday (MM/DD/YR)  

Day of Week Date PTO Hours Requested 

Sunday   

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

Saturday   

Total  
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Supervisor Holiday Policy 
 
 

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  President’s Day 
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.   
i) 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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Viewing Pay Stubs 
 

ALL employees have the ability to view their Payroll stubs and their Expense and Advance stubs online.  We 
strongly suggest you check your paystubs online weekly.  Direct deposit or pay cards are the only two options 
for payroll.  These programs help us decrease paper and labor and they also add convenience and timeliness to 
payroll.  
 
To view your check stub please follow these steps:  
 

1. Go to www.myheadway.com 
2. Enter your email address on file with Headway  

a. If there is no email on file or your email is not correct, please contact your Headway 
payroll support representative during EST business hours, via email at 
HeadwayPayroll@rti.org. Include your employee ID, legal name and phone number.  

b. If you are unable to submit an email, please call Headway payroll direct (800) 208-7043.  
3. Click the link “myHeadway Login” (top right).  Please do NOT click the MyHeadway Registration.    
4. If this is your first visit to myHeadway or you forgot your password you must request a new 

password by clicking the “Forgot my password/Need new password” link from this login page.  
Enter your email address and select the request password button.  This will send you a temporary 
password that you will after you have logged in. 

5. Once you have your password click the link “myHeadway Login” on the myHeadway site, enter 
your email and password and click “Login.” 

6. The first screen you see is called “Employment Overview.”  It shows your work history at the top of 
the screen and below is the pay stub finder.  You will select the check date from the drop-down list 
and click “View Available Checks.”  Then you will click on the specific Check Number under the 
statement “Please click on a check number to view the associated pay stub.”  Please wait patiently 
while the pay check window opens (this takes about one to two minutes to load.) 

7. You are then able to save the file to your own computer or print the file to your own printer. 
 
If you are having technical difficulty with the website please contact Headway's IT department at (919) 424-
5775 or email websupport@headwaycorp.com.  Your Onsite Team is also available at (800) 208-7043. 

 
 

Direct Deposit (no cost to employees) 
 

Headway is currently offering two options for you to receive your paycheck (direct deposit or pay card).  
Headway believes it is in your best interest to sign up for direct deposit.  Please be aware that if your 
check should get lost in the mail, it can take up to 10 business days to reissue a new check.  
 
Direct Deposit will eliminate check cashing.  You will be able to immediately draw upon these funds without 
having to wait for the check to clear.  On payday, you will be able to log into your www.MyHeadway.com  
profile and view or print your paystub. 
 
In order to set up your deposits and to determine if your bank is a participant in the direct deposit system, we 
will need both your account number and your bank’s routing number. Please double-check your numbers 
when entering them online.  We do not require a voided check.    
 
Please complete the direct deposit online at www.MyHeadway.com following the Electronic On-boarding 
manual given to you at hire in the form of a link.  You may contact Headway at (800) 208-7043 or email us 
at HeadwayHR@rti.org for assistance with locating this manual. 
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Frequently asked questions regarding Direct Deposit: 
How do I sign up for Direct Deposit? 
You will complete the electronic on-boarding paperwork online at www.MyHeadway.com.  This will include 
the “Options for Receiving Pay” link where you set up your direct deposit or pay card.   
 
Can my money be directed into different accounts? 
You may choose to direct your paycheck into as many as two different accounts by indicating the dollar 
amount or percentage of your paycheck that you would like credited to each account.  Specify whether each 
account is savings or checking. 
 
When will my money be in my account? 
Funds are generally in your account each Monday by 2:00 pm EST after payroll has been processed. 
 
Can I have my incentive money deposited into a separate account? 
Yes, if applicable, you may allocate your expenses and incentive reimbursement into a separate account but 
they cannot be split between two accounts.  Follow the Electronic On-boarding manual for instructions on 
setting up your direct deposit accounts.  HeadwayHR@rti.org or (800) 208-7043 may assist you in finding 
this manual.   
 
Why does the deposit take 2 or more days to enter my account? 
There have been some questions raised concerning the length of time it takes for Direct Deposits to be 
credited to an individual’s account.  Due to differing bank policies it may take up to two days (48 hours) for 
each individual bank to receive our funds but typically this only applies to the smaller banks. 
 
How long does it take for Direct Deposit to start after I sign up? 
Direct Deposit will begin in most cases two weeks after we receive your request.  Please remember to check 
your paystubs weekly online at www.MyHeadway.com.  
 
What if my money is not in my bank account by Monday? 
If you call an automated teller line and do not hear that your paycheck has been credited to your account, 
contact your bank’s customer service department.  The money may actually be in your account if your 
automated teller line was not updated that day.  If you still encounter a problem, contact the Headway Onsite 
Team at (800) 208-7043, extension 4 for payroll. 
 
What if I change banks or want to add another account? 
If you want part or all of your paycheck to begin going into a new account, simply log into your Headway 
profile at www.MyHeadway.com and change the “Options for Receiving Pay.”   
 
These policies are set forth by the bank and the Federal Reserve, not Headway. 
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Benefit Welcome Page 
 

As of January 1, 2014, everyone is required to have health insurance, or will be assessed a tax penalty. Visit 
www.healthcare.gov for more information.  
 
Headway has provided a slide presentation to better communicate the benefit offerings available to Headway 
Workforce RTI Field Supervisors:  

 Medical Plans  
 Dental   
 Vision  
 Employer paid Life  
 Voluntary Life  
 Allstate plans  
 Other beneficial resources offered by insurers  

 
This online presentation is available by navigating to the FS-FI website at 
http://headwaycorp.com/rti_fs/forms.php, which also provides additional details about the plans.  
 
401(k) Plan (Pre-Tax) 
Headway’s 401k is administered by Charles Schwab. You will be eligible to enroll after 90 days of 
employment.  Enrollment is available four times a year after you meet your eligibility: January 1, April 1, 
July 1 and October 1. Please note that employment dates start the first day that the employee works, not the 
date on the hire letter.  Contact Schwab directly at (800) 724-7526 or www.schwabplan.com. 
 
Employee Assistance Program 
This plan is designed to offer employees confidential and professional assistance in handling difficult 
personal problems.    
 
 

Please direct any questions regarding benefit plan materials to: 
 

Benefits Administrator 
Headway Workforce Solutions 

421 Fayetteville Street 
Suite 1020 

Raleigh, NC 27601 
(800) 948-9379 

Select option 3 for existing employees and then choose extension 3 for Benefits 
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General Statement of Benefits 
 

Headway strives to provide a competitive package of employee benefit programs for its eligible employees. 
 
The benefits provided by Headway are described in the Benefits Summary that is being provided to you. The 
complete terms of all Headway employee benefit plans are contained in the official plan documents, which 
are available to employees in accordance with law.  Employees should also consult the Summary Plan 
Descriptions distributed to employees.  
 
THE APPLICABLE CONTRACTS OR PLAN DOCUMENTS GOVERN YOUR RIGHTS AND 
OBLIGATIONS. 
 
Headway provides an array of valuable employee benefits for its employees.  Consistent with law, the 
Company reserves the right, to be exercised in its sole discretion at any time, to change, suspend, amend, 
modify, or terminate any of its employee benefit plans and programs or to require or increase employee 
premium contributions or employee payments toward any benefits.  Headway also reserves the right, in its 
sole discretion, to interpret any and all benefit plans and programs.  
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Family Medical Leave Act 
 

Upon hire, Headway provides all new employees with notices required by the U.S. Department of Labor (DOL) 
on Employee Rights and Responsibilities Under the Family and Medical Act.  The function of this policy is to 
provide employees with a general description of their FMLA rights. In the event of any conflict between this 
policy and the applicable law, employees will be afforded all rights required by law.  
 
If you have any questions, concerns or disputes with this policy, you must contact the Human Resources 
Director at the Headway corporate office.  
 
For complete details about FMLA please see your Headway Employee Handbook located at 
http://headwaycorp.com/rti/. 
 
General Provisions  
Under this policy, Headway will grant up to 12 weeks (or up to 26 weeks of military caregiver leave to care for 
a covered service member with a serious injury or illness) during a 12-month period to eligible employees. The 
leave may be paid, unpaid or a combination of paid and unpaid leave, depending on the circumstances of the 
leave and as specified in this policy. 
 
Eligibility  
To qualify to take family or medical leave under this policy, the employee must meet the following conditions:  

 The employee must have worked for the company for 12 months or 52 weeks. The 12 months or 52 
weeks need not have been consecutive. Separate periods of employment will be counted, provided that 
the break in service does not exceed seven years. Separate periods of employment will be counted if the 
break in service exceeds seven years due to National Guard or Reserve military service obligations or 
when there is a written agreement, including a collective bargaining agreement, stating the employer’s 
intention to rehire the employee after the service break. For eligibility purposes, an employee will be 
considered to have been employed for an entire week even if the employee was on the payroll for only 
part of a week or if the employee is on leave during the week.  

 The employee must have worked at least 1,250 hours during the 12-month period immediately before 
the date when the leave is requested to commence. The principles established under the Fair Labor 
Standards Act (FLSA) determine the number of hours worked by an employee. The FLSA does not 
include time spent on paid or unpaid leave as hours worked. Consequently, these hours of leave should 
not be counted in determining the 1,250 hours eligibility test for an employee under FMLA.  

 The employee must work in a work site where 50 or more employees are employed by the company 
within 75 miles of that office or work site. The distance is to be calculated by using available 
transportation by the most direct route.  

 
Basic Leave Entitlement   
To qualify as FMLA leave under this policy, the employee must be taking leave for one of the reasons listed 
below:  

 The birth of a child and in order to care for that child.  
 The placement of a child for adoption or foster care and to care for a newly placed child.  
 To care for a spouse, child or parent with a serious health condition (described below).  
 The serious health condition (described below) of the employee.  

An employee may take leave because of a serious health condition that makes the employee unable to perform 
the functions of the employee's position.  
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A serious health condition is defined as a condition that requires inpatient care at a hospital, hospice or 
residential medical care facility, including any period of incapacity or any subsequent treatment in connection 
with such inpatient care or as a condition that requires continuing care by a licensed health care provider.  
This policy covers illnesses of a serious and long-term nature, resulting in recurring or lengthy absences. 
Generally, a chronic or long-term health condition that would result in a period of three consecutive days of 
incapacity with the first visit to the health care provider within seven days of the onset of the incapacity and a 
second visit within 30 days of the incapacity would be considered a serious health condition. For chronic 
conditions requiring periodic health care visits for treatment, such visits must take place at least twice a year. 
Employees with questions about what illnesses are covered under this FMLA policy or under the company's 
sick leave policy are encouraged to consult with the Human Resource Manager.  
 
If an employee takes paid sick leave for a condition that progresses into a serious health condition and the 
employee requests unpaid leave as provided under this policy, the company may designate all or some portion 
of related leave taken as leave under this policy, to the extent that the earlier leave meets the necessary 
qualifications. 
 
Amount of Leave  
An eligible employee may take up to 12 weeks for the first five FMLA circumstances above (under heading 
“Basic Leave Entitlement”) under this policy during any 12-month period. The company will measure the 12-
month period as a rolling 12-month period measured backward from the date an employee uses any leave under 
this policy. Each time an employee takes leave, the company will compute the amount of leave the employee 
has taken under this policy in the last 12 months and subtract it from the 12 weeks of available leave, and the 
balance remaining is the amount of time the employee is entitled to take at that time. 
 
An eligible employee can take up to 26 weeks for the FMLA military caregiver leave circumstance above 
during a single 12-month period. For this military caregiver leave, the company will measure the 12-month 
period as a rolling 12-month period measured forward. FMLA leave already taken for other FMLA 
circumstances will be deducted from the total of 26 weeks available. Eligible employees who take leave for rest 
and recuperation qualifying exigency leave may take a maximum of 15 calendar days. 
 
If a husband and wife both work for the company and each wishes to take leave for the birth of a child, adoption 
or placement of a child in foster care, or to care for a parent (but not a parent "in-law") with a serious health 
condition, the husband and wife may only take a combined total of 12 weeks of leave. If a husband and wife 
both work for the company and each wishes to take leave to care for a covered injured or ill service member, the 
husband and wife may only take a combined total of 26 weeks of leave. 
 
For complete details about FMLA please see your Headway Employee Handbook located at 
http://headwaycorp.com/rti/. 
 
 

 

 

 

  



31 
Revised 6/22/17 

General Leave Of Absence Policy 
 

Introduction 
Headway Workforce Solutions recognizes that an employee occasionally has a need to be excused from work 
in order to deal with personal crisis.  The purpose of the General Leave of Absence Policy is to provide an 
option for approved leave for employees who do not qualify for other leave programs.  This policy outlines 
the parameters of such leave. 
 
A General Leave of Absence (GLOA) is defined as an unpaid absence from work for a specified period of 
time up to four weeks in a rolling calendar year.  The GLOA is company specific and does not offer any job 
protected leave.  If you are eligible for leave under FMLA, you will not be eligible for the GLOA policy. 
 
Definitions 
The following provides definitions for key words used in this policy. 
 

 Business Day – any day falling between and including Monday – Friday 
 Calendar Day – any day falling between and including Sunday – Saturday  
 Event – a situation that requires an employee to be away from work (Examples for eligible GLOA 

events can be found in the Request Process section outlined below.) 
 Family Member – spouse, parent, child, domestic partner, stepchild or grandchild 
 Incremental Block of Time – a minimum of four hours 
 Workday – any day an employee may be regularly scheduled to work; may be a business day or 

calendar day 
 
Eligibility 
All Headway employees working on RTI assignments with a minimum of 90 calendar days of consecutive and 
current service are eligible to apply for leave. 
 
Employees should review their leave rights under their state’s laws before applying for the leave described in 
this policy. 
 
