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HEADWAY/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. 

This Headway Supplemental Handbook is designed to provide you with the appropriate information relating 

to Headway and the assignment at RTI International.  While the Headway Employee Handbook you received 

electronically contains general information about employment with Headway, this supplement covers policies 

and procedures specific to those Headway employees working for our client, RTI International, for the 

O*NET Data Collection Program.  The guidelines in this supplement should not be regarded or construed by 

the employee as a contract between Headway and any of its employees.  

Welcome to Headway and we look forward to working with you.   

MESSAGE FROM THE O*NET PROJECT DIRECTOR 

Welcome to the team of Business Liaisons working on the O*NET Data Collection Program. As you will learn, 

O*NET is an extremely important project that provides the most comprehensive data available on the various 

occupations in the U.S. workforce.  

 

Your role as a Business Liaison (BL) is critical to the overall success of the project, and you have been carefully 

chosen from a large pool of applicants because of your excellent qualifications.  

 

Congratulations on your selection. We believe you will find your work interesting and rewarding, and we look 

forward to working with you!  

 

Mike Weeks 

RTI O*NET Project Director 
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ABOUT RTI INTERNATIONAL AND O*NET 

RTI International 

RTI International (www.rti.org) is an independent, nonprofit contract research organization centrally located on 

a 180-acre campus in North Carolina’s Research Triangle Park. It was incorporated as a separate entity in 1958 

by joint action of the University of North Carolina at Chapel Hill, Duke University in Durham, and North 

Carolina State University in Raleigh. RTI’s organization supports the formation of multidisciplinary teams to 

address complex research issues in the physical, applied, and social sciences for a variety of clients. RTI 

conducts research in the United States and abroad, under contract with federal, state, and local governments, 

public service agencies, and commercial clients, ranging from small companies to multinational corporations.  

 

National Center for O*NET Development  

The Occupational Information Network (O*NET) has been developed under the sponsorship of the US 

Department of Labor/Employment and Training Administration (USDOL/ETA) through a grant to the North 

Carolina Department of Commerce, Division of Workforce Solutions, which operates the National Center for 

O*NET Development (Center). The Center provides core staff with acknowledged expertise in the areas of 

occupational analysis and assessment research and development. Under the direction of USDOL/ETA, and in its 

leadership role, the Center manages projects and contracts and provides technical support and customer service 

to O*NET users. The Center leads a partnership of public and private-sector organizations that carry out the 

work of USDOL/ETA’s O*NET project. In addition to the Center, the partnership currently includes RTI 

International (RTI), the Human Resources Research Organization (HumRRO), North Carolina State University 

(NCSU), and Microelectronics Center of North Carolina (MCNC). 

 

BUSINESS LIAISON JOB POSITION DESCRIPTION 

You are one of a team of Business Liaisons (BLs) who are working on the O*NET Data Collection Program. 

You will contact and work with sampled businesses throughout the data collection effort. In turn, you are 

supported by your supervisors: Team Leaders (also referred to as your Headway supervisors), the Operations 

Center Manager, the Data Collection Task Leader, and the Project Director. 

 

The Business Liaison is responsible for contacting selected business establishments, identifying an appropriate 

“point of contact” (POC), explaining the O*NET program and obtaining the POC’s agreement to participate, 

and working with the POC to obtain completed questionnaires from a sample of employees in selected 

occupations. Contacts with business establishments are made by telephone from the O*NET Operations Center 

located in Raleigh, North Carolina.   
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Headway’s Important Websites 
 

 

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

Use this site to gain access to: 

• Headway forms 

• Employee handbooks 

• Benefit information 

• 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, 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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As your employer, it is important for you to call the Headway 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  

 AFTER HOURS: (800) 208-7043 – press option 5 or call direct at (919) 376-1392.  This line will 

forward after hours and on the weekend to a cell phone.  Please leave a message and your call will be 

returned.  

If you have a change in your email address, home address or telephone number, please make the correction at 

www.myHeadway.com. 

Please contact our onsite team at (800) 208-7043 if you have any questions. 

 

O*NET 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.  

