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Welcome Aboard! 

 
All employees of Headway Workforce Solutions (Headway) should become familiar with the contents of this 
handbook as it outlines responsibilities, benefits and company policies. Violation of company policies may 
lead to disciplinary action, up to and including immediate termination. 

Further, the employee understands the following: 

 This handbook represents a brief summary of some of the more important company policies. 
Consequently, the handbook is not all-inclusive. 

 The company retains the sole right, in its business judgment, to modify, suspend, interpret, or cancel, in 
whole or in part, at any time, and with or without any notice, any of the published or unpublished policies 
or practices. 

 The contents of this handbook do not constitute an express or implied contract of employment. 

 Headway adheres to a policy of employment at will and either the employee or Headway may terminate 
the relationship at any time for any or no reason with or without cause, provided no state or federal laws 
are violated. 

 No representative of Headway has authority to enter into any agreement with an employee or potential 
employee for a specified period of time or to make any agreement contraindicating the provisions 
specifically set forth in this handbook. 

 I understand that revised information may supersede, modify or eliminate existing policies 

Please sign the Acknowledgment Receipt provided for this handbook during electronic or manual on boarding.  
There is an example of the required form at the end of this manual. 
 
 

Work Environment   

 
 
At-Will Employment 

 
Employment with Headway is At-Will Employment. You are not guaranteed employment for any specific 
duration.  Either you or the company may terminate the employment relationship, at any time, for any reason 
with or without notice or cause.  The employment at-will relationship can be modified individually or collectively 
only via a signed writing signed by the CEO. 
 
No policies or procedures contained in this document or in any other company memorandum, manual or 
publication may be construed to create a contractual employment relationship, nor do policies and procedures 
contained in this handbook give rise to any contractual rights of any kind. 
 
Code of Ethics 
 
The integrity, reputation and profitability of Headway and their subsidiary companies ultimately depend upon 
the individual actions of each employee.  Each of us is expected to strive at all times to ensure the prosperity of 
the group by conducting our business in a fair, ethical and forthright manner.  Headway is committed to the 
highest standards of ethics and business conduct in relationships with customers, suppliers, competitors, and the 
communities in which we operate, and with each other, as employees, at every organizational level.  We must 
deal with suppliers, customers and others doing business with Headway in a manner that avoids even the 
appearance of conflict between personal and company interests. 
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Employees should never directly or indirectly disseminate, disclose, lecture upon or publish articles concerning 
information that is considered to be confidential, proprietary or a trade secret, which may have been disclosed or 
known as a consequence of or through employment and not generally known in the relevant trade or industry.  
Additionally, each employee has a responsibility and obligation to report suspected violations of the company’s 
code of ethics on behalf of themselves or others.  Failure to adhere to this ethics and conduct policy may result in 
disciplinary action, up to and including immediate termination of employment. 
 
If an employee is aware of any possible violation or unsure as to whether they may be in violation, they should 
discuss the subject with their immediate supervisor or Headway Human Resources.  Headway’s Human 
Resources Department can be reached at 800-948-9379. 
 
Equal Employment Opportunity 
 
We are committed to the idea that a diverse workplace is one key to achieving and maintain world class 
excellence.  Headway is an equal opportunity employer.  We do not discriminate on the basis of race, color, 
national origin, sexual orientation, citizenship status, religion, creed, disability, age, sex, marital status, sexual 
preference, genetic information, amnesty or status as a covered veteran or any other legally prohibited basis.  All 
personnel actions from recruitment, selection and hiring to training, coaching, counseling, transfers, promotions, 
upgrading, demotions, compensation, benefits administration, lay-offs, termination and all other terms and 
conditions of employment are made on the basis of qualifications and performance as basic premises.  
 
Our objective is to always search for the most qualified individuals for all job openings.  The individual skills, 
experience and capabilities of every job applicant and candidate for promotion or transfer will be carefully 
evaluated. 
 