Request Process 
If an employee anticipates the need to take more than three scheduled workdays off (other than for approved 
vacation time), he/she is required to provide an advance written notice of 30 calendar days to the Headway 
HR Onsite Team whenever possible.  Headway will work with the employee to determine GLOA or FMLA 
eligibility.  If the need for more than three workdays off from the project is not foreseeable, the employee is 
expected to contact Headway within two workdays to determine the best plan of action regarding moving 
forward and to ensure appropriate coverage is provided to the project.  
 
All GLOA inquiries and requests should be submitted directly to the Headway HR Onsite Team.  A complete 
GLOA request includes the GLOA Request Form and accompanying documentation validating the need for 
leave.  Documentation verification must be provided within 10 (ten) calendar days from the date of the 
notification.   
 
Headway may grant a GLOA for a variety of reasons including, but not limited to, causes related to the 
employee’s or a family member’s health (for those who do not meet FMLA eligibility requirements) or 
victims of domestic abuse, criminal acts or natural disasters.  Due to the varying reasons for which a GLOA 
may be approved, verification of need for leave may be provided through a variety of sources.  Listed below 
are a few examples of verification documentation.  
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Qualifying GLOA Event  Acceptable Documentation 
Medical care or disability for employee or 
family member (if not eligible for FMLA) 

 
Physician documentation 

Victim in criminal proceeding (employee or 
family member) 

 
Court documentation 

Major sustained loss or damage to residence 
or property belonging to employee 

 
Insurance documentation 

Victim of domestic violence or unsafe living 
conditions (employee) 

 Local social welfare, victims assistance 
group, church certification of need for 
physical shelter 

Responsible for resolving estate or family 
matters due to a death in family (employee) 

 Death certificate, funeral program or 
obituary 

 
The GLOA forms may be obtained from the Headway HR Onsite Team or on the Headway/RTI website.  
Forms and documentation must be returned ONLY to the Headway HR Onsite Team to ensure complete 
confidentiality.  Headway will review the GLOA request and provide a response within five business days of 
receiving the request and documentation.  
 
Confidentiality 
An employee’s request of confidentiality as to the nature/reason for a GLOA is to be respected, kept 
confidential and restricted to those with a need to know (i.e. Headway HR).  Headway HR will notify 
supervisors of leave requests and status updates regarding deadlines and return to work.  In cases where 
employees have communicated to coworkers their need for a leave, there should be no expectation of 
confidentiality. 
 
Review Process 
There is no guarantee that a GLOA request will be approved.  The decision to grant a GLOA lies within the 
complete discretion of Headway. 
 
GLOA requests that fail to meet the eligibility requirements for employee service and qualifying event may be 
denied.  The following list provides a few reasons why a GLOA request would be denied: 

 Pursuit of an education  
 Seek or perform work for another employer 
 Extended vacation  
 Failure to provide documentation for the request within the specified time period 

 
All employees denied a GLOA are subject to normal work attendance and standard essential job function 
requirements.  An employee denied GLOA may request time off work via project request requirements; 
however, such requests may not be approved. 
 
Duration 
The maximum amount of GLOA time an employee is allowed to take is 4 weeks within a rolling calendar year.  
As the need to deal with personal situations can vary, Headway will work with individuals on a case by case 
basis to determine the length of time needed.  The leave can be taken consecutively or in incremental blocks of 
time.   
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While on a GLOA 
Communication 
An approved GLOA will start on the date of need.  The GLOA will be considered pending while the leave 
certification is in process.  If the certification is not received within 10 calendar days, the leave may not be 
approved and any pending GLOA time taken will revert back to non-approved absences. 
 
The Headway HR Onsite Team will keep all project supervisory staff updated with the employee’s status and 
plans for returning to work.  It is also the employee’s responsibility to contact the Headway HR Onsite Team 
no later than 7 calendar days prior to the GLOA expiration date.  This is an important step in the GLOA 
process.  Failure to comply with the employee-initiated communication requirements may result in the loss of 
approved leave. 
 
If the employee will be at a different location other than the current address on file during the GLOA, the 
employee must provide this contact information to the Headway HR Onsite Team.  This will enable the 
employee to receive important information while out of work.  
 
Equipment and Advance Return 
If applicable, all employees will be required to return all project-issued equipment, as well as any outstanding 
advance funds unless the total leave requested is one week or less.  The equipment and advance funds are due 
as soon as possible prior to leave or immediately following leave commencement. 
 
Benefits 
While on an approved GLOA, Headway will permit health care continuation if the leave is for a personal 
medical reason.  However, employees should establish a payment schedule for benefit premiums with the 
Headway HR Benefits Department prior to the beginning of GLOA.  If premiums are not maintained, benefits 
will be subject to cancellation after four weeks of non-payment.  Headway is available to help facilitate and 
avoid cancellations, but again, it is solely the employee’s responsibility to ensure premium payments are made 
and benefit coverage is maintained.  
 
Paid Time Off (PTO) 
If applicable, employees are required to use any accrued PTO benefits available until he/she returns to work or 
until the PTO has been exhausted.  (SCA vacation does NOT translate as PTO and is NOT applicable in this 
case.)  This PTO is used in conjunction with the GLOA.  When no PTO is available, employees will use 
unpaid leave.  It is important to note that while on leave, employees are not eligible to accrue PTO.  This 
benefit resumes when employees return to work.  GLOA will not impact the anniversary date.  
 
No Work 
Employees are not permitted to perform any work for the position for which the GLOA was sought (i.e. 
iLearnings, group calls, training, etc.).  Access to work will be temporarily suspended. 
  
Leave Extension 
If there is a need to extend the leave beyond the period specified in the documented leave request, the 
employee can formally submit a request for an extension by contacting the Headway HR Onsite Team.  Re-
verification of documentation is required for a GLOA extension beyond the approved time period.  The 
GLOA will be reviewed in accordance with the re-verification documentation.  Approval of an extension will 
be determined on a case by case basis.  Failure to submit the extension request 7 calendar days prior to leave 
expiration and supporting documentation within 7 calendar days after leave expiration may result in automatic 
denial, subjecting the employee to normal work attendance and standard essential job function requirements. 
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Return to Work 
It is the employee’s responsibility to contact the Headway HR Onsite Team at least 7 calendar days prior to the 
GLOA expiration date to confirm return to work.  If the GLOA leave was due to personal health, the employee 
is required to submit a fitness-for-duty certification to the Headway HR Onsite Team prior to returning to work.  
The certification needs to be a simple statement of the employee’s ability to return to work.  The fitness-for-
duty certification must certify that the employee is, indeed, able to return to work and must specifically address 
the employee’s ability to perform the essential functions of the job with or without restrictions.  If there are 
restrictions, accommodation requests must be included on the fitness for duty certification.  Doing so in advance 
will allow an appropriate amount of time for an accommodation analysis.  Failure to provide certification within 
7 calendar days of the expiration date of leave may result in denied reinstatement. 
  
Failure to return to work by the end of your documented GLOA, including any approved extensions, or failure 
to provide the appropriate return to work documentation will impact an employee’s current position and be 
reviewed on a case-by-case basis.  Every effort will be made to reinstate an employee returning from a GLOA 
to his/her position. 
 
Conclusion 
To apply or ask questions concerning the GLOA process, please contact the Headway HR Onsite Team at 800-
208-7043 or HeadwayHR@rti.org.   
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Workers’ Compensation 
 

Accident Reporting Procedures 
Your safety is our greatest concern! When accidents occur we are also concerned about your quick access to 
approved medical care and any benefits to which you may be entitled. The primary cause of delays in the 
payment of medical bills and benefits is failure to follow the proper procedures in a timely manner. The 
purpose of this section is to inform all employees of Headway Workforce Solutions on assignment with RTI 
of the basic policies and procedures regarding work-related injuries. This list is not intended to be a complete 
guide to workers’ compensation, as laws vary from state to state, so please contact our toll-free Workers’ 
Compensation line at (844) 901-3400. 
 
1. You are responsible for reporting any work-related injury, regardless of the severity, to your supervisor 

immediately AND to Headway’s Workers’ Compensation representative within 24 hours at (844) 901-
3400.  

2. If you are reporting an accident after normal business hours (Eastern Time) or during the weekend and you 
need immediate assistance please call the same Workers’ Compensation line at (844) 901-3400.  

3. In addition to calling Headway, you must complete an Employee Accident Report online, which can be found 
at https://headwaywfs.wufoo.com/forms/employee-accident-report/.   

4. In an emergency you should seek immediate medical attention!!  
In any non-emergency situation, you must contact a Headway representative BEFORE seeking medical 
attention while. Pre-certification is also required for physical therapy, surgery and chiropractic treatment. If you 
choose to visit a doctor not approved by Headway Workforce Solutions or our insurance carrier, payment for 
services rendered may be denied.  

5. In the case of a work-related automobile accident or an assault (regardless of the severity), you must contact the 
local police or proper authorities immediately.  A copy of the accident report must be submitted to Headway as 
soon as possible at tjones@headwaycorp.com and copy HeadwayHR@rti.org.  If you do not contact the police 
at the time of the accident or assault, the claim may be denied. 

6. You must complete all forms and return all calls that you receive from Headway regarding the accident as soon 
as possible. 

7. You may be required to submit to a drug screen if you are involved in a work-related accident. Employees of 
Headway who refuse to submit to a drug screen or test positive may be subject to discipline, up to and including 
termination.    

8. You must submit a doctor’s note for any lost time due to the injury. For your safety, you must also submit a 
doctor’s release to Headway before returning to work.  

9. Headway will investigate all work-related injuries thoroughly to determine causes and contributing factors.  You 
must cooperate with the investigation of any accident in which you are involved or to which you are a witness. 
Workers’ compensation fraud is a felony offense and Headway will prosecute anyone who commits fraud or 
participates in fraud. 

10. Payment for medical bills or lost time cannot be guaranteed by Headway.  If the workers’ compensation carrier 
denies your claim, you will be responsible for all expenses incurred.  Workers' compensation benefits are 
governed by the terms of the applicable insurance policy and state law. 
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HIPAA Special Enrollment Requirements 
 

If You Are Declining Coverage Now 
If you have decided to decline coverage for yourself or your dependents (including your spouse), you may be 
able to enroll yourself and/or your dependents in this plan later, under certain circumstances, without waiting 
for an open enrollment period. 
 
Marriage 
What you need to know: You are entitled to add yourself, your new spouse and children to your employer’s 
plan or your new spouse’s employer’s plan.  If your spouse has health coverage available, compare the health 
benefits, cost and options under both plans, and decide which one works best for you.   
 
What you need to do:  To qualify for the special enrollment period, you must notify the Benefits 
Administrator in writing and request special enrollment for everyone enrolling within 30 days of your 
marriage.  
 
Pregnancy, Childbirth and Adoption 
What you need to know:  HIPAA places limits on the amount of time a pre-existing condition exclusion 
period may apply.  In addition, health care plans cannot consider pregnancy a pre-existing condition, even if 
the woman did not have previous coverage.  Birth and adoption (including placement for adoption) may 
trigger a special enrollment period during which you, your spouse and new dependents can enroll in your 
employer’s plan.  Additionally, newborns and adopted children are not subject to pre-existing condition 
exclusions if they enroll within 30 days of the birth or adoption.  
 
What you need to do:  You must notify the Benefits Administrator in writing and request special 
enrollment within 30 days of your child’s birth, adoption, or placement for adoption.  The child’s 
enrollment will be treated as occurring on the date of birth, adoption, or placement for adoption.  
 

When Your Child is No Longer a Dependent 
What you need to know:  Your health plan will provide coverage to dependent children until they reach age 
19 or the age of 25 if they are full-time students (a dependent is considered a full-time student if he/she is 
currently enrolled in 12 or more credit hours). Dependents must provide proof of full-time student status.  
Once your child loses “dependent child” status, the child may be eligible to purchase temporary extended 
health care coverage for up to 36 months under the Consolidated Omnibus Budget Reconciliation Act 
(COBRA).   
 
What you need to do:  Once your covered child is no longer a dependent, you must notify the Benefits 
Administrator in writing within 60 days.  In turn, your plan should notify your child of his or her right to 
extend health care benefits under COBRA.  Your child will have 60 days from the date the notice was sent to 
elect COBRA coverage.  The cost will be higher since the employer will no longer pay a portion of the 
premium. 
  
Death, Legal Separation and Divorce 
What you need to know:  When an employee covered under an employer-sponsored health plan dies, legally 
separates, or divorces, the covered spouse and dependent children may be eligible to purchase temporary 
extended health coverage for up to 36 months.  The cost will be higher, since the employer will no longer 
pays a portion.  If the spouse losing coverage under the plan has a health plan available through his or her 
employer, the spouse and any dependents may be eligible to obtain coverage through special enrollment.  
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What you need to do:  Should the employee who is covered by the health care plan die, the employer must 
notify the plan within 30 days.  If you are the covered employee and you no longer wish to cover your 
spouse and/or dependent(s) due to a divorce or legal separation, you must notify the Benefits 
Administrator within 60 days.  If you and/or your dependent(s) have lost coverage due to a divorce or 
legal separation, you must notify the Benefits Administrator within 30 days in order to qualify for 
special enrollment. 
 
Individuals Losing Other Coverage 
What you need to know:  When an employee covered as a dependent under another group health plan loses 
coverage, the employee qualifies for special enrollment.  For example, if you are covered under your 
spouse’s insurance plan and your spouse is terminated, you qualify for special enrollment under the plan 
offered by your employer. 
 
What you need to do:  You must notify the Plan Administrator in writing within 30 days after the date 
of loss of coverage.   
 

Please direct any questions regarding special enrollments or the health coverage offered by Headway 
Workforce Solutions or any benefit plan materials in the package to our Benefits Administrator at: 

 
Headway Workforce Solutions 

421 Fayetteville Street 
Suite 1020 

Raleigh, NC 27601 
(800) 948-9379 

Select option 3 for Existing Headway Employee  
and then choose extension 3 for Benefits 
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V. 
 