 

The operations center hours are 8:30am to 5:30pm, Monday through Friday, and the work week is a standard 40 

hours. You are allowed to select a schedule of 8:30am-5:00pm, 8:45am-5:15pm or 9:00am-5:30pm.  You will 

receive a 30 minute unpaid lunch break, which is required to be taken when you work at least 6 hours in one 

shift. Your lunch break cannot be shortened or combined with any other breaks, nor can the lunch break be 

taken at the beginning or end of a shift. When working less than 6 hours in one shift, you are not required to 

take a lunch break.  

 

You are also allowed to take two additional 15-minute paid breaks - one mid-morning (am) and one mid-

afternoon (pm). Time used for mid-morning and mid-afternoon breaks cannot be combined with your 

scheduled lunch break and cannot be used at the beginning or end of your daily shift. You will be responsible 

for accurately logging your time using the time tracking system on your computer, and these times should be 

accurately reflected in your weekly time sheet.  
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INCLEMENT WEATHER POLICY 

In the event of inclement weather, the Operations Center will follow any delays or closings of RTI.  All delays 

and closings will be announced on both the RTI Weather telephone line (919) 541-8888 and the RTI Web site 

(http://rti.org/weather).  RTI will not utilize public media outlets (e.g. radio stations or local television channels) 

to announce weather-related information. 

 

If the Operations Center is open for business, you are expected to be at work, unless you determine that you are 

unable to safely travel to work.  In this event, you must immediately notify the O*NET Operations Center 

Manager (OCM) or your supervisor.  If the Operations Center closes, or you are otherwise absent due to 

inclement weather, the lost time is not compensable.  However, the lost time may be charged to Paid Time Off 

(PTO), if available.  Alternatively, the OCM, at their discretion, may allow employees to make up some or all of 

the lost time by extending the Operations Center’s hours of operation.   

 

UNAUTHORIZED VISITORS POLICY 

Unauthorized access to the O*NET Operations Center is prohibited.  Visitors to the O*NET Operations Center 

are not allowed unless approved by the OCM.  All visitors must sign in and out of the Operations Center suite 

and sign an O*NET Privacy form.  Visitors are required to receive and wear a visitor’s badge while in the suite. 

 

PERSONAL TELEPHONE POLICY 

The use of mobile communication devices for texting, entertainment or any other purpose while at your work 

station is strictly prohibited. Personal telephone calls or text messages should not be made or received at your 

work station.  Please keep your mobile devices out of sight and on silent or vibrate mode while at your work 

station. 

 

Personal calls or texts may be made in a designated unoccupied office or outside the office suite.  You must 

log out of CMS and also record in Acumen as a break if time exceeds 5 minutes.  You must leave your 

workstation and be in a designated unoccupied office or outside the suite before you may view or use your 

mobile device. 

 

SMOKING POLICY 

Consistent with RTI policy, smoking or the use of e-cigarettes and tobacco products is not permitted in the 

building.  Smoking is restricted to designated smoking areas outside of the work facility during your break time.   
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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. 
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DAILY CLOCKING IN/LOGGING IN/LOGGING OUT 

Upon arrival to the office and when returning from any break (including lunch breaks), you are required to 

boot up your computer, log yourself into all applicable systems from your own workstation and commence 

working by your scheduled start time.  You may not log in from another employee’s work station nor are you 

allowed to have anyone else log you into a system.  When taking a break, you must log out of the CMS and 

record your break time using Acumen.  In the rare instance when you are unable to boot up your computer 

and log yourself into your own work station on time, please immediately notify your TL by voicemail and 

Floor Duty TL in person. 

 

ATTENDANCE POLICY 

 

Your punctual and regular attendance at work is crucial for the smooth operation of O*Net and is an essential 

responsibility of each employee.   

 

Absences 

All BLs are expected to work their daily scheduled shift.  BLs should provide their immediate supervisor with 

24 hours advance notice, whenever possible, when altering their schedule (taking time off, arriving late or 

leaving early).  If advance notice is not possible, BLs are required to leave a message on the attendance line 

(919-865-3440 Extension 114) notifying their supervisor that they will be unable to report to work or to arrive 

on time.  This notification does not excuse the absence but simply notifies the supervisor.   

 

Except as specified below, an absence is defined as any regularly scheduled time not worked regardless of the 

reason for the absence.  Time missed for the reasons below is not considered an absence, provided the employee 

meets the administrative requirements associated with such absences. 