Mutual respect is the basis for all good working relationships.  We will not tolerate any employee being harassed, 
humiliated, insulted, or in any manner demeaned by another employee due to race, color, national origin, sexual 
orientation, citizenship status, religion, creed, disability, age, sex, marital status, sexual preference, genetic 
information, amnesty or status as a covered veteran or any other legally prohibited basis. The Human Resources 
Department is responsible for assuring that Company policies regarding the fair and equitable treatment of 
employees are carried out, including the equal employment opportunity policy. Employees should direct 
employment related complaints to their supervisor or to Headway’s Human Resources Department.   
 
The Human Resources Department’s telephone number is 800- 948-9379.  Every effort will be made to treat 
complaints promptly, impartially, and confidentially with a view to arriving at fair resolutions.  
 
Any employee found in violation of our equal opportunity guidelines will be subject to discipline, up to and 
including immediate termination. 
 
 
Americans with Disabilities Act (ADA) and the ADA Amendments Act (ADAAA) 
 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, known as the 
ADAAA, are federal laws that prohibit employers with 15 or more employees from discriminating against 
applicants and individuals with disabilities and that when needed provide reasonable accommodations to 
applicants and employees who are qualified for a job, with or without reasonable accommodations, so that they 
may perform the essential job duties of the position.  
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It is the policy of Headway Workforce Solutions to comply with all federal and state laws concerning the 
employment of persons with disabilities and to act in accordance with regulations and guidance issued by the 
Equal Employment Opportunity Commission (EEOC). Furthermore, it is our company policy not to discriminate 
against qualified individuals with disabilities in regard to application procedures, hiring, advancement, discharge, 
compensation, training or other terms, conditions and privileges of employment.  
 
The company will reasonably accommodate qualified individuals with a disability so they can perform the 
essential functions of a job unless doing so causes a direct threat to these individuals or others in the workplace 
and the threat cannot be eliminated by reasonable accommodation and/or if the accommodation creates an 
undue hardship to Headway Workforce Solutions.  
 
Contact the Human Resource department with any questions or requests for accommodation. A Reasonable 
Accommodation Request form will be provided to initiate the interactive process. Please contact HR at 800-948-
9379 for more information. 

 
Policy on Sexual Harassment and Other Forms of Workplace Harassment 
 
It is the policy of Headway Workforce Solutions to provide a work environment that is free from intimidation, 
hostility, or unlawful discrimination, including sexual harassment and all other forms of workplace harassment.  
This includes harassment by co-workers, supervisors and officers of Headway, as well as employees and 
supervisors.  Headway prohibits all forms of unlawful workplace harassment. As used in this policy, the term 
“harassment” includes sexual harassment as well as harassment based on race, color, religion, creed, national 
origin, ancestry, ethnic heritage, age, sex, sexual orientation, marital status, mental or physical disability, 
citizenship, appearance, veteran status, and any and all classifications protected by law. 
 
It is the obligation of every employee and member of management to keep the work environment free from 
workplace harassment.  Harassment is considered a serious act of misconduct and will not be tolerated. 
 
Some examples of what may be considered harassment include but are not limited to the following: 
Verbal Harassment – For example, unwelcome, humiliating, or derogatory words, slurs, gestures, comments or 
jokes (whether oral or written) regarding a person’s race, color, national origin, sexual orientation, citizenship 
status, religion, creed, disability, age, sex, marital status, sexual preference, genetic information, amnesty or 
status as a covered veteran or any other legally prohibited basis; threats of physical or other types of harm; or 
display or distribution of unwelcome, humiliating, demeaning or derogatory written or graphic material. 
 
Physical Harassment – For example, violence, physical contact, unwelcome touching, aggressive physical 
conduct, pranks, intimidation, or threats to do any of the above.  
 
Sexual Harassment – Sexual harassment includes a range of subtle and not so subtle behavior.  Depending on the 
circumstances, sexual harassment may involve unwelcome sexual conduct, whether verbal or physical including, 
among other things, requests, pressure, or demands for sexual favors, sexual advances, sexually-oriented 
statements, making sexual jokes, flirtations, innuendos, or other verbal or physical conduct of a sexual nature, 
whether or not it was designed or intended to promote an intimate relationship.  Depending on the 
circumstances, sexual harassment may include other unwelcome actions, such as making sexual comments or 
innuendos about a person’s clothing, anatomy, sexual experiences, sexuality, or looks; repeatedly asking out a 
person who previously declined the invitation; leering at a person or looking a person up and down; displaying 
sexually suggestive materials; making sexual gestures with hands or through body movements; subjecting an 
employee to sexual attention; and touching another person’s clothing, hair or body. 
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These and other forms of harassment may be unlawful where: 

1. Submission to such verbal, physical, or sexual harassment is made either explicitly or implicitly a term or 
condition of an individual’s employment. 