 
 

Guidelines for Workplace Safety 
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Safety Mission Statement 
 

 

It is the policy of Headway to maintain a safe and healthful work environment. Safety is everyone’s 
responsibility. We expect every manager, supervisor and employee to be personally concerned about and 
responsible for maintaining a safe working environment for all employees. Together, we can make a difference 
in the safety of our fellow co-workers and ourselves. Good safety habits reduce the possibility of injury for you 
and your co-workers. All employees are responsible for being alert and to reporting any safety hazards to their 
supervisor and to Headway. Report ALL safety hazards, without fear of reprisal, during or AFTER normal 
business hours at (844) 901-3400.  
 
Your safety success is important to us and to our client, RTI International. Our mission is to equip Headway 
employees with the information and training necessary to actively contribute to our comprehensive safety 
program.   
 
If you are unable to read or understand this or any other Headway safety document written in English, please 
notify Headway Human Resources. Upon request, safety documents can be made available in a language or 
format that is understandable.  
 
Please read the section in this handbook related to Worker’s Compensation for accident reporting instructions.  
If you ever witness a co-worker who has been injured while working, report the event immediately to a 
supervisor and to Headway Human Resources. Timely reporting of a workplace injury allows employees full 
access to any/all benefits to which they may be entitled and allows Headway to conduct a prompt investigation 
into the cause(s) of the injury.  
 
Injured workers may be required to submit to post-incident drug and/or alcohol testing. 
 

 
Where Do You Work? 

 
The working environment of Headway field staff may fall into one of three settings:  

1. In your home preparing supplies, planning your next trip to sample neighborhoods, 
conferencing with your Supervisor via telephone, or transmitting data to RTI International.  

2. Commuting to/from sample areas using a personal automobile, public transportation or on foot.  
3. On a respondent’s property, either inside or outside, screening or interviewing.  

Each setting has its own conditions that can affect your personal safety. 
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Proper Attire 
1. Dress for success and safety!  Keep it simple.  Your dress should be professional and comfortable.  
2. Do not wear jewelry and do not carry a purse. Put your keys, a few dollars, and change for a pay 

phone in your pocket. Keep your photo ID badge visible. 
3. Wear appropriate and sensible shoes to avoid slips and fall accidents.  You will be exposed to 

hazards such as uneven pavement, debris in your path, and animals in the course of your 
employment. For your safety, sensible shoes must be worn at all times. What makes a shoe 
sensible?  The sensible shoe is well fitted with a ½ inch of space between the largest toe and the tip 
of the shoe.  The sole of a sensible shoe is padded, flexible and comfortable. The heel of a sensible 
shoe is low and as wide as the shoe.  High heels and open-toe shoes are not acceptable.  

Recommended appropriate footwear: 
 Rough sole shoe, which offers best slip resistant characteristics. 
 Low heel - no greater than 1 inch or Flats. 
 A Square heel as opposed to a rounded edge. 
 Firm ankle support 
 Choose footwear appropriate to the environment. 

 

 
Slips, Trips and Falls 

 
1. Keep walkways, doorways, and exits clear of obstacles and/or clutter and close cabinet drawers 

completely after every use.  
2. Secure electrical cords and wires away from walkways.  
3. Clean up spills immediately.  
4. Report loose carpeting or damaged flooring immediately.  
5. Pay attention to where you are going and what is in your path.  
6. Wear footwear appropriate to your work tasks and location. Always keep in mind the characteristics of a 

sensible shoe: well fitted and comfortable with ½ inch of space between the largest toe and the tip of the 
shoe, sole is non-slip and flexible, heel is low and preferably as wide as the shoe.  

7. Use extra caution when climbing and descending stairs and use handrails when available.  
8. Practice good housekeeping by keeping walkways clear of materials.  
9. Do not carry loads you can’t see over 
10. Slow down and take shorter steps. It’s natural to take bigger strides when you are in a hurry but this can 

increase your chance of falling.  
11. Do not walk on pallets. If you need an item on the other side of the pallet walk around to retrieve the 

item. 
 

 
Organizing and Moving Supplies 

 
Headway field staff employees utilize various kinds of supplies and materials such as interviewer manuals, 
computer equipment, assignment kits, and bulk supplies (handouts, brochures, etc.). Organizing these 
materials allows you to work more efficiently and more effectively. Select some specific place in your 
home where you can keep all of your materials. This place needs to be away from common traffic areas and 
away from curious little ones, whether children or pets. One of the greatest safety concerns when working 
from home is how to safely move supplies. Please keep the following proper lifting techniques in mind 
when lifting a load. Remember one careless moment could mean weeks or months of pain! 
  



41 
Revised 6/22/17 

Proper Lifting Techniques 
 

1. Size up the load and if you cannot lift it safely, GET HELP.  
2. Decide where you will be taking the load BEFORE you lift it and clear the path to your destination of 

any tripping hazards.  
3. Get as close to the load as possible and squat with your back straight, bending at the hips and knees 

keeping your heels on the floor.  
4. Lift smoothly, using your leg, abdominal and buttock muscles.  
5. Once you are standing, avoid twisting motions by pointing your feet in the direction you want to go and 

turning your whole body.  
6. Once you have reached your destination, squat down slowly and place the load down gently.  
7. Organize your work to avoid lifting from the floor or above shoulder level. Store the heaviest items 

between knuckle and shoulder height.  
8. Reduce the amount of weight lifted by taking more trips.  
9. Do not lift objects that obscure your vision or footing. 
10. Don’t overestimate your ability, when in doubt GET HELP! 

 

 

Safety in Your Automobile 
 

Most field staff personnel need to drive a vehicle to accomplish work in the field. Please keep the following tips 
in mind to avoid back injury or strain when operating your vehicle for business purposes: 

1. Always wear your seatbelt. 
2. Never use your cell phone while driving. 
3. When exiting your vehicle keep both legs together as much as possible, swiveling on your buttocks.  
4. When driving long distances be sure to take short breaks to stretch. 
5. When retrieving your computer and other materials do not lean over to the passenger’s seat. Exit your 

vehicle and retrieve the materials from the passenger’s side or trunk.  
6. Cruise control should be used if available when traveling long distances. 
7. Refrain from smoking, eating, drinking, reading and any other activity that takes your mind and eyes off 

the road. 
While driving is a routine part of most of our daily lives we must always remember that disaster is one 
bad decision away.  Headway is committed to helping you make the safe decision!   
 

Most accident situations are repetitious. Once you realize what can happen and have been taught or self-trained 
to make certain key responses, you can come up with the right decision every time. This approach, termed 
“Decision Driving” is the positive approach to accident-free driving. 
 
Even a skilled driver will occasionally make a minor or critical error. Decision Driving, when regularly 
practiced, will help keep these errors to a minimum.  
 
Decision Driving follows a 5-step pattern: 

1. Expand your “look-ahead” capacity.  This is the habit of looking beyond the present. The future is not a closed 
book. It is influenced by what is happening right now and where you will be in 8 to 10 seconds. Have 
foresight and know that present action can eliminate future trouble and accidents. The benefits of expanding 
your look-ahead capacity are:  

a. It helps you to center the vehicle properly in the driving lane.   
b. It allows more time for the selection of the proper lane.   
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c. It helps control speed and helps to adjust your following distance.   
d. It enables you to blend into the traffic pattern smoothly. 

2. Size it up. The more facts that are fed into your personal computer, your brain, the less chance there is of 
making a poor decision. By constantly sweeping your eyes over the whole scene you keep feeding vital 
information into your computer, transmitting messages to the brain for decision-making. You should be 
looking for changing road conditions, changing road visibility because of poor weather, problems facing other 
drivers, pedestrians, changing of traffic patterns, and what is beside and behind you. Making this a part of 
your driving habits will eliminate the need for split-second decisions. 

3. Signal your intentions early. Even good decisions are not fool proof if we fail to let others know of our 
intentions. Signaling changes in movement should be automatic. Develop it into such a habit pattern that you 
would automatically signal if you were on a deserted highway.  In addition to signaling left and right turns 8 to 
10 seconds before turning, you should signal slow-downs by tapping your break. You can also tap your horn 
when entering a blind intersection or when backing up. 

4. Plan an escape route. Making a decision that leaves you without an alternative is like picking your own 
poison! It is pretty hard to choose between two consequences when you don’t want either of them to 
happen…but it is easy to be quick and decisive when a planned escape path is open to you. Keep a stopping 
space –To keep your stopping space, evaluate your position in traffic continually. Maintain the proper 
following distance. Do NOT tail gate! Be prepared to yield-Blind intersections are traps. Driving into them at 
high speeds, because you have the green light, leaves you without an alternative if the other driver does not 
yield. Go into such intersections with your foot off the gas, and positioned above the brake, so you have an 
escape space. Time your passing moves because head-on collisions are caused by too little passing distance 
and occur when drivers eliminate their escape path by trying to pass a line of vehicles on two or three lane 
highways without good visibility. 

5. Take decisive action. 
 
 

Cell Phone Safety 
 

1. TURN IT OFF: Turn your phone off or switch to silent mode before you get in the car.  
2. Spread the word: Set up a special message to tell callers that you are driving and you’ll get back to them as soon 

as possible, or sign up for a service that offers this.  
3. Pull over: If you need to make a call, pull over to a safe area first.  
4. Use your passengers: Ask a passenger to make the call for you.  
5. “X” the Text: Don’t ever text and drive, surf the web or read your email while driving.  It is dangerous and 

against the law in most states.  
6. Know the law: Familiarize yourself with state and local laws before you get in the car. Some states and 

localities prohibit the use of hand held cell phones. GHSA offers a handy chart of state laws on its website: 
www.ghsa.org/html/stateinfo/laws/cellphone_laws.html.  
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Personal Safety On The Streets 
 
While working, you will visit neighborhoods that represent all types of communities. In those areas where you 
feel you are at increased risk, the use of a Field Escort (FE) is encouraged. You must submit requests for FE 
assistance to your project supervisor who will, in turn, submit approved requests to HeadwayHR@rti.org.  
 
When working in what you feel is a high-risk area, you should always discuss the situation with your 
Supervisor. Following are some general safety tips on working safely and smartly: 
 

1. Be aware of the area—assess the situation and observe people. Stay alert and tuned into your 
surroundings.  Know where you are going and walk with confidence.  

2. Observe where you can find the nearest telephone, business, police station, fire station, or public 
building and know their hours of operation.  

3. Put possessions in the trunk of your car before entering the area. Do not leave things visible in your car, 
particularly your computer.  

4. Carry your computer equipment as inconspicuously as possible.  
5. Talk to children. They can be helpful passing along information about who you are.  
6. If anyone asks who you are, briefly tell them who you are and what you are doing. They may pass the 

word along.  
7. Park your car in a well-lit area convenient to where you are working.  
8. Avoid taking short cuts through dark or wooded areas. Avoid walking in areas where there are tall 

hedges or shrubs.  
9. If there is no answer at a respondent’s door DO NOT try to peer in windows or lurk around the property.  
10. Do not wear jewelry. 
11. Do not carry a purse.  
12. Keep your photo ID badge visible.  
13. If a respondent becomes physically confrontational or violent or threatens you in any way get yourself 

out of the situation as quickly as possible.  Go to the police if you wish to press charges. 
14. Listen to your instincts, if a situation makes you uncomfortable or you feel that something isn’t right, it 

probably isn’t! 
 
 

Safety for All Seasons 
 
While working in the field, you will be exposed to all weather conditions. When conditions are extreme, 
preparation is the best defense.  
 
WORKING SAFELY IN THE HEAT 
Following is a list of suggestions for working safely in the heat:  

1. If possible, work later in the day when it is cooler.  
2. Check with your physician about any medications you are taking and the effects of heat and sunlight.  
3. Dress in lightweight, light-colored, loose-fitting clothes. 
4. Eat lighter meals before going into the field.  
5. Increase the amount of fluid intake, preferably water, before you go out.  
6. Take water with you into the field.  
7. Take a cloth that you can wet to wipe your face and neck.  
8. Take a break in an air-conditioned building for a few minutes every hour or two. Use the time to 

plan your work or catch up on administrative tasks. 
9. Walk at a comfortable pace. 
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IF YOU SHOW ANY OF THE FOLLOWING SIGNS OF HEAT ILLNESS GET HELP IMMEDIATELY! 
 Hot but not sweaty skin 
 Confusion or loss of consciousness 
 Vomiting 
 Shortness of breath or trouble breathing 

 
WORKING SAFELY IN THE COLD 
Winter is the season for holidays, family and fun, but for most of us it is also a time filled with numerous 
environmental hazards. Among these hazards are rain, fog, sleet, snow, ice and wind. Remember that walking is 
also much more dangerous during inclement weather. Be aware of how your surroundings are altered by ice, 
snow, and slush during poor weather conditions. Bad weather demands that we take a few more precautions 
before hitting the road on foot or behind the wheel of a car.  
 
Winter weather puts a greater demand on vehicle components. It can cause failure in components that were 
functioning adequately in warm weather. Taking preventive action is the best way to avoid equipment 
malfunctions and accidents. At regular intervals check your car for mechanical defects.  
 
Cold weather driving tips:  
 

1. Be able to see. Clean ice, snow, and dirt off all windows, mirrors and lights. If moisture or frost clouds 
the insides of windows en route, stop and remove it.  

2. Know the condition of the road surface. Periodically touch the brakes to measure their effectiveness. 
Remember bridge surfaces may freeze before surrounding roads.  

3. Increase your following distance and allow more time for stopping.  
4. Use your headlights to make sure you’re seen.  
5. Don’t use parking lights alone while driving. They can mislead other drivers, making your vehicle 

appear farther away than it is.  
6. Keep a blanket in your car during cold weather in the event your car breaks down. Use it to keep warm 

until help arrives.  
 

Safety for Pedestrians 
 
Would you believe that the most dangerous activity Field Staff engage in is walking? We can make this 
common mode of transportation safer by being aware of our surroundings and adjusting our walking styles 
accordingly. Please consider the following tips:  
 

1. Slow down and take shorter steps. It’s natural to take bigger strides when you’re in a hurry but this can 
increase your chance of falling.  