• Earned Personal Time Off 

• Family and Medical Leave Act (FMLA) 

• Jury Duty 

• Military Leave 

• Worker’s Compensation 

• Paid Holiday 
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Absences due to illnesses or injuries which qualify under the Family and Medical Leave Act (FMLA) may 

require medical documentation.  

 

An employee who is absent for three consecutive workdays without notifying his/her supervisor is considered to 

have voluntarily resigned his/her employment. 

 

An employee who is out sick for three or more consecutive workdays is required to provide a doctor’s note to 

both Headway HR and his/her supervisor. 

 

The Operations Center will be open during business hours whenever RTI is open.  During this time, employees 

will be expected to report to work and fulfill their scheduled work hours based on a 40 hour work week (please 

refer to the Inclement Weather policy for more details on weather-related closures). 

 

Management reserves the right to use its discretion in applying this policy under special or unique 

circumstances.  The OCM may issue a blanket office approval of an absence based on specific unforeseen 

circumstances (e.g. major traffic incident). 

 

Tardiness 

Employees are expected to arrive in the morning and return from breaks early enough to boot up their computer, 

log into all applicable systems and begin working at their assigned time. 

 

Example 1: Your assigned start time in the morning is 8:45 am.  You are expected to have your 

computer booted up, log yourself into all applicable systems and begin working at your station no later 

than 8:45am.  

 

Example 2: You clock out at 12:00 noon for a 30 minute lunch.  You are expected to have your 

computer booted up, log yourself into all applicable systems and begin working at your station no later 

than 12:30 pm. 

 

Definition of Occurrences 

 

• Unscheduled failure to log into the computer and begin working at the designated shift start time 
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• Unscheduled failure to log onto the computer and begin working at the designated time following a rest 

break/meal break 

• Unscheduled departure from work prior to the end of scheduled work time 

 

An unscheduled absence of 6 minutes up to 4 hours = 0.5 occurrence 

An unscheduled absence of 4 – 8 hours = 1.0 occurrence  

An unscheduled absence of one or more consecutive workdays = 1.0 occurrence 

 

If an employee returns from an absence (due to an illness) and departs early due to the same illness after being 

at work for no more than one day, then the absence will be counted as the same occurrence. 

 

The following grid is designed to provide guidelines when addressing the total number of occurrences a BL has 

accumulated in a rolling 6 month period. 

 

Occurrences Disciplinary Action 

6 Verbal Counseling 

8 Verbal Warning 

10 Written Warning 

12 Probation 

15 Termination 

 

Employees who have exhibited unsatisfactory attendance which resulted in disciplinary action during the course 

of the year will have the attendance issues documented in their annual performance evaluation. 

 

Compensation 

All absences are uncompensated time unless the employee has available PTO.  Any available PTO should be 

used towards absences. Please see the PTO policy for BLs for more information on unpaid time off and 

repercussions.  Employees must be careful to submit PTO for any absences when recording their weekly time.  

This policy is subject to change as the needs of Headway and RTI change. 
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PAID TIME OFF POLICY FOR BUSINESS LIAISONS 

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

employees with time away from the work routine to travel, rest, relax with family and friends, and/or enjoy 

recreational activities and in turn it restores enthusiasm and productivity to the individual. 

 

Policy 

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

 

Eligibility 

Business Liaisons begin accruing PTO after completing 500 hours of work. 

 

Entitlement 

• All BLs who reach the 500 hours are eligible to accrue PTO.  

• Upon completion of 500 hours, the BL is granted 8 hours of PTO. The BL will accrue another 4 hours of 

PTO for every 100 BL hours worked, up to the maximum of 80 PTO hours in a calendar year. 

• No PTO will be awarded for partial increments of 100 hour blocks. 

• PTO does not have to be used for days that the O*NET Operations Center is closed (New Year’s Day, 

Memorial Day, July 4th, Thanksgiving, and Christmas.) 

• All accrued PTO hours must be used no later than January 31st of the following year.   

• All unused accrued PTO is paid out in February of the following calendar year. 

• Once a Business Liaison is eligible to accrue PTO, Headway clears the slate of worked hours (towards 

the next 100 hour threshold). 

• On January 1st, every BL who has previously reached the minimum threshold of 500 hours has a current 

balance of zero accrued PTO hours for the year.  