2. Submission to or rejection of such verbal, physical, or sexual harassment by an individual is used as a basis 
for employment decisions affecting such individual (such a promotion, demotion, bonuses, pay increase, or 
transfer); or 

3. Such verbal, physical or sexual harassment substantially or unreasonably interferes with an employee’s 
job performance or creates an intimidating, hostile, or offensive working environment for the employees involved 
or co-workers.  

It is not considered harassment of any sort for supervisors or officers of Headway to critique job performance, 
promote performance, promote performance improvement, or insist upon standards of conduct. 
 
Complaint Procedure 

 
If you feel you have been or are being harassed, you should consider telling the offending party that you 
object to the conduct.  This may solve the problem.  However, you should promptly make a complaint to your 
supervisor or to Human Resources if you are not comfortable confronting the offending party, if the offending 
party’s conduct continues, or if you feel that you have been subjected to a tangible adverse employment 
action including but not limited to an undesirable assignment or salary decrease. 

 
In addition, employees who observe workplace harassment of other employees should promptly report the 
matter to their Headway representative or Headway’s Human Resources Department. Further, supervisors who 
observe or become aware of workplace harassment must also report the matter promptly to Headway’s Human 
Resources Department. 

 
You can reach Headway’s Human Resources Department at 421 Fayetteville Street, Suite 1020, Raleigh, NC 
27601, or via telephone by calling 1-800-948-9379. 
 
Complaints and reports of harassment will be investigated promptly by Headway’s Human Resources 
Department.  Headway will work to take prompt corrective and preventative action in response to reports or 
complaints of workplace harassment.  Corrective action may include disciplinary action up to and including 
termination of employment.  Other corrective action may include counseling, reassignment, warning, suspension, 
or other disciplinary action. 
 
It is absolutely prohibited for any employee, supervisor, officer, or non-employee of Headway to retaliate in any 
fashion against any employees for reporting or complaining about sexual harassment or any form of workplace 
harassment or for participating in a harassment investigation. 
 
Just as employees who violate this policy are subjected to disciplinary action, employees who make false 
accusations of workplace harassment in bad faith are also subject to disciplinary action in the judgment of 
Headway. 
 
 
Confidential/Proprietary Information Agreement 

 
In the course of your employment with Headway you may have access to confidential/proprietary information 
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relating to the operations of your work location. Confidential / proprietary information may consist of, but is not 
limited to, trade secrets, business plans, costs for goods, marketing strategies, profits, internal databases 
containing information regarding customers not intended for general employee access, computer software and 
programming, pricing information, and any other data or information that is comprised of competitively sensitive 
material. 
 
As a condition of your employment with (Headway Workforce Solutions or Headway Corporate Resources, Inc.) 
Headway Corporate Staffing Services East, LLC or Headway HR Solutions, Inc. (“Headway”) you hereby agree that: 
 
You will not use, disclose, or in any way reveal or disseminate to unauthorized parties any confidential / 
proprietary information you gain through contact with materials or documents that are made available 
through your work with Headway or a Headway client or which you learn about during your work with 
Headway or a Headway client. 
 
This Agreement is not meant to regulate an employees’ ability to discuss terms and conditions of their 
employment, but is designed and intended as a protective measure to secure Headway Workforce 
Solutions’ (and its customers’) legitimate interest in the confidentiality of its proprietary information. 

 
Under no circumstances will you remove physical or electronic documents or copies of documents 
from the premises of Headway or a Headway client. 

 
You understand that you will be responsible for any direct or consequential damages resulting from any 
violation of this Agreement.  
 
The obligations of this Agreement will survive your employment by Headway. Knowledge of 

confidential/proprietary information is a trust to be honored.  Divulging, discussing, or authorizing others to 

divulge or discuss confidential/proprietary information is strictly prohibited and are grounds for termination. 
With this in mind, Headway has developed this Privacy Statement in compliance with relevant privacy 
legislation, including the Personal Information Protection and Electronic Documents Act (“PIPEDA”). 
 