2. Choose a well-lit path clear of debris. 
3. Use extra caution when climbing and descending stairs and use handrails when they are available. 
4. Be sure you are not carrying too many materials in your arms; this can negatively affect your balance 

and can keep you from seeing where you are going. 
5. Be careful when stepping off a curb. Be sure to assess the depth to avoid ankle twists, slips or falls.  
6. Keeping your eyes on the path ahead is just as important while walking as it is while driving. If you 

need to do anything that will take your eyes off your path, such as entering information into your iPAQ, 
stop walking to do so!  

7. Field Interviewers should always choose sidewalks over yards as walkways, where available, unless the 
sidewalk has a hazardous defect that cannot be avoided. Walking in yards and other grassy areas carries 
the additional risk of objects, debris or defects (such as a hole or uneven area covered by leaves) that 
cannot be seen until it is too late.  
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Avoiding Dog Bites 
 
The most dangerous thing on a respondent’s property, other than stairs, is their dog! Dog bites can cause serious 
injury and permanent scarring.  Please review the following tips so your next canine encounter is a safe one!   

1. Be alert and cautious, keeping in mind that when you are entering a dog’s territory any dog can react 
aggressively. 

2. Try to make noise when exiting your vehicle and while still within easy access of the protection of your 
vehicle. This will alert any dogs on the property and allow you to see them coming, while you are still 
able to return to the protection of your vehicle. 

3. If an aggressive dog prevents you from safely approaching a respondent home remove yourself from the 
situation and seek guidance from your supervisor. If you are on a return visit or scheduled appointment 
you could also attempt to honk your horn once or twice to get the owner’s attention and allow the owner 
to restrain the dog. 

4. Don’t make eye contact; dogs see this as a challenge. 
5. Don’t yell or make loud noises around a dog. Do speak calmly and firmly to the dog if at all. 
6. Don’t approach a dog that is nursing pups, sleeping, or eating. 
7. If a dog is with its owner ALWAYS ask if it is all right before petting the dog. Slowly approach and let 

the dog sniff you. 
8. If a dog approaches to sniff you stay still. In most cases the dog will go away when it determines you are 

not a threat.  
9. Don’t turn your back on a dog. 
10. Do not try to assist an owner by putting your hand in front of a dog when it is trying to get out a door or 

away from the owner. We all want to help, but let the dog’s owner exert physical control over the dog. 
Your good intentions could be taken by the dog as a threat and the response could be aggression. 

11. If you are faced with an aggressive dog - DON’T RUN - this stimulates their natural urge to chase prey. 
Stand still when an unfamiliar dog approaches you. If the dog attacks try to block the dog’s bite with 
your jacket, backpack or anything other than yourself. If knocked down curl into a ball and wrap your 
arms around your head and neck. 
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Procedures for Injury by Animal  
 

YOU ARE RESPONSIBLE FOR REPORTING ANY WORK-RELATED INJURY 
TO YOUR SUPERVISOR AND HEADWAY’S WORKERS’ COMPENSATION 

REPRESENTATIVE WITHIN 24 HOURS. 
 

Headway workers’ compensation representative: 
(844) 901-3400 

 
After hours and weekends the line will roll over to a cell phone.  Leave a message and 

your call WILL BE RETURNED. 

 
All Headway employees that are injured by an animal while working should report the 
injury IMMEDIATELY to the following two individuals:  

 Your direct supervisor 
 Headway’s Workers’ Compensation Representative  

In the event of injury caused by an animal, domesticated or wild, the following procedures should be 
used: 
 

 The wound should be immediately washed with plenty of soap and warm water. After the area is 
thoroughly cleansed with soap and water, apply an antiseptic or other disinfectant. Seek medical 
attention as soon as possible for both bite and non-bite exposures (as defined in the Rabies section 
below). Please note per our work-related accident reporting procedures, any work-related injury, 
regardless of severity, should be reported to Headway worker’s compensation department at the above 
numbers. 

 If injured by a domesticated or wild animal, the employee should immediately contact Headway’s 
workers’ compensation department. 

 If the employee is asked the purpose of his/her presence at the location, the response should be that 
he/she is conducting a research study on behalf of RTI International. No details of the actual work 
assignment may be released without prior authorization from the RTI project staff. 

 
Rabies 

Per the Centers for Disease Control (CDC), rabies virus is transmitted through specific bodily excretions 
and tissue. Saliva and brain/nervous tissue are considered infectious materials that can transmit rabies virus. 
If contact with either of these has occurred the type of exposure should be evaluated to determine if post 
exposure prophylaxis (PEP) is necessary. 
 

Bite vs. Non-bite:  
The two categories of exposure are bite and non-bite. Bite exposure is any penetration of the skin by 
teeth. Non-bite exposure is the contamination of an open wound, abrasion, mucous membranes, or 
scratches with infectious material from a rabid animal. Contact such as petting or handling an animal, 
or contact with blood, urine or feces does not constitute an exposure.  
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VI. 
 
 
 

Recruitment & Interviewing Process  
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Steps to Recruiting Field Staff 
 
Recruitment has become, for many organizations, a continual activity.  This guide has been developed for your 
use in recruiting Field Staff across all RTI projects. It is intended to be used in conjunction with the Field Staff 
Candidate Recruitment and Interview Documentation Form.  
 
Field Supervisors are responsible, in part, for the successful research, recruitment and selection of fully 
qualified employees to fill clearly stated organizational needs.  You may always reach out the Headway 
corporate office recruitment contact, Katie Jantzi, for questions on recruiting at (919)424-5809.   
 
Some projects such as the NSDUH have project-specific guides for their supervisors.  Please make sure to 
review these resources where applicable.  RTI’s DRS website has detailed information on field management 
and support services, field supervisor and field interviewer recruitment resource site.  Also, the RTI Field 
Supervisor Manual is posted here.  The link is: http://staffnet.rti.org/research/sses/drs/index.cfm. 
 
Staff Request Form 

 Staff Request Forms (SRFs) will be sent to CORE by project management.  
 When completing your SRF, provide as much accurate detail as possible. This will ensure that CORE is 

able to identify and provide the most appropriate candidates for your region. Two of the most important 
fields on this form are location (correct zip code and radius) and bilingual needs. This information will 
affect how and where the job is posted and who CORE considers for the position, so it is imperative that 
you are as accurate and thorough as possible. For example: if you are only willing to consider candidates 
on the west side of a city, please indicate such. 

 If your project is subject to SCA, you do not need to list a pay rate on the SRF. If your project is not 
subject to SCA, please list a pay rate or pay range for your Field Staff openings. CORE will discuss with 
you whether or not this pay information should be shared with candidates during your recruitment kick 
off call.  

Additional Sourcing Options 
Networking 

 If you would like to do any local networking to complement CORE’s efforts, CORE can provide you 
with a recruitment flyer to use for this purpose. 
 

Sourcing Call with CORE 
 If you feel that your region presents specific challenges, or if CORE has experienced challenges in 

filling your positions in the past, you should set up a sourcing strategy call.  
 This call can be arranged with CORE representatives and may include your recruiter, your RS, and 

yourself. Please contact Katie Jantzi to schedule a sourcing strategy call at (919)424-5809. 
 
Referral Candidates 

 You may have individuals whom you wish to refer to the openings on your project. These referrals will 
still need to apply through the TALEO system and be screened by CORE staff.  

 In order to ensure that your referral candidates are expedited though the process and screened with 
priority, please send the name and any contact information for your referral candidate to Katie Jantzi. 

 You can direct the candidate to apply online at www.headwayinresearch.com/rti, or request that your 
CORE recruiter contact and invite the candidate to apply. 

 You will receive regular updates regarding the status of the referral candidates you provide to CORE. If 
you have questions about the status of a referral candidate, please contact your CORE recruiter. 
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CORE Recruitment Process 
Below is an outline of CORE’s recruitment process, for your reference. The following actions take place once 
an SRF is submitted to CORE. 

 A new requisition is created in Taleo. This link can be provided to the FS or any project staff, if 
desired. The direct application link can be provided to any candidates whom you wish to refer to the 
position. 

 The Job Opening is posted on various online job boards and CORE recruiters begin reviewing 
applicants from our database and networking with local organizations. 

 CORE reviews candidates from previous recruitment efforts across all projects, including those 
coded “Not Hired, Consider for Future” in TALEO. 

 Candidates apply to the position, completing online minimum qualifications questions, attaching a 
resume. 

 CORE reviews and schedules candidates for phone interviews.  
 Candidates complete an approximate 30 minute telephone interview with a CORE recruiter.  
 If the candidate passes the interview: 

o Qualified candidates are required to complete the AppBuilder – Application, including 
providing 3 professional references. 

o Candidate is submitted to the FS for review. 
 

CORE Communication 
 Throughout the recruitment effort, you may receive a call from a CORE representative to discuss the 

information you submitted in your SRF and the specific needs for your location. This is a good 
opportunity to have a candid conversation regarding your needs and what works best in your region. 
Some questions to think about and discuss during this conversation include: 

o Who are the best FIs on your team currently (or past)? What are their backgrounds? 
o What unique challenges might FIs have to overcome in your area? 
o In what locations might you consider candidates? What locations won’t work?  
o Do you expect that you will be able to make a hire decision from the pool of candidates already 

submitted for your review? 
o Do you need additional candidates to review? 
o Which candidate is your current “front-runner” and why? 

 TALEO: CORE will use the TALEO pre-screen document which is available in TALEO and the 
TALEO notes tab to communicate candidate information with you. Please review the pre-screen 
document, and make use of the “notes” tab in TALEO. You can both review notes that your CORE 
recruiter has provided, and enter your own notes about candidate quality. Detailed information on using 
TALEO is available in the TALEO User’s Guide on the CMS Downloadable Forms Page. 

 Additional Communication: If you have questions about the recruitment process or concerns throughout 
the recruitment effort, you are always welcome to reach out to your individual recruiter or to Katie 
Jantzi at (919)424-5809 for assistance.  

 
Receive and Review Candidates in TALEO 

 After submitting an SRF, it may take up to two weeks for CORE to source, screen, and submit candidate 
to you through TALEO.  

 At the beginning of a recruitment cycle, CORE and the project management will discuss a date through 
which CORE will submit candidates.  

 When you receive candidates during this timeframe, you should review the candidate and take action 
within 3 business days.  

 The information available in TALEO will include:  
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o Minimum Qualification Questions – Each candidate must “pass” this series of 
questions to be considered for an opening. CORE will identify any discrepancies or red 
flags in candidate responses and provide clarity in the Pre-Screen Document (see below). 

o Candidate Resume – the resume provided by the candidate will be available for your 
review.  

o Pre-Screen Notes – This document will provide a full summary of the recruiter’s 
conversation with the applicant, including any red flags or clarifications from items on 
the Resume or Minimum Qualifications Questions. This document must be reviewed for 
each candidate prior to your initial contact. 

o AppBuilder- Application – This document will provide a full education and 10-year 
employment history for the candidate, along with the names and contact information for 3 
professional references. 

 Reference the TALEO User Guide for more information on how to use the TALEO system to 
review candidates.  

 As part of the recruitment process, you will be expected to update your candidates in TALEO on 
a regular basis. It is important that you update candidate statuses correctly and in a timely 
manner, as many statuses are tied to email notifications which are sent to the candidate.  

 You may also enter notes in TALEO regarding your impressions of the candidates whom you 
interview. This is a good way to provide feedback to your recruiter. It is important to remember 
that all notes entered in TALEO are permanent, and cannot be deleted. Please always be HR 
compliant when noting your observations about candidates.  Do not include any information 
from any of these protected categories: 

o Race/Color  
o Sex 
o Pregnancy 
o Religion 
o National origin 
o Disability 
o Age 
o Genetic information 
o Sexual orientation 

 Title VII of the Civil Rights Act of 1964 explicitly prohibits discrimination against these 
characteristics. ALL hiring documentation, including comments in TALEO, can be summoned in 
legal proceedings if a candidate or FI files a lawsuit.  Mitigating risk for both Headway and RTI 
is part of your responsibility as a Field Supervisor.  Headway and RTI are equal opportunity 
employers.  The following are examples of when information would be considered 
incriminating:  “Blonde” could be considered discrimination against minority races.  “Married 
with two kids” is also an example of a non-HR compliant statement.  Even asking a candidate 
where they were born could be considered discriminating.  If the candidate brings any of these 
items up themselves in an interview setting it is best to bring the conversation back to the 
business at hand.            

 A list of appropriate candidate statuses and reason-codes can be found at the back of the 
“TALEO User’s Quick Guide” 

  



51 
Revised 6/22/17 

 

General Recruiting Advice 
 

Here is a list of some positive and negative characteristics and some general comments about what you should 
look for during an in-person interview: 
 
Summary of Positive FI Characteristics: 

 Speaks well, using correct grammar. 
 Reads well. 
 Makes eye contact with you during the interview. 
 Listens attentively to what is said and doesn’t interrupt. 
 Answers questions intelligently and displays self-confidence. 
 Asks questions about the study. Shows an interest. 
 If inexperienced in interviewing, look for experience dealing with the public, such as in sales, real estate 

etc. 
 

Summary of Negative FI Characteristics: 
 Did the candidate show up late for the interview without a reasonable excuse? 
 Does the candidate keep asking you to repeat questions because they he/she isn’t paying attention? 
 Does the candidate keep looking at his/her watch, like he/she can't wait for the interview to end? 
 Does the candidate have a hard time committing to the hours needed for the project because of other 

(work) commitments? 
 Does the candidate show a lack of interest (for example, by not asking any questions about the study)? 
 Is he/she only interested in working weekday hours? 
 Do the majority of the questions asked concern salary, how often FIs get raises and benefits, or how 

quickly FIs can be promoted to an FS position? 
 