 

Unpaid Leave 

A maximum of 15 days (120 hours) of unpaid leave may be granted for each Business Liaison per calendar year 

ONLY IF ALL the following requirements are met: 

1. The employee is ineligible for FMLA (Family Medical Leave Act).  Refer to the FMLA guidelines 

in the Headway Employee Handbook: https://headwaycorp.com/rti/.  

2. All accrued PTO has been exhausted. 
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3. Both Headway and O*NET OCM have pre-approved the unpaid leave (approval will only be granted 

if the BL’s absence will not impact the project’s progress and performance) 

4. Unpaid leave cannot exceed 15 business days (120 hours) per calendar year 

Any employee who exceeds 15 days (120 hours) unpaid leave will be subject to termination. 

 

Application Schedule of Disciplinary Action for Unpaid Leave: 

• 10 days (80 hours) – Notification from supervisor 

• Over 15 days (120+ hours) – Termination 

 

PTO Scheduling 

Please use the Headway PTO Request Form for O*NET Business Liaisons located on the next page.  

Instructions for completion and submission are included on the form. It is recommended that employees use the 

PTO time throughout the calendar year and not have any time left over.  Granting paid time off at any time of 

the calendar year will be based on coverage required for project operations, overall business needs, order in 

which requests are received and seniority. 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. 

 

It is suggested that Business Liaisons take their hours of PTO time as awarded 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.  Please keep in mind that the BL PTO policy allows until January 31st of the following year to 

use up PTO hours for the current calendar year and any unused accrued PTO is paid out in February of the 

following year. 

 

Separation from Headway 

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

paycheck.  
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HEADWAY PTO REQUEST FORM FOR ONET BUSINESS LIAISONS 

 

Please submit this form to HeadwayPayroll@rti.org AND copy your Team Leader(s).  

Please DO NOT report PTO hours on your timesheet.  
Headway will confirm your PTO balance, confer with your team leader(s), and respond to your request via 

email as soon as possible.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will not report the number of PTO hours used per day on your timesheet; Headway payroll will complete 

this part. 

 

I understand that if my employment ends for any reason before I have accrued all of the vacation hours I have 

been paid for, the borrowed time will be deducted from my last paycheck. 

 

Employee Signature: _____________________________ Date: _______________ 

Supervisor’s Name: _____________________________ Date: ________________ 

    (Please print clearly) 

Supervisor’s Signature of Approval: ________________________________________ 

 

For additional information regarding PTO accrual, usage and scheduling, please refer to the Headway 

Supplemental Handbook for Business Liaisons. 

 

 

 

Employee Name  

Employee ID  

RTI Project Number/Area ID 0207142.174 / 0 

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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DRESS CODE POLICY 

Traditional or "Business Casual" Attire 

Employees must wear business casual or traditional business attire Monday through Thursday.  Neat, clean 

jeans and tennis shoes may be worn on Friday.  Traditional professional attire may be required when clients, 

prospects or other guests are visiting the office. Please contact your Headway supervisor if you have any 

questions about appropriate business casual attire.  

 

Business Casual Attire – Guidelines 

Basic, reasonable standards of attire are expected at Headway business locations. The employee should adhere 

to current business casual dress and clothing is required to be neat, clean and presentable at all times. No 

offensive lettering, logos, or suggestive clothing is appropriate business casual wear and will not be allowed on 

the job site. As noted above, jeans and tennis shoes are allowed on most Fridays and staff will be notified in 

advance of any Friday that jeans and tennis shoes cannot be allowed due to special circumstances.  Hats are not 

appropriate in the office.  Head coverings that are required for religious purposes or to honor cultural tradition 

are allowed.  No dress code can cover all contingencies so employees must exert some judgment in their choice 

of clothing to wear to work.  The determination of inappropriate clothing is at the discretion of the Operations 

Center Manager. Anyone in violation of the business casual dress code will be sent home.  

 

Personal Hygiene – Maintaining good personal hygiene and general neat grooming is necessary for our desired 

image. 
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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 to be submitted in writing to a Headway branch office.  Headway will verify dates of 

employment, position held by the employee and wages with the written authorization of the employee.  

Without the employee’s written approval, employment information will only be released to authorized state 

and federal agencies.  The employee holds Headway unconditionally harmless for the release of any 

information. 