Employee Verification of Employment 

 
Any requests for information about current or past employees should be directed to the Work Number at 1-800-
367-5690 using employee code 14519.  For former staff working in the corporate offices requests need to be 
submitted in writing to Headway’s Human Resources Department at 421 Fayetteville Street Suite 1020 Raleigh, 
NC 27601, or via fax at 919-800-3517.  Headway does not give references and Headway Human 
Resources will only confirm dates of employment and position(s) held. 
 
Employee Privacy 

 
Headway is committed to maintaining the security of employees’ private information such as Social Security 
Numbers and health information.  Documents such as your applications, pay records, performance evaluations 
and other records related to your employment with Headway are kept securely at Headway’s corporate 
headquarters and employee contact information, kept by supervisors, will be filed securely at work locations.  
 
Your file will be kept up to date.  Please let us know about any changes in your home address, telephone 
numbers and email addresses by using the forms on the Headway intranet. 
 
We expect all employees to participate in maintaining the security of their co-workers’ privacy. If private 
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information is not being kept securely, please notify your supervisor or Headway at 800-948-9379. 

 

Work Status   

 

Exempt/Nonexempt Employees 

 
All employees are designated as either nonexempt or exempt under state and federal wage and hour laws. It is 
Headway’s policy and practice to accurately compensate employees and to do so in compliance with all 
applicable state and federal laws.  The following is intended to help employees understand employment 
classifications and employees’ employment status and benefit eligibility. These classifications do not guarantee 
employment for any specified period of time. The right to terminate the employment-at-will relationship at any 
time is retained by both the employee and Headway Workforce Solutions. 

Nonexempt employees are employees whose work is covered by the Fair Labor Standards Act (FLSA). They are 
NOT exempt from the law’s requirements concerning minimum wage and overtime.  Employees classified as 
nonexempt, must maintain a record of the total hours they work each day as instructed.  Upon receipt of each 
pay check, employees should verify immediately that they were paid correctly for all regular and overtime hours 
worked each work week.  Do not start work early, finish work late, work during a meal break or perform any 
other extra or overtime work unless you are authorized to do so and that time is recorded on your time card.  
Nonexempt employees are prohibited from performing any “off-the-clock” work.  “Off-the-clock” work means 
work employees may perform but fail to report on their time card.  Any employee who fails to report or 
inaccurately reports any hours worked will be subject to disciplinary action, up to and including discharge.   

It is a violation of Headway’s policy for any employee to falsify a time card, or to alter another employee’s time 
card.  It is also a serious violation of Headway’s policy for any employee or manager to instruct another 
employee too incorrectly or falsely report hours worked or alter another employee’s time card.  If any manager 
or employee instructs an employee too incorrectly or falsely report his/her hours worked or alter another 
employee’s time records, the employee should report it immediately to Human Resources. 

Headway makes every effort to ensure that employees are paid correctly.  Occasionally, however, inadvertent 
mistakes may happen.  When mistakes do happen and are called to our attention, we will promptly make any 
corrections necessary.  Employees should review their pay stub when they receive it to make sure it is correct.  If 
an employee believes a mistake has occurred or has any questions, the employee should use the reporting 
procedure outlined below.  

Exempt employees receive a salary which is intended to compensate for all hours spent working for Headway.  
This salary will be established at the time of hire or when the employee’ job duties allow classification as an 
exempt employee.  While it may be subject to review and modification from time to time, such as during salary 
review times, the salary will be a predetermined amount that will not be subject to deductions for variations in 
the quantity or quality of the work performed.   

Exempt employees receive their full salary for any workweek in which work is performed.  However, under 
federal law, an exempt employee’s salary is subject to certain deductions.  No deductions will be taken from an 
exempt employee’s pay inconsistent with the exempt employee’s salaried status.  Moreover, no Headway policy 
or procedure shall be construed as permitting or authorizing an exempt employee’s pay to be subject to 
deductions inconsistent with the exempt employee’s salaried status. 
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However, under federal law, an exempt employee’s salary is subject to certain deductions.  First, no salary is due 
if no work is performed in a work week.  Second, salary can be reduced for the following reasons in a workweek 
in which work was performed: 

 Full day absences for personal reasons, including vacation. 