These are all warning signs: 
 Questions that mainly focus on salary, the trip to training, and the minimum that can be accomplished 

each week. 
 A skeptical or negative attitude towards aspects of the data collection process, such as obtaining phone 

numbers or income information from respondents. 
 If an applicant can't hold a conversation with you, he/she may not be able to hold one with a respondent. 
 He/she has a full-time job or several part-time jobs (it is just too easy to shuffle the FI job to the "back 

burner"). 
 He/she cannot articulately explain why he/she wants the position. 

 

FIELD INTERVIEWER KNOWLEDGE, SKILLS, AND ABILITIES 
Knowledge Skills Abilities 
Language Writing skills Speech clarity 

Customer and personal service 
Active listening Oral comprehension 

Time management Adapting to different environments 

Computer and electronics Communication skills 
Walking and standing for long 

periods 

Sales and marketing Judgment and decision making 
Climbing stairs 

Carrying heavy equipment 
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Initial Telephone Contact 
If you are interested in pursuing the candidate after reviewing their resume and information online, your first 
contact should be via telephone shortly after reviewing their information. Remember, you can find very detailed 
notes from your CORE recruiter in the pre-screen documents including red flags that have been addressed or 
suggestions for your follow-up during your initial telephone contact. 

 The main purpose of this contact is to confirm the candidate’s continued interest and determine whether 
you’d like to conduct a telephone interview with the candidate.  

 Another task to complete during this conversation is to ask them what they know about the project and 
the FI position. This will give you insight into how they understand and view the position and what they 
find to be the most important aspects. After they describe the position and project to you, it is 
appropriate to correct any misunderstandings they may have and provide additional 
information/expectations.  

 Finally, you may end the conversation by giving them a brief ‘assignment’ and asking them to call you 
back within a specific timeframe. The assignment may be to visit the RTI website and write down a 
couple questions they have. Or perhaps review some information about the study and write down the 
most interesting thing they learned. Whichever assignment you give them, it should be short and simple, 
but the completion of the task and returning your call in a timely manner shows interest, commitment, 
and allows them to learn more about the study. The timeframe in which to call back should be specific, 
yet reasonable. Typically, one to two days should provide the candidate with enough time to go online 
and quickly browse these resources. This initial telephone contact should be short and only last about 10 
minutes.  

 If/when they complete the assignment and re-contact you, it is then appropriate to schedule the 
telephone interview, if you wish to pursue the candidate further.  

 If they do not complete the assignment and re-contact you within the timeframe allotted, you can take 
this to indicate that they are not committed to the interview process and/or are no longer interested in the 
position. Not following through on this task demonstrates undesirable qualities in the candidate and 
should be considered a red flag. 

 
 

Field Supervisor Telephone Interview 
 

 The telephone interview is a major milestone in the interview process. The information obtained may 
determine whether a hire offer will be made to the candidate, or whether the candidate will be invited to 
complete an in-person interview, depending on your project needs.  

 The key objectives for this interview are listed below;  
o Ask any further clarification questions about the information provided in the resume or answers 

to the minimum qualification questions. 
o Provide a brief but accurate description of the study and interviewing job. Having already been 

provided this information by the CORE recruiter, you should expect some level of familiarity 
with the position. Feel free to ask questions and ask the candidate if they have any questions 
about the information that was covered. 

o Confirm that the candidate understands and can meet the requirements of the position (including 
physical demands, outdoor conditions, reliable transportation, internet connection, etc). This is 
not scripted as some of the physical demands may vary based on location and weather conditions 
in which the FI may be working. 

o Describe the data collection schedule and downtime as it pertains to your specific project. 
o Inquire about the candidates schedule and availability to work on the study.  
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o Provide the candidate with a sample weekly schedule.  
o Confirm that the FI can attend the training dates & describe the training session to them. 
o FOR BILINGUAL CANDIDATES: Describe the Bilingual Certification process. Sample text: 

“To be a bilingual field interviewer, you must pass a certification test conducted over the phone 
with a Language Specialist from RTI. During this certification, your fluency will be assessed in 
both Spanish and English. This is a 3-part test and you must pass ALL 3 parts in order to be 
recommended as a bilingual interviewer. The first part will be about your communication skills 
and how you express yourself in both languages. The second part is about reading 
comprehension. You will be asked to read a document in Spanish and a document in English, 
and you will be asked a couple of questions about them. The last part of the test will be about 
assessing your comprehension skills where you will be acting as an interviewer during a mock 
interview, following specific instructions on how to conduct the interview. As you can see, 
working as a bilingual field interviewer on this project requires much more than just 
basic/informal conversational language skills in both English and Spanish. Do you have any 
concerns about your ability to pass such an assessment?” 

o If the responses to the questions are favorable and you anticipate wanting to move forward with 
the candidate, discuss the next steps in the process. This could include an upcoming hire 
decision, or in-person interview. 
 

 
Field Supervisor Video Interview 

 
o The video interview is a major milestone in the interview process. The information obtained may 

determine whether a hire offer will be made to the candidate, or whether the candidate will be invited to 
complete an in-person interview, depending on your project needs.  

o If you wish to complete a video interview with a candidate; you will need to do the following: 
o Log into Taleo and update their status to “Client Video Interview Requested” 
o In the Notes section, you need to put the date, time and time zone that the interview will take 

place  
o Please remember to not move your candidate to “Client Video Interview”. If your candidate 

is in that status, their name will not come back on the report and there is a possibility that their 
interview may not get scheduled or scheduled in time. 

o CORE will run reports twice a day to see how many candidates are in “Client Video Interview 
Requested”. Once the report is pulled, we will schedule the video interview in InterviewStream (video 
interviewing system) and update the candidate’s status to “Client Video Interview”. Both the FS and 
candidate will each receive a specific link for them to complete their interview. 

o If you have any questions or need assistance with your scheduled video interview, please reach out to 
Katie Jantzi at (919)424-5809. 

 
 

Conducting Reference Checks 
 
During the pre-screening process, your CORE recruiter will collect the names and contact information of 3 
professional references. These individuals may be former supervisors or co-workers, or may simply be 
individuals who can attest to a candidate’s work habits in a professional capacity. CORE will always strive to 
gather the most professional references that the candidate can provide, although in certain instances these 
references may be from non-career experience such as volunteer activities. Once you decide to conduct an in-
person interview, you may begin conducting the reference checks.  
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 Headway requires a minimum of two completed references for each candidate.  
 Reference check release forms can be found in the candidate’s TALEO profile under the Documents tab. 

The references are listed in the first document link titled “AppBuilder-Application”.  
 The Reference Check Form is located on the CMS on the “Downloadable Project Forms and Report 

Shells” page in the Recruiting section. 
 The reference check form allows space for recording the reference’s name (it is a good idea to also 

include the phone number), the date of the contact, the dates of the applicant’s employment, the type of 
work completed or the capacity in which the reference knows the applicant, and the applicant’s reason 
for leaving. The job qualities listed (quality of work, reliability, honesty, and ability) should be rated by 
the reference for the particular applicant. For example, “On a scale of 1 to 5, with 5 being outstanding, 
how would you rate the applicant on (job quality)?” Be sure to ask the reference if they would rehire the 
applicant. 

 In some instances a reference may not able to answer all of the questions on the reference check form. In 
these cases, it is still possible to consider the reference check complete as long as the majority of 
questions are answered thoroughly. 

 The reference check process should begin once you have decided to conduct an in-person interview with 
a candidate. It is not necessary to continue trying to complete reference checks should a candidate be 
disqualified.  

 Record all information obtained on the Reference Check Form.  
 Once completed, both Reference Check Forms should be emailed (as attachments) to the Headway 

Onsite Team at HeadwayHR@rti.org prior to the new hire attending training.  
 A minimum of two references must be received for a candidate before Headway will email the hire 

letters, which serve as the formal offer of employment.  
 If you are experiencing difficulty in contacting the references provided by your candidate, either you or 

CORE may reach out to the candidate directly to gather the names and contact information of additional 
references. If you do not wish to request this information directly from the candidate, please direct all 
requests for additional reference names to Katie Jantzi at kjantzi@headwaycorp.com or (919)424-5809.  

 If you have any questions about your reference checks, you may direct them to Katie Jantzi. 
  
 

In-Person Interview 
 

 If your project is conducting in-person interviews, this will be an important step in evaluating each 
applicant before making a hiring decision. Therefore, it is important to be well-prepared and allow 
adequate time to conduct the interview.  

 Schedule at least 1 hour for an in-person interview with those viable applicants that are interested.  
 The main objectives of the in-person interview are to:  

o Reiterate and provide more detail, if necessary, on your study, RTI and the FI position.  
o Confirm the candidate’s commitment to the requirements of the job.  
o Ask several behavioral based interviewing questions to determine whether the candidate is an 

appropriate fit for the job.  
o Allow them to see, in-person, important project materials. 
o If it will be a necessary part of the position, ask them to read text verbatim in a mock screening 

to determine if the possess this ability. 
o Answer any remaining questions the candidate has about the position. 

  



55 
Revised 6/22/17 

Making a Hire Decision 
 

 When making a final hiring decision, you should review all information you have obtained throughout 
the interviewing process.  

 As you are comparing candidates and making your final hiring decision, you may call the candidate as 
needed to clarify any information received throughout the interview process.   

 It is not appropriate to use any protected category information to make a hiring decision. These include: 
race/color, sex, pregnancy, religion, national origin, disability, age, genetic information, and sexual 
orientation. 

 Use Field Staff Applicant Evaluation Summary to rate each applicant characteristic (a copy of the on the 
“Downloadable Project Forms and Report Shells” page of the CMS). 

 Upon making a hire decision, email the selected candidate’s name, area, and pay rate (if non-SCA 
project) to the Headway Onsite Team at HeadwayHR@rti.org . In this email attach a copy of the Field 
Staff Applicant Evaluation Summary for each interviewed candidate and any completed reference 
checks.  You can scan the document or enter your answers into an electronic version, found on the CMS 
on the “Downloadable Project Forms and Report Shells” page. If, for some reason, you are unable to 
email the document as an attachment, you may fax it to Headway’s Onsite Team at (919) 248-8560.  

 If the candidate must be certified as bilingual, the recruiter must contact the appropriate RTI personnel 
to arrange the Language Skills Assessment (LSA) test.  
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General Field Interviewer Job Description 
 
The Field Interviewer (FI) conducts field work for survey research projects conducted by Research Triangle 
Institute (RTI). The FI works day to day under the direction of a Headway Supervisor and/or RTI technical 
staff, but is employed by, and ultimately accountable to, Headway Workforce Solutions. FIs prepare for and 
conduct data collection operations according to project protocols. FIs ensure that field data collection activities 
are carried out in an efficient and cost effective manner, that the data collected are of the highest possible 
quality, and that all activities are conducted in a professional manner following established procedures.  
 
QUALIFICATIONS:  

 Available for entire training and data collection period.  
 Able to successfully complete training.  
 Have reliable personal automobile available for business use.  
 Must be willing to work times of day and days of week (potentially including evenings and weekends on 

a weekly and regular basis) determined to be most productive by project management.  
 Able to keep project information confidential.  

 
MAJOR REQUIREMENTS:  

 Successful experience with field interviewing activities.  
 Demonstrate the ability to work with supervisor and complete assignments on schedule.  
 Efficiently locate sample units or study respondents using maps or other resources.  
 Obtain cooperation of survey respondents by effectively answering questions and addressing concerns.  
 Conduct valid, high-quality personal interviews following prescribed protocols.  
 Accurately complete all required documents including electronic survey instruments and all reporting 

forms.  
 Adhere strictly to project deadlines for completing interviews, reporting progress, and returning 

materials and equipment.  
 Maintain accurate, up-to-date records of progress in the field.  
 Submit timely and accurate reports.  
 Maintain a professional, cooperative relationship with your supervisor and other project staff, 

objectively sharing your thoughts while displaying an understanding of project management's concerns.  
 Be receptive—not defensive—when given feedback from project personnel about your performance, 

striving to learn and improve.  
 Keep supervisor informed of problem areas that might affect progress.  

 
PHYSICAL DEMANDS:  
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  

 Travel frequently to respondent locations.  
 Be outside and exposed to all types of weather.  
 Be able to drive and work outside after dark.  
 Be exposed to fumes and odors as might be expected in any outdoor environment.  
 Stand, walk, and climb stairs.  
 Communicate through speech and listening.  
 May be required to transport equipment and materials such as laptop computers and notebooks weighing 

15 pounds or more. 
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VII. 
 
 
 

On-boarding Overview 
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Onboarding Procedures 
 

Headway will email the employee their new hire letter and this email will give instructions for the new 
employee to complete the electronic on-boarding documents. At a minimum the hire letter will contain the 
following elements: 

 Employee’s pay rate on this project 
 Project name 
 Position title 
 Conditions of employment 
 Mileage rate (unless project specifies otherwise) 

 
Electronic On-boarding: 
In addition to sending the new hire letter Headway will also email it and in this email will give instructions for 
the new employee to complete the electronic on-boarding documents.   
  
All hiring documents must be completed electronically prior to the employee beginning work.  Headway will no 
longer send paper packets.  Both new and returning employees will go to www.MyHeadway.com to complete 
their hire paperwork.      
 
Electronic on-boarding is handled in two phases: 

 Phase One:  Once the Headway Onsite Team receives your offer details they email the new hire the 
instructions to complete their background check release within one business day. Upon completion, the 
form is automatically sent to the Headway Onsite Team for immediate processing.   

 Phase Two:  Approximately 2 weeks before project training the Headway Onsite Team will send new 
hires an email containing the hire letter and instructions to complete the remainder of their electronic 
documents.  The employees are given one week to complete these Phase Two documents.  After this 
deadline the Onsite Team will reach out to the supervisor and the new or returning employee with a 
reminder that the documents must be completed.   

 
The Form I-9: 
Every employee who has never worked for Headway or has not worked for Headway in the past 12 months 
must complete a Form I-9 (I-9).  A Headway representative or their designee must complete Section 2 of the I-9 
and view the employee’s one or two forms of documentation to satisfy Section 2 requirements.  The new hires 
must also submit a photocopy of the documents used for Section 2.  How this process is handled will depend 
upon the type of training the project holds: 

 In-person trainings held in the Raleigh-Durham area – Headway Onsite Team members will be present 
to complete Section 2 and collect the photocopies of the employees’ documents.   