RETURN OF COMPANY PROPERTY 

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

• 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. 

 

Failure to adhere to the policies outlined in this document will result in disciplinary action, up to and including 

termination. 
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ELECTRONIC TIMESHEET PROCESS 

All Headway staff must complete and electronic submit Headway Time and Expense (HTE) reports weekly in 

order to be paid.  BLs are required to record their time daily in the HTE system.  BL timesheets are to be 

submitted for final approval no later than Friday by midnight.  

 

As an employee, all applicable taxes will be deducted from each paycheck according to the instructions you 

provide on your W-4 forms.  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, your Headway 

pay stubs will clearly break down your earnings by labor compensation (taxable) and expense reimbursement 

(non-taxable).  Taxes will be deducted only from the labor portion. 

 

PAYCHECK DISTRIBUTION 

Payroll is processed on Wednesdays and the direct deposit funds are submitted to employees’ banks on 

Wednesdays.  There is usually a 48-hour period before the funds hit the employees’ accounts but generally 

they will be available by 2 pm ET on Monday.  If you do not receive your paycheck, please be advised that 

a replacement check cannot be sent until 10 business days after the check date.  If you do not receive your 

paycheck following 7 business days of the check date, please notify Headway’s onsite payroll department at 

(800) 208-7043, extension 4, for further instructions.  

 

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 pay stubs 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 and enter your personal email address on file with Headway.  

a. If there is no email on file or your email is not correct, please contact your Headway 

onsite HR team representative during EST business hours, via email at 

HeadwayHR@rti.org. Include your employee ID, legal name and phone number.  

b. If you are unable to send an email please call Headway’s onsite team directly at (800) 208-

7043.  

2. Click the link “myHeadway Login” (top right).  Please DO NOT click the myHeadway Registration 

or you may create a duplicate profile and incur issues.    
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3. If this is your first visit to My Headway 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 click the request password button.  This will send you a temporary 

password that you will need to change once you have logged in. 

 

4. Once you have your password click the link “myHeadway Login” on the My Headway site, enter 

your email and password and click “Login.” 

 

5. 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.) 

 

6. 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 the onsite team at (800) 208-7043. 
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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 pay stub. 

 

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. 

 

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 ET after payroll has been processed. 

 

Can I have my incentive money deposited into a separate account? 
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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 extension 4 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 pay stubs weekly on 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. 

 

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. 

 

If you have any additional questions or concerns, please contact your  

Headway Onsite Team at (800) 208-7043.  
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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 offers medical benefits packages to our staff working 

full time (30 hours or more per week) at RTI. The plans are designed to offer an array of options that allows 

employees to choose the combination that best fits their personal needs.  

 

Headway offers both a limited voluntary indemnity plan and comprehensive High Deductible Health Plans 

(HDHP) to our BL staff working at RTI. The plans are designed to offer an array of options that allows 

employees to choose the combination that best fits their personal needs. Please visit the following website for 

details about both plans:  http://headwaycorp.com/rti_fi/onet_bl.php. 

 

401(k) – 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 

 

COBRA 
SRC, an Aetna company, offers continued medical coverage through COBRA for employees that are enrolled 

in their benefit plan at the time of termination.   

 

Employee Assistance Program 
This plan is designed to offer employees with Guardian coverage or enrolled in the UHC plan confidential 

and professional assistance in handling difficult personal problems.    

 

Direct any questions regarding benefit plan materials in the package to: 

 

Benefits Administrator 

Headway Workforce Solutions 

421 Fayetteville Street 

Suite 1020 

Raleigh, NC 27601 

(800) 948-9379 

Select option 3 for existing employees, then option 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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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 you or your spouse’s children up to age 

26 regardless of marital or student status.  Once your child loses “dependent child” status, the child may be 
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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.   

  

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.  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.  

 

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.   

Your Benefits Administrator 

If you have any questions regarding special enrollments or the health coverage offered by Headway 

Workforce Solutions, please contact Headway’s corporate Human Resources Department Benefits 
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Administrator at benefits@headwaycorp.com or call (800) 948-9379, select option 3 for existing Headway 

employee, then select option 3 for benefits. 
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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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FAMILY AND MEDICAL LEAVE 

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.  
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• 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. 

  

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. 
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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/. 
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Important Employment Resources 

 
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 Information 
 

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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