 Full day absences for sickness or disability. 

 Family and Medical Leave absences.  

 To offset amounts received as payment for jury and witness fees or military pay.  

 Unpaid disciplinary suspensions of one or more full days for significant infractions of major workplace 
conduct rules set forth in written policies. 

 The first or last week of employment in the event the employee works less than a full week.  

An exempt employee’s salary also may be reduced for certain types of deductions, such the employee’s portion 
of health, dental or life insurance premiums; state, federal or local taxes, social security; or voluntary 
contributions to a 401(k) plan.   

In any workweek in which an exempt employee performed any work, salary will not be reduced for any of the 
following reasons: 

 Partial day absences for personal reasons, sickness or disability. 

 Absence caused by the facility’s closing on a scheduled work day.  

 Absences for jury duty, attendance as a witness, or military leave in any week in which the employee 
performed any work. 

 Any other deductions prohibited by state or federal law. 

 Salary also may be reduced for certain types of deductions, such as your portion of health, dental or life 
insurance premiums; state, federal or local taxes, social security; or voluntary contributions to a 401(k) 
plan.   

The salary of an Exempt employee may also be reduced for certain types of deductions such as a portion of 
health, dental, or life insurance premiums; state, federal or local taxes, social security; or, voluntary contributions 
to a 401(k) or pension plan.   

Please note:  Exempt employees will be required to use accrued vacation, personal or other forms of paid time 
off for full or partial day absences for personal reasons, sickness or disability.  However, a salaried exempt 
worker’s salary will not be reduced for partial day absences if he or she does not have accrued paid time off.  
Headway may also have sick day plans and short-term disability insurance plans to assist exempt employees.  

To Report Concerns or Obtain More Information about deductions from pay, an employee should immediately 
contact the Human Resources Department.  If an employee believes s/he has been subject to any improper 
deductions or his or her pay does not accurately reflect the hours worked, the employee should immediately 
report the matter to his or her manager or a representative of the Human Resources Department.  If an 
employee is unsure of whom to contact or if an employee has not received a satisfactory response within five 
business days after reporting the incident, the employee should contact the Principal Director of Human 
Resources.   

Headway will conduct a full and immediate investigation of the employee’s concerns, disclosing them only to 
those who have a need to know in order to investigate and/or to take corrective action.  Corrective action will be 
taken where appropriate, up to and including discharge for any employee(s) who violates this policy.  If an 
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improper deduction has been taken from an employee’s pay, the employee will be reimbursed for the improper 
deduction in the next applicable paycheck.  Headway will ensure that, in the future, no similar deductions are 
taken from the employee’s pay or the pay of other similarly situated exempt employees.  In addition, Headway 
will not allow any form of retaliation against individuals who report alleged violations of this policy or who 
cooperate in Headway’s investigation of such reports.  Retaliation is unacceptable, and any form of retaliation in 
violation of this policy will result in disciplinary action, up to and including discharge.   

 

On The Job   

 

Hours of Work 
 
Hours of work shall be driven by client needs and your weekly work schedule may change accordingly. It is 
each employee’s responsibility to check the schedule regularly and know the dates and times that he/she is 
scheduled to work each week.  Keep in mind that the schedule is subject to change.  The use of company time 
or resources (stationary, postage, internet services, etc.) to conduct personal business is not permitted. For 
additional information on hours of work please review the non-exempt and exempt employee classification 
sections.   
 
Meal Breaks 
 
It is the policy of Headway to provide meal and break periods during the course of a normal work shift when 
possible, while maintaining strict adherence to federal and state laws. Meal and break requirements vary by 
state and the law of the state in which you work shall apply.  Supervisors are required to abide by state 
requirements when scheduling.  It is the responsibility of the supervisor to make sure that his/her department 
or work unit is staffed properly at all times to handle such business, service or other activity that normally 
comes within the scope of the department’s responsibilities during such break or meal periods. 
 