 In-person trainings held outside of the Raleigh-Durham area – The Field Supervisors or project staff will 
be responsible for viewing the employees’ documents, collecting photocopies of those documents, and 
completing Section 2 of the I-9.     

 Phone trainings – Employees will receive information on using a Designated Agent to complete Section 
2 and are responsible for sending all I-9 documentation to the Headway Onsite Team prior to their 
training.  Detailed instructions will be included in Phase 2 when this method must be used. 

 
Please remind your new hires to bring their proper documentation for the I-9 AND a clear photocopy of 
the documents to training.  Please refer to the Employment Eligibility Verification Procedures section of 
this manual for more information on this process and the allowable documents.  
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Background Check Policy 
 

All offers of employment are contingent upon the applicant passing the necessary background investigation(s).  
Once a contingent offer of employment has been accepted, the candidate electronically completes, signs, and 
submits a background release at www.MyHeadway.com, authorizing the background investigation.  Headway 
utilizes a third party administrator to conduct all background investigations.  The types of information that can 
be collected by this agency include, but are not limited to, a criminal background check, education, employment 
history and driving records.  This process is conducted to verify the accuracy of the information provided by the 
candidate and to determine his/her suitability for employment.   
 
Headway performs a background investigation on all employees.  This investigation consists of federal, state, 
and county criminal checks as well as driving records checks.  Headway requires the previous 7 years of 
residences for the employee and these jurisdictions are included in the report. 
 
Headway requires that the employees meet the requirements of the Operation of Motor Vehicles for Business 
Purposes.  Headway’s policy regarding criminal records is to evaluate each criminal history individually for a 
case-by-case determination.  We look at all convictions found in the candidate’s/employee’s history and 
determine if these crimes prevent them from being a productive Headway employee. 
 
Upon receipt of background results from third party administrator, the Headway Onsite Team reviews the 
records using the criteria listed above.  The hiring supervisor will receive a pass/fail notification once the results 
have been processed; no details from the report will be shared. 
 
Headway reserves the right to make the sole determination concerning information or any employment decision 
arising out of the background investigation conducted through a third party administrator.  Headway will ensure 
that all background investigations are held in compliance with applicable federal and state statutes, such as the 
Fair Credit Reporting Act (FCRA). 
 
New Hires:  Background investigations are required for all new hires.  The background investigation must be 
started before any employee can begin work.     
 
Rehires:  A background investigation is required for all employees who have been separated from Headway for 
twelve months or more.  If a project involves interaction with minors, new criminal checks must be performed 
for every hire, regardless of their employment status with Headway. 
 
Confidentiality 
Information obtained for the purpose of background investigation(s) will be retained by Headway separate from 
other employment records.  Headway follows all FCRA regulations before making an adverse employment 
decision.   Candidates with unfavorable results will be receive a copy of their report and have a reasonable time 
period during which they may dispute the records before an employment decision is made.   
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VIII. 
 
 
 

Employment Eligibility  
Verification Procedures  
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Guidelines for Completing the Federal Form I-9 
 
Purpose of Form 
 
The U.S. Citizenship and Immigration Services require all employees to complete the Form I-9 to document 
verification of the new employee’s identity and employment authorization for each new employee. Both 
employees and designated agents of the employer (supervisors or respected members of the community) have 
completion responsibilities for the form.  
 
Where to Complete Sections 1 and 2 of the I-9 
 
Employees will complete Section 1 of the I-9 during electronic on-boarding and will print it out for Section 2 to 
be completed by a designated agent, either at project training or on their own. Regardless of who completes 
Section 2 it is DUE TO HEADWAY BY THE THIRD DAY ON ASSIGNMENT OR THE ASSIGNMENT 
WILL BE ENDED.    
The Headway Onsite Team will send hard copies of the I-9s that have Section 1 completed to training, 
when applicable.   
 
Please check with your Headway Onsite Team for questions on training and this I-9 procedure 
 
The Field Supervisor or Headway designated agent must complete Section 2 by examining evidence of identity 
and employment authorization within 3 business days of the employee’s first day of employment. The first day 
of employment will be designated as the 1st date the employee attends project training.  
For example, if an employee begins employment on Monday, the Field Supervisor or Headway  designated 
agent must complete Section Two so the employee can send it to Headway by Thursday of that week.   

  
o The Field Supervisor or Headway designated agent cannot specify which document(s) employees may 

present from the List of Acceptable Documents, found on the last page of the I-9, to establish identity and 
employment authorization. (Please refer to the Form I-9 example in this handbook.)   
 

o Employees must present to you one selection from List A OR a combination of one selection from List B 
and one selection from List C.   

 
o List A contains documents that establish both identity and employment authorization. Some List A 

documents are combination documents.  The employee must present combination documents together to be 
considered a List A document.  For example, a foreign passport and a Form I-94 containing an endorsement 
of the alien’s nonimmigrant status must be presented together to be considered a List A document.  

 
o List B documents establish identity only and List C documents establish employment authorization. If an 

employee presents a List B document they must also present a List C document (and vice versa.) 
Headway Workforce Solutions is currently mandated as a federal contractor to participate in the 
USCIS E-Verify Program and therefore the List B document MUST include a photograph. 

 
o Physically examine each original document the employee presents to determine if it reasonably appears to 

be genuine and to relate to the person presenting it.  The person who examines the documents must be the 
same person who signs Section 2.  The examiner of the documents and the employee must both be 
physically present during the examinations of the employee’s documents.   
 

o In the fields provided record the following information from the original document(s) the employee 
presents. See screen shot of I-9 later in this guide: 
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1. The document title shown on the List of Acceptable Documents  
2. The issuing authority (DMV, US Dept. of State, etc.) 
3. The document number (license or passport number, etc.) 
4. The expiration date (if any).   

 
o Under Certification, enter the employee’s first day of employment. The first day of employment will be 

designated as the 1st date the employee attends project training. 
 
o Provide the name and title of the person completing Section Two in the “Signature of Employer or 

Authorized Representative field.”  Enter Field Supervisor or Designated Agent ONLY. 
 
o Sign and Date the attestation on the date Section Two is completed. 
 
o Return the employee’s documentation and collect the legible photocopy of the documents used for 

verification.   
 

 
Avoiding Discrimination when Completing Form I-9: 
Employers and those acting as the Headway designated agent must treat employees in a non-discriminatory 
manner when recruiting, hiring, firing, and verifying their identity and authorization to work on Form I-9. 
They MAY NOT:  

 Demand that the employee show specific documents because of the employee’s national origin, ethnicity, 
immigration or citizenship status, race, color, religion, age, gender or disability, or because of any other 
protected characteristic.  

For example, they may not: 

o Request that employees show a document issued by the Security because the employee is not a U.S. 
citizen. 

o Require U.S. passports from new employees who “sound foreign” and claim U.S. citizenship. 
 

 Refuse to accept the employee’s document because of an unfounded suspicion that the employee’s 
document is fraudulent. For example, employers may not refuse to accept the employee’s U.S. passport 
because the employee has limited English proficiency.   
 

 Refuse to accept the employee’s document because their document expires in the future.  

 
 Refuse to accept a receipt that is acceptable for Form I-9 purposes 

 
Please see the sample I-9 form over the next two pages of this handbook.  Section 1, Section 2 and the List of 
Acceptable Documents are included. 
 
The Field Supervisor Guide to Completing Section Two of a Headway electronic I-9 follows and must be 
carefully followed in order to be compliant.  
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Headway Workforce Solutions, 3040 Cornwallis Rd, RTP, NC 27709 

Doe John C 

3040 Cornwallis Rd 

RTP NC 27703 

June 7, 1973 

999-99-9999 

X

John C Doe June 12, 2012 

Document title Document title 

Issuing Authority 
Document # 
Issuing Authority 

Document # 
Expiration Expiration date 

Date 

FS signature Job Title 

Date 

FS Name 

Row headings on the far left also apply to List B and List C items 

Ensure employee has selected 
one of these items 

Fill as necessary 

I-9 Quick Guide 
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 Acceptable Documents for List A OR List B AND List C: 
 
 
 
 
 
 
 
 
 
 
 

 
 

  
 

 
List A – if the employee 

uses this type NO OTHER 
ID needs to be verified.  

Record required fields in 
Section 2.  Make a legible 

photocopy. 

List B and List C – if the 
employee uses a List B 

document they must ALSO use a 
List C document. 

Record required fields in Section 
2.  Make a legible photocopy. 
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IX. 
 
 
 

Payroll Processes, Policies  
and Procedures for Field Staff 
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Payroll Submittal Process 

 
Field staff submit their time weekly in the Headway Time and Expense System (HTE).  Supervisors are 
expected to review timesheets and expense reports on a weekly basis and reject any timesheets or expense 
reports with any discrepancies.  The employee will receive an email rejection notification and be required to log 
into HTE, make corrections, and resubmit.  Please reach out to your field employee to make sure they 
understand the rejection reason.   
 
Approved timesheets must be submitted by the FS following Headway’s timesheet submittal process.  The 
timesheets in the HTE system must be approved by you and received by Headway no later than 2:00 PM EST 
on Tuesday.  (If you notice a problem after you have approved a timesheet or expense report, please contact 
Headway at HeadwayPayroll@rti.org immediately).  If you are going to miss a deadline, please notify all field 
staff that will be affected by the missed deadline. 
 
Payroll Schedule 
Mondays    Supervisor receives and processes HTEs. 
Tuesdays    Headway receives and processes HTEs.  All HTEs to be processed must be received by 

Headway by 2:00 PM EST.  All HTEs received after 2:00 PM EST will be processed for the 
following week’s payroll. 

Wednesdays       Payroll processed by Headway.  
Thursdays  Payroll processed.  Funds transferred to direct deposit accounts (funds not available until the 

upcoming Monday by 2pm EST). 
Fridays Paychecks are mailed (first class) to home addresses from our North Carolina office; direct 

deposit vouchers will be available for viewing and printing on the My Headway website 
(www.myheadway.com). 

 
Timesheet Process for Field Staff 
Headway strives to ensure all field staff timesheets are processed in a timely and efficient manner.  In order 
to avoid any delays in payroll, it is important that all timesheets and expense reports are fully completed with 
legible, supporting receipts. 
 
If an employee submits a timesheet claiming payment for work that is questionable, the timesheet may be 
sent back to the employee for the employee to change to reflect work actually received.  NOTE: Falsification 
of any kind on an employee timesheet is grounds for immediate termination.  
 
Paycheck Distribution 
Payroll is processed on Wednesdays and the direct deposit funds are submitted to employees’ banks on 
Wednesdays.  There is usually a 48 hours period before the funds hit the employees’ accounts but generally 
they will be available by 2 pm EST on Monday.  If an employee does not receive their paycheck, please be 
advised that a replacement check cannot be sent until 10 business days after the check date.  If the employee 
does not receive their paycheck following 7 business days of the check date, please notify Headway’s onsite 
payroll department at (800) 208-7043, for further instructions.  
 
As an employee, all applicable taxes will be deducted from each paycheck according to the instructions the 
employee has provided on their W-4 form.  If W-4 information is not submitted to Headway, the employee’s 
payroll will be processed as “single” with “zero” deductions for both Federal and State (where applicable).  
Also, an employee’s Headway pay stub will clearly break down their earnings by labor compensation 
(taxable) and expense reimbursement (non-taxable).  Taxes will be deducted only from the labor portion. 
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Other Payroll Information 
HTEs must be approved and received by Headway no later than 2:00 PM EST on Tuesday.  
 
If you notice a problem after you have approved an HTE, please contact Headway at HeadwayPayroll@rti.org 
immediately.  
 
If you are going to miss a deadline, please notify Headway immediately at HeadwayPayroll@rti.org.  
 
Money can be direct deposited into two separate accounts.  You may select to have all your expenses 
(incentives, mileage and expenses) deposited into a separate account from your net pay.  Conversely, you may 
elect to have a specified amount of dollars, or percentage, of your salary deposited into account A, and the 
remaining amount or percentage deposited into account B. 
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Incentive & Travel Advance Policy 
 
Headway Workforce Solutions (Headway) advances money to field staff for the purpose of travel 
expenditures and completing interviews with respondents of various studies conducted by RTI International.  
Advances are to be used for business purposes only.  There are two types of advances, (1) Incentive and (2) 
Travel. 
 
An Incentive Advance is to be used for paying respondents for participating in surveys. A Travel Advance is 
to be used for payment of lodging, telephone, meals, and miscellaneous expenses during travel.   If an 
employee uses advance money for anything other than business purposes, they may be subject to disciplinary 
action up to and including termination.    
 
When an employee receives advance funds, they are accepting the terms of and agree to comply with the 
Headway Advance Policy. The employee carries full responsibility for reconciling the advance balance. 
 
Employees may elect to not receive advance funds and submit for reimbursement of funds as the expenses 
are incurred on the weekly timesheet. 
 
Advance Reconciliation/Balance Sheet 
Training will be provided on the completion of your HTE (timesheet) and reconciling incentive and travel 
advances.   
 
1.  Incentive Advances: 

a. Incentive advances are issued for a specified period of time and used for business purposes only. 
b. All incentives that are paid to respondents must be recorded on your timesheet weekly.  You must 

show a reconciliation of incentive monies paid in the “Notes” section of your timesheets.  
Example: 

i. 3 interviews at $30, 1 interview at $50  
ii. 3 interviews, 2 incentives @ $30, one R refused payment 

iii. 1 school complete with $175 incentive, 1 school complete with $200 incentive 
c. Any amounts recorded on your timesheet will be PAID back to you in the next paycheck, thereby 

replenishing the incentive advance balance. 
d. Repayment of your Incentive advance is due by the expiration date of the advance (located on your 

advance check stub).  Payroll deductions will begin if payment for the entire amount is not 
received before your advance expires.  

e. You must list your employee ID number, project number and advance number (located on your 
advance check stub) on the front of your personal check or money order.     