Meal periods should be scheduled by the employee’s supervisor and should begin no later than the end of the 
employee’s fifth hour of work.  For example, an employee who begins working at 8 a.m. must begin his or her 
meal period no later than 1:00 p.m.  Employees are encouraged to take their meal periods and are not 
expected to and should not work during their meal periods.   
 
Nonexempt employees are relieved of all duty during their meal periods and should not work during their meal 
periods.  When taking their meal periods, nonexempt employees should be completely off work for at least 30 
minutes.  Employees are prohibited from working “off the clock” during their meal period.  Employees must 
clock out for their meal periods.  Employees are expected to clock back in and then promptly return to work at 
the end of any meal period. 
 
If the employee voluntarily elects to work through a 30 minute off-duty meal period, take a meal period after 
the 5th hour of work, or take a meal period of less than 30 minutes, the employee is not entitled to arrive at 
work late or leave work early. The employee will be paid for all time worked in accordance with state and 
federal law. 
 
If you feel that you are not receiving your breaks as required by law, please discuss this with your assignment 
supervisor or Headway recruiter.  If you still feel that you are not being provided adequate and sufficient 
breaks, please contact the HR Hotline at 800-948-9379. 
 
For your own benefit, you are encouraged to take a meal break on a regular basis.  This gives you time away 
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from the workplace, allowing you to return renewed and rejuvenated. 

 

Employees must not leave the/work premises during scheduled work hours unless on an unpaid meal 
break or by authorization from your supervisor.  Employees who must leave the premises for non-business 
purposes during the regularly scheduled workday MUST record this time as non-work time and are 
expected to abide by break time restrictions. 

 
Attendance 

 
Headway reserves the right to immediately terminate employees who have shown a pattern of habitual 
attendance and tardiness issues or issues with accurate timesheet completion. 
 
Because a scheduled period of absence is easier to manage than even an unscheduled day of absence, 
please plan and communicate your absences with your manager with as much forethought as possible.   
 
All absences must be documented.  Your team counts on you and we depend on your contribution.  
Excessive absenteeism even for a good cause will be subject to concern and disciplinary action up to and 
including termination.   

 
Attendance, Tardiness & Leaving Early 

• Requests for scheduled absence, tardiness or leaving prior to completion of a scheduled shift must 
be made in writing to your location supervisor as well as to your Headway recruiter.  These are just 
requests, and requests are not approvals. 

• Your supervisor and/or Headway recruiter has the authority to deny advance requests for planned 
absence, tardiness and leaving early at their discretion and/or based on business unit needs. 

• Employees are required to call and speak with their direct supervisor and their Headway recruiter 
within 30 minutes of their scheduled start time to advise them of tardiness. Employees are required to 
call at the beginning of the business day to advise of absence. NOTE:  Calling in on the day a 
tardy/absence occurs DOES NOT necessarily mean it is “approved.” Repeated tardiness or absence 
may not be an acceptable pattern for our client and may result in termination. 

• Requests for changes in schedule made prior to schedule posting will be considered and 
accommodated where it makes business unit sense and at the sole discretion of the supervisor. 

 

Consecutive Days of Absence 

• A doctor’s note will be required for any absence of 3 or more consecutive days.  Failure to produce a 
valid doctor’s excuse may result in disciplinary action. 

• You are required to call-in and speak with your supervisor and Headway recruiter on a daily basis 
to advise management about either intent or inability to return to work. Missing two consecutive 
shifts without communicating with your supervisor and Headway recruiter will be considered a 
voluntary resignation unless alternative arrangements have been made with your immediate 
supervisor. 

 
Inclement Weather 

 
If your work site is open for business, you are expected to be at work.  Employees not eligible for paid time off 
of any kind will be paid only for hours worked.  You are expected to use your discretion to determine if you are 
able to safely travel to work.  If you determine that you are unable to safely travel to work, you must notify 
your supervisor.  If your workplace is closed due to inclement weather, you may or may not be paid for time at 
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Headway or a Headway client’s discretion. 
 
Dress Code 

 
The dress code is directly related to where you are working.  Please confirm with your supervisor what would be 
considered appropriate or inappropriate attire. Some Headway clients provide concept-specific attire that 
MUST be worn while working at their location.    
 