2.  Travel Advances:  
a. Verify that the dates specified for travel are accurate.  If travel dates need to be changed, extended 

or shortened, please contact your Field Supervisor.  
b. You must record all expenditures on your expense report - lodging, meals, telephone, auto rental, 

and miscellaneous weekly.  
c. You must provide receipts for all expenditures exceeding $25 when submitting your expense 

report. 
d. Use the same project code and sub-task number as the one for which the advance check was issued.   
e. If your expenses exceed the amount of the advance, the remaining amount will be paid to you as an 

expense reimbursement.   
f. If your travel advance exceeds the amount of expenditures incurred you must send a check or 

money order to Headway for the remaining balance. 
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g. You must list your employee ID number, project number and advance number (located on your 
advance check stub) on the front of your personal check or money order. 

3.  Repayment Address:  
 All checks must be mailed directly to: 

Headway Payroll 
RTI International 
3040 East Cornwallis Road 
RTP, NC 27709 

If you have any questions pertaining to this information, or questions relating to an advance balance, please 
contact Headway at (800) 208-7043. 

 4.  Deadlines:  
All checks for Incentive advance repayment must be received by the incentive advance expiration 
date (located on your advance check stub).  If check is not received by advance expiration, then 
Headway will begin payroll deductions.   
 
All checks for Travel advance repayment must be received within 15 days of the Travel advance 
expiration date (located on your advance check stub).  If a check is not received by the 15th day 
following the expiration date, Headway will begin the following collection efforts:   
 

5.  Collections Process: 
Headway will deduct expenses and gross wages to collect unpaid advance balances.  If a check is received 
after Headway has begun deductions, Headway will apply the check to any remaining balance and reimburse 
the employee in the next paycheck, or return the check to the employee.   
 
If the employee neglects to repay a remaining advance balance, Headway will take disciplinary action.  The 
employee may be subject to probation or immediate termination. 
 
The employee will be turned over to collections and will not be permitted to work for Headway after that 
time.  The employee will be responsible for all fees associated with the collection efforts, including attorney 
fees.  If the advance is finally paid, the employee will be allowed to work again; however, the employee will 
not be issued any Travel or Incentive advances and will be expected to work out of pocket for all 
assignments.  
 
If a personal check is returned for any reason, Headway will proceed with the following actions: 
 
1st offense:  A warning letter will be sent to the employee.  The outstanding balance then must be repaid 
within 10 days using a money order or cashier’s check purchased at the employee’s own expense.  The 
employee may not send personal checks to Headway for 12 months. 
 
2nd offense: A probation letter (applied to all projects) will be sent to the employee.  The outstanding balance 
then must be repaid within 10 days using a money order or cashier’s check purchased at the employee’s own 
expense.  The employee may not send personal checks to Headway for the remainder of their employment 
with Headway. 
 
3rd offense: The employee will be terminated from Headway’s employment on all projects.  The employee 
still must repay the advance balance to avoid further legal action. The employee will not be eligible for future 
Headway assignments with Headway.   
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Collections Policy 
 
 
Collection procedures are implemented once an employee’s advance balance expires. 
 
 
Expiration Reminder:           Headway will send an e-mail on Thursday in the week that an incentive or 

advance is within 15 days of the expiration date.  The employee’s FS will 
be copied. 

 
Follow-up Call: Employee will receive follow-up calls if no response is received to the 

Expiration Reminder starting on Monday of the next week.  
 

Notify Supervisor: If no response is received by Thursday, the FS will be notified via e-mail 
from Headway. 

 
Collection Warning: Headway will send an e-mail on Thursday when the travel advance is 15 

days past due or there is an incentive balance outstanding and no contact 
has been made, requesting a response within 24 hours.  

     
Follow-up Call: Headway will place a follow-up call to the employee, if no response is 

received to the Collection Warning starting on Monday of the next week.  
 

Final Notice: Sent Friday of follow-up call week if no contact was made, requesting 
response within 24 hours. Notice is sent via FedEx, a return FedEx label 
and envelope for payment are included. 

 
Sent to Collections:   Sent when advance is 30 days past due. 

 Employee is marked Do Not Hire and will not be eligible to work for 
Headway. 

             
 
Do Not Hire Status Change 
 
If an employee is marked Do Not Hire and the advance is finally paid, the employee will be changed in the 
system to “Contact Headway”.  The employee would be allowed to work again; however, the employee will not 
be issued any travel or incentive advances and will be expected to work out of pocket.  For all travel and 
incentive money required for successfully completing a field assignment.  
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Overview of Advances 
 
 

All advance requests must be received via email at HeadwayAdvanceRequest@rti.org no later than 3:00 pm 
EST each day for same day processing.  Failure to complete all required information may result in a delay in 
processing of the request. 
 

1. The Field Supervisor must complete the Advance Request Form and submit to Project Designee for 
approval. 

2. The Regional Supervisor or Project Designee must approve the request via email. The email with the 
advance request must come from the Project Designee and the body of the email must explicitly state 
“advance approved, please process”. 

3. The Advance Request Form itself has a section for the approver to complete to signify that the advance 
has been approved by the project 

4. Headway will FedEx the checks to the location designated on the request.  
 
TRAVEL DATES AND EXPIRATION DATES MATTER!  
 
The Headway collection policy relies entirely on the date an advance expires.  To avoid issues, please monitor 
and update these dates as necessary.  
 
Travel advance repayment checks must reach Headway within 15 days of the due date or the collection process 
will begin. 
 
Incentive advance repayment checks must reach Headway by the due date or the collection process will begin. 
 
Payroll deductions can be applied across projects for collection purposes. 
 
Repay address is:   
 

Headway Payroll 
RTI International 
3040 East Cornwallis Road 
RTP, NC 27709 

  
The employee ID number, project number the advance was issued under and the advance number must be 
indicated on the front of the personal check or money order. 
 
In addition to terminations, downsizing and resignations, the Field Supervisor is responsible for notifying 
Headway when the following occurs: 

 Travel dates have changed for the employee 
 Travel is cancelled by the project 
 Incentive advance due date has been extended 

 
 
  



72 
Revised 6/22/17 

How to Request an Advance 
 
All employees must complete an Incentive or Travel Advance Agreement prior to commencing work. 
 
When an employee’s assignment necessitates the issuance of an incentive or travel advance, the employee’s 
supervisor must complete an Advance Request Form (see example form on the following page).  If the 
employee requires both an incentive and a travel advance at the same time, you may request both advances on 
the same form. The following must be filled in accurately on the Advance Request Form in order to avoid a 
delay in processing the advance:   
 

 FS Name 
 Area number the advance should be issued under 
 Employee’s full name 
 Employee ID number 
 Type(s) of advance (incentive and/or travel) 
 Project number and subtask the advance should be issued under 
 Physical address to which the advance is to be sent (no P.O. Box will be accepted) 
 Appropriate dates (travel dates and/or incentive end date) 
 Amount of advance(s) 

 
The Supervisor submits the request to the Project Designee for review and approval. The Project Designee will 
approve the advance request and email the form and its approval to Headway for processing: 
 

 Email the request to HeadwayAdvanceRequest@rti.org  
 The subject line of the email must include the recipient’s name 
 The body of the email must explicitly state “Advance approved, please process” 
 The Advance Request Form must include the name of the approver in the appropriate boxes. 

 
All advances RECEIVED at the above email address by 3:00p.m EST will be processed and sent out that same 
day.  Funds are delivered to the employee by the same method they receive their paycheck, either direct deposit 
or a deposit on their pay card. 
 
Please the Advance Request form on the next page.  
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Headway Workforce Solutions 
Advance Request 

All Fields Must be Complete. The body of the email must explicitly state “Advance approved, please process” 
Requests must be received, properly completed, by 3:00 PM EST for same day shipment.  

Send completed form to HeadwayAdvanceRequest@rti.org 
    First Name Last Name Date   

This Request is Approved by RTI Project           
          

Today's Date:       
FS Name:       

Area #       
E-Mail reply should be sent to:       
Recipient's (Employee) Name:       

Headway ID Number (6 digits):       
PROJECT NUMBER (must be complete code):       

i.e. 0211388.001.002       
            

Address for Advance Shipment   No PO BOX   
Street Address:       

City:       
State:       

Zip:       
Telephone Number:       

            
Issue Travel Advance:       

Amount:   $0.00   
Date Needed:       

            
Start Date of Travel:       
End Date of Travel:       

            
Purpose of Trip:       

Departing from (City/State):       
Destination (City/State/Zip/County):       

Name of others accompanying traveler:       
Mode of Transportation:       

Lodging Required:       
GSA Daily Rate   Lodging: $0.00     
GSA Daily Rate   M & IE: $0.00     

Total     $0.00     

            
Issue Incentive Advance:       

Amount:   $0.00   
Date Needed:        

Incentive End Date:        
            

Delivery Method (mark appropriate boxes):   Federal Express Priority Overnight     
    Federal Express Priority Overnight SATURDAY Delivery   

    Federal Express Standard      

    Signature Required     

Special Instructions:   

  



74 
Revised 6/22/17 

Incentive & Travel Advance Agreement 

This document is one of the electronic on-boarding documents that the employee will be required to 
complete prior to starting their assignment.  Here is the wording for your convenience:   
 
I, [First and Last Name inserted here], understand that any incentive and travel advances provided to me are 
considered loans to be spent for appropriate business-related expenses only.  I agree to the following terms for 
use, reimbursement, and return of advance funds received while working for Headway Workforce Solutions 
(Headway).  

 
1. To use the advance only for the purpose intended (example: to pay respondents an incentive upon 

completion of an interview or collecting biological samples or travel on approved project related 
assignments).  

2. To enter all incentives paid to respondents on my HTE.  
3. To maintain a record of my incentive advance balance using the Headway Incentive Advance Balance 

Sheet.   
4. To enter all authorized travel expenses on paper HTE (attaching receipts when required). 
5. To maintain a record of my travel advance balance using the Headway Travel Advance Balance Sheet. 
6. To authorize Headway to deduct incentive or travel advance balances from an expense reimbursement or 

from payroll.  
7. To pay on demand to Headway the balance of the advance issued.  The specific amount will be 

determined by calculation of the advance issued less the amount of a personal check, repayment deducted 
from expense reimbursement, and the amount of repayment deducted from payroll. 

8. To return the full incentive advance balance via personal check or money order or cashier’s check to 
Headway Workforce Solutions (Headway) immediately upon resignation, termination, completion of my 
assignment, inactive status or whichever comes first. 
 

All payments shall be paid in lawful currency of the United States of America.  I also agree, if collection 
procedures are necessary, to pay all costs of collection including reasonable attorney's fees.  
I further understand that if this agreement is not upheld that disciplinary actions will be taken immediately.  
This agreement is binding and shall supersede all other agreements whether in writing or verbal and shall be the 
governing terms and conditions where a conflict may exist between the terms and conditions of this agreement 
and the terms and conditions of other agreements or forms.  
As certified by my signature below, I herby affirm that I have read, understand, and agree to the above terms and 
conditions.  
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How to Manage Your Employees’ Advances 

It is your responsibility as the Supervisor to help employees manage their advance funds and ensure that they 
are properly repaid to Headway.  Here are examples in which the Supervisor can manage these advances: 
 
 When requesting an advance for an employee, start a balance sheet for him/her.  Record the following 

information on this sheet: 
o The date the request was made 
o The amount of the request 
o The type of advance (travel or incentive) 
o The due date/end date 

 Discuss the advance with your employee during your weekly conference call.  This will act as a gentle 
reminder that the money belongs to Headway.  Furthermore, it will encourage the employee to maintain 
his/her own balance sheets.  

 For incentive advances, make sure that a note on the HTE reconciles the number of interviews and the total 
Incentive expense claimed.  

Example: 
o 3 interviews at $30, 1 interview at $50  
o 3 interviews, 2 incentives @ $30, one R refused payment 
o 1 school complete with $175 incentive, 1 school complete with $200 incentive 

 For travel advances, make sure all money spent for the travel assignment is recorded in the correct columns 
for the corresponding dates of the travel advance.  Remember: receipts are required & travel dates 
matter!  Only expenses that are recorded on dates that fall within the advance travel dates will be deducted 
from the advance balance.  Expenses recorded on dates that do not fall within the travel dates will be 
reimbursed to the employee. 

 If you feel a due date should be altered in any way, please send an email to Headway at 
HeadwayAdvanceRequest@rti.org.  Please include the employee’s name, the project number the advance 
was issued under, the amount of the advance, advance number, the original due date, travel dates and the 
new due date and/or travel dates. 

 If an employee is under investigation for possible falsification of data or other fraudulent activities, you 
must let Headway know immediately so that we can recoup the advance money from the employee’s 
paycheck ASAP.   

 Use the Open Advance Report feature in the Headway Client Portal to see up-to-date information on all of 
your employees’ advances.  You should review this at least once a week and follow up with employees who 
have advances with approaching due dates.  The employees should be reminded of the upcoming 
expiration date and advised to send in a repayment before the advance expires. 
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Collecting Past Due Advances 

Policy 
Headway Workforce Solutions (Headway) advances money to field staff for the purpose of travel expenditures 
and completing interviews with respondents of various studies conducted by RTI International.  The employee 
is to reimburse Headway for the amount of the advance by its due date by submitting qualifying expenses or a 
repayment check.  If the advance money is outstanding 15 days past the due date, Headway will begin the 
collection process.   
 