Nepotism, Employment of Relatives and Personal Relationships 
 
Headway Workforce Solutions wants to ensure corporate practices do not create situations such as conflict of 
interest or favoritism. This extends to practices that involve employee hiring, promotion and transfer. Close 
relatives, partners, those in a dating relationship or members of the same household are not permitted to be in 
positions that have a reporting responsibility to each other. Close relatives are defined as husband, wife, 
domestic partner, father, mother, father-in-law, mother-in law, grandfather, grandmother, son, son-in-law, 
daughter, daughter-in law, uncle, aunt, nephew, niece, brother, sister, brother-in-law, sister-in-law, step 
relatives, cousins and domestic partner relatives.  
 
If an employee begins a dating relationship or become relatives, partners or members of the same household 
and if one party is in a reporting relationship, that person is required to inform management and Human 
Resources of the relationship. You can reach a member of the Human Resources Department at 421 Fayetteville 
Street, Suite 1020, Raleigh, NC 27601, or at 800-948-9379 if a conflict regarding romantic relationships in the 
workplace arises so that management can determine what action, if any, must be taken.  Any interpretation of 
company policy will be made by Headway Human Resources. 

Internal Transfers/Promotions 

Employees with more than six months of service may request consideration to transfer to other jobs as vacancies 
become available and will be considered along with other applicants. At the same time, the company may initiate 
transfers of employees between departments and facilities to meet specified work requirements and 
reassignment of work requirements.  
 
Headway Workforce Solutions offers employees promotions to higher-level positions when appropriate. 
Management prefers to promote from within and may first consider current employees with the necessary 
qualifications and skills to fill vacancies above the entry level, unless outside recruitment is considered to be in 
the company’s best interest. 
 
To be considered, employees must have held their current position for at least six months, have a satisfactory 
performance record and have no disciplinary actions during the last six months. Management retains the 
discretion to make exceptions to the policy.  

Please inform your manager of your interest in the posted position. This courtesy will allow your manager to 
discuss the opportunity with you and initiate planning in case you are the successful applicant for the position.  

Please note that while you have an opportunity by applying internally and not competing with external 
candidates, you will still need to be an excellent fit for the skill set and behavioral expectation for the open 
position. In addition, relocation assistance will only be available if specified in the posted job description. Being a 
current successful employee is in itself not enough to guarantee you a new position, but it will certainly give you 
the ability to be considered. 
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Solicitation 

 
Solicitation by an employee of another employee is prohibited, while either the person doing the soliciting or 
the person being solicited is on working time. 
 
Working time includes the time during which any of the employees involved are actually scheduled to work, but 
does not include scheduled rest periods, meal breaks and other specified times when employees are not 
expected to be working. 
 
Distribution of advertising material, handbills, or other literature by employees during working time or in 
working areas is prohibited.   
 
Solicitation and/or distribution by non-employees is prohibited at all times. 
 
Computer Policy 
 
Our objective is to enable employees to perform their tasks with technology that is in good operating condition 
while appropriately addressing the business needs. For this reason, computer(s) are provided on site for work 
purposes, including reporting, time tracking, and email communication only.  

Computer(s) provided at the Station are not to be used for social media or other online means/applications 
unless required to perform job functions.  Applications and software not already installed on the computer are 
not to be downloaded by staff. 

Social Media 

INTRODUCTION  

This policy establishes a set of rules and guidelines for any activity and participation in “social media” by all 
Headway Employees “users.”  These rules are intended to be adaptable to the changes in technology and norms 
of online communication and behavior, and may be amended by the Company at any time, for any reason, without 
notice to users.  
 
Nothing contained within this policy is intended to interfere with employee rights under the National Labor 
Relations Act, including but not limited to employees’ right to discuss the terms and/or conditions of their 
employment, or other laws protecting lawful job related activities, nor would it be interpreted or applied so as to 
interfere with employee rights to self-organize, form, join, or assist labor organizations, to bargain collectively 
through representatives of their choosing, or to engage in other concerted activities for the purpose of collective 
bargaining or other mutual aid or protection, or to refrain from engaging in such activities.  
 
For purposes of this policy: 

 The term “social media” applies to any web-based and mobile technologies, in use now or developed in