If an employee does not repay an advance by submitting travel expenses or a personal check or money order, 
Headway will take steps to satisfy the advance by deducting wages, expenses, mileage reimbursement, and 
incentive reimbursements.  Failure to repay an advance may result in one or more of the following actions: 

 Wages withheld and applied to an advance  
 Disciplinary actions taken if currently employed 
 Employee may become Ineligible for Rehire 
 Monies due may be sent to an outside Collection Agency which may affect your credit 

 
If payment is received by Headway, but the collection process has already begun: 
For checks: 
If a balance is still owed, Headway will cash the check 

a. If the check is for less than or the exact amount currently owed, Headway will apply the entire 
amount of the check to the advance balance 

b. If the check is for more than what is currently owed, Headway will apply what is owed to clear the 
advance balance and refund the overage in the employee’s next Headway check 

c. If the balance was previously cleared, Headway will return the check to the employee 
For money orders: 
Headway will always cash the money order 

a. If the money order is for less than or the exact amount currently owed, Headway will apply the 
entire amount of the money order to the advance balance 

b. If the money order is for more than the amount currently owed, Headway will apply what is owed to 
clear the advance balance and refund the overage in the employee’s next Headway check 

c. If the balance has been previously cleared, Headway will refund the full amount of the money order 
in the employee’s next Headway check 

It should be noted that bounced checks may result in disciplinary action and mandatory use of money orders or cashier’s 
checks.  
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Guidelines for Managing Travel 
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Travel Policy for Field Staff 
 

Policy 
Headway Field Staff are expected to claim reasonable travel time (e.g., labor) and incidental expenses 
associated with traveling to/from training and when on travel status to perform fieldwork. Travel time is 
reimbursed from portal to portal, which includes the time field staff leave home to the time they arrive at their 
destination (e.g., hotel). Allowable incidental expenses include mileage expense to/from the airport, airport and 
hotel parking fees (if applicable), transportation to/from the hotel (if free shuttle service is not provided), 
charges associated with baggage (travelers should use good judgment in packing for the climate and duration) 
and per diem for the destination site and associated with the time of day for travel. 
 
Procedures 

1. Field staff complete an electronic HTE for travel time and expenses.  
2. Field Staff submit the completed HTE electronically to project staff for approval in order to be paid.  

 
Reimbursement Policy  

 Projects are to reimburse travel expenses for the most efficient and least expensive mode of travel. Field 
staff who elect to travel by less efficient means (e.g., driving to their destination instead of flying) 
should only be reimbursed for:  

o Travel hours up to those associated with the most efficient mode of travel.  
o Expenses up to those associated with the most efficient mode of travel.  

 After travel arrangements are made field staff are responsible for paying any penalties or additional fees 
associated with changing travel arrangements for personal reasons.  

 For travel to training sessions, information on the preferred mode of travel between the airport and the 
training site is given to the field staff. This may include information about a complimentary shuttle 
service offered by a hotel, or a pre-paid shuttle service arranged by the project. If field staff elect to use 
an alternate mode of travel between the airport and the training site, which is not pre-approved by the 
project, reimbursement is discretionary. (Note: receipts must be obtained and submitted for any out-of-
pocket local transportation services including cabs, shuttles, limos, etc.)  

 Per Diem is defined as the maximum allowed amount for lodging (excluding taxes), meals, and related 
incidental expenses (e.g., tips). Therefore, tips cannot be claimed as an additional reimbursement 
expense above the meal and incidental expense per diem (M&IE rate) for the travel site. 

o Reimbursement for alcohol is not permitted.  
o Field staff may not claim Per Diem for meals provided by the project (e.g., during training), 

covered by airline meal vouchers (e.g., during extended delays) or are otherwise provided at no 
cost to the employee. 

 Examples of Meals and Incidentals breakdowns are provided below, with each column representing a 
different hypothetical city, to guide reimbursement according to the M&IE rate for each travel site.  

M&IE 
City A 

$39 
City B 

$44 
City C 

$49 
City D 

$54 
City E 

$59 
City F 

$64 

Breakfast 7 8 9 10 11 12 

Lunch 11 12 13 15 16 18 

Dinner 18 21 24 26 29 31 

Incidentals 3 3 3 3 3 3 

First & Last Day of Travel (75% of M&IE) 29.25 33.00 36.75 40.50 44.25 48.00 
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 Headway employees are only eligible for up to 75 percent of the total M&IE rate for the location to 

which they are traveling to on the first and last day of travel.  Included with the per diem examples 
above, the last row displays the calculated per diem amounts for the "First and Last Day of Travel (75% 
of M&IE)".  
 

M&IE allowance money provided by projects to field staff for their travel and training day(s) override the 
reimbursement guidelines provided above. 
 
A Per Diem Rate finder may be found at the following site: http://www.gsa.gov/portal/category/21287. 
 
 

Travel Reservations 
 
Carlson Wagon-Lit Travel (CWT) is our travel agency of choice.  All rental car and airline reservations must 
be made through CWT at 1-877-612-3370 or RTI.US@contactcwt.com. Only a Supervisor or an RTI employee 
may make reservations for themselves or their Headway employees. 
 
FIELD INTERVIEWERS ARE NOT AUTHORIZED TO BOOK THEIR OWN TRAVEL OR MAKE 
CHANGES TO THEIR TRAVEL ARRANGEMENTS. 
You must have the Headway ID # for the employee to book any travel arrangements.   
If you have an employee who will travel 3 or more than times in a year, you may want to create a Traveler’s 
Profile for them through CWT. Please be prepared to provide the following information: 

 Who is making the reservation? (Provide your name and ID #)  
 Who is traveling? (It’s very important to give CWT the traveler’s full name as it appears on their photo 

identification and their Headway ID #) 
 What is the Project Number? 
 Traveler’s contact information (cell #, home # etc) 
 What arrangements need to be made:  Round trip airfare? Rental Car? Hotel? 
 What dates and TIMES will the traveler need these reservations for?   
 Does the traveler have any Frequent Flyer Memberships? If so what are they? 
 Your Name, telephone #, and e-mail address 

 
Please note that: If the traveler has a valid email address, we encourage the supervisor to have the itinerary sent 
to the traveler in that format for future reference. 
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Use of Privately Owned Vehicle for Business Purposes 
 

 

The employee assumes liability for all damages to his/her privately owned automobile and is primarily liable 
for injuries caused to 3rd parties.  If an employee is injured in an automobile accident involving his/her 
privately owned automobile during his/her employment, the employee has the right to file a workers’ 
compensation claim for personal injury pursuant to applicable state workers’ compensation laws. 
 

 
Use of Rental Vehicle for Business Purposes 

 
 

National Car Rental is the rental car agency of choice and should ALWAYS be used for all rentals.   
 
Only supervisors are permitted to rent cars for their field staff.    Please do not allow your FIs to make their 
own reservations with CWT.  It is essential that the supervisor or appropriate project staff always approve the 
arrangements or any changes.  
 
The rental vehicle should only be used for business-related activities and normal living activities, such as 
driving to a nearby restaurant.  It is strictly prohibited to use a company rental vehicle outside of normal living 
activities.  Employees are subject to immediate termination if it is discovered that a rental vehicle is being 
operated for personal use.  The distinction between normal living activities and personal use of a vehicle will 
be made exclusively by Headway.  
 
The supervisor should always use National Car Rental.  No additional insurance coverage needs to be 
elected when renting from National Car Rental.  The full insurance coverage is provided by National Car 
Rental and is included in the contracted price.   
 
If National Car Rental is unavailable at the location of travel the supervisor must alert project 
management for approval to rent from another vendor due to the increase in costs. Full coverage 
additional insurance (Loss Damage Waiver) must be elected if National Car Rental is unavailable at the 
location of travel.  Failure to elect the additional insurance will result in the employee being held personally 
liable for damages.  
 
The employee assumes liability and is primarily liable for injuries caused to 3rd parties (not the rental vehicle), 
especially if the employee is charged with causing the accident or damage.  If an employee is injured in an 
automobile accident involving a rental vehicle during his/her employment, the employee has the right to file a 
workers’ compensation claim for personal injury pursuant to applicable state workers’ compensation laws. 

 
If the traveler will pick up the rental car and needs to return it to a different location, please make sure to 
reserve a One-Way Rental and the corresponding price.  It is much cheaper to pre-book the one-way rental than 
it is to pay the service fee and any mileage charges. 

 
Certain states require the renter (employee) to sign a waiver at the National counter declining additional 
insurance.  Headway carries 100% insurance coverage as part of our National Car Rental contract and it’s 
already built into the price.  Please instruct the employee to sign the waiver thereby declining the additional 
insurance as we are 100% covered. Headway has been informed that some waivers hold the employee 
personally responsible for the vehicle if they decline the additional insurance.  While this might make our 
employee uneasy, Headway has no control over the language of the waiver and the car is 100% insured.  
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Employees who received project approval to have a partner (non-Headway) travel with them at their own 
expense may list the partner as an additional driver.  The project will incur an additional insurance charge of 
$8.00 per day unless the partner is a member of National’s Emerald Club (independently from Headway).  It 
should be noted that Headway is not responsible for any damage done to the vehicle while the partner is driving.   
 
When an accident does occur the employee is required by Headway's Motor Vehicle Policy to:  

1. Call the local police to report the accident.  A “Proof of Insurance Waiver” is typically located in the 
clear pouch on the driver’s side visor in the rental car. 

2. Report the accident to National Car Rental.  The number of the local location is posted on the rental 
agreement and in the car.   

3. Beneath the driver’s side visor of each car is a clear pouch with instructions on the 800 # to call and 
a form to fill out if an accident occurred where the police are involved. 

4. Inform the appropriate supervisor and Headway of the date of the accident, the supervisor who they 
are working for, on what project they are working. 

 
If for any reason, the employee is contacted (usually done in writing) about any damage done to a National 
vehicle, the employee is to forward the document to Headway immediately.  After determining that the rental 
was for company business, Headway will resolve the issue with National Car Rental directly.  Headway will not 
know about the contact unless the employee informs us.  The documents can be emailed to 
HeadwayHR@rti.org or they can be mailed to:   
 

Headway Workforce Solutions 
RTI International 

3040 East Cornwallis Road 
RTP, NC 27709 

 
Failure to follow the policies noted above may result in disciplinary action for the employee and his/her 
Supervisor. 
 
Ways to control travel costs: 

 Whenever possible, try to book round-trip air fares 21 days in advance and try to stay over a Saturday 
night. 

 You may save some time if you or your employee research what flights have the lowest price fares 
BEFORE setting the travel times/schedule. 

 If you rent a car, remember to reserve it for round-trip or one-way rental as the trip requires and only 
through National Car Rental. Also, purchase the fuel BEFORE returning the car to minimize costs.  We 
highly discourage using the National Car Rental’s refueling service. 
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Terminations 
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Termination Process 
 

Termination often implies “fired” to many people outside of Human Resources.  HR uses the word 
“Termination” to signify the end of employment for any reason.  Therefore if an employee resigns, is 
downsized, or is discharged for cause (fired) from their position, Headway and RTI have several steps that each 
Supervisor must follow to ensure that our records are correct.  We call this the termination process. 

 
1. First the Supervisor must notify Headway of the situation.  This can be done by sending an email to 

HeadwayHR@rti.org.  The email should include:  
 The employee’s name and address 
 The project name and number 
 What is the reason for the resignation, downsizing or involuntary dismissal? 
 Does the employee still have any of the project’s computer equipment or materials? 
 Your contact information 

2. Headway will send the employee a letter confirming the resignation, downsizing or dismissal, etc. and 
ask for any project/Headway materials to be returned.  You will receive a copy of the letter via e-mail. 

3. Now that you have told Headway, you should proceed to the Headway Portal system and terminate the 
former employee.  

4. Next you should complete an evaluation for the employee. This is also in the Headway Portal system. 
Please remember that your valuable input can help a future Supervisor make a decision about hiring this 
person.  

 
Employment Status 
Often people inquire as to how to list an outgoing employee as “Contact Headway” or “Do Not Hire Again”.  
These statuses are determined by the Headway Onsite Team.  If you have an employee you feel should be 
placed in one of these two categories, please: 

 Complete the evaluation 
 Send us an email at: HeadwayHR@rti.org.  In this email you should state that you would like us to 

consider listing this person as a Contact Headway or a Do Not Hire and the reasons why you feel this 
action should be taken.  

Headway will consider your input before making a decision. Keep in mind, however, that the ultimate decision 
will be made by the Headway Onsite team. 
Some concerns that result in a Contact Headway classification are: 

 The employee resigned due to injury and could not meet the physical requirements of the position.  
In this situation, we would want a release from a doctor stating that the former employee is fit to 
work before we rehired them.   

 The employee had several disciplinary infractions that a new project should consider before hiring 
him/her. 

 The employee had difficulty correctly handling advances but is a great interviewer.  
 
Some reasons for being placed on the Do Not Hire list include: 

 Failure to repay an advance 
 Failure to return computer equipment 
 Falsifying documents or interviews 
 Being discharged for cause  
 Job abandonment 
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Employment Resources 
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E-Verify Information 

Headway believes that our clients deserve the best employment eligibility screening tool available. The 
following pages have the official E-Verify posters, Equal Opportunity Commission posters, OSHA posters, 
Employee Rights under the Fair Labor Standards Act posters, and the Employee Rights under Government 
Contracts posters.  Every poster provides contact information for your reference.  
 
E-Verify (formerly known as the Basic Pilot/Employment Eligibility Verification Program) is an Internet based 
system operated by the Department of Homeland Security (DHS) in partnership with the Social Security 
Administration (SSA) that allows participating employers to electronically verify the employment eligibility of 
their newly hired employees.  U.S. Citizenship and Immigration Services (USCIS) administer this program. 
 
Headway Workforce Solutions will verify the employment eligibility of all newly hired employees contracted to 
Research Triangle Institute (RTI) International through the E-Verify database.  The E-Verify program provides 
participating employers access to an automated Internet-based resource to process query authorization checks 
on employees including U.S. Citizens and non U.S. Citizens.   
 
Employers use E-Verify by entering information captured on the Employment Eligibility Verification Form 
(Form I-9).  E-Verify compares employee information against more than 425 million records in the Social 
Security Administration (SSA) database and more than 60 million records stored in the Department of 
Homeland Security (DHS) database.  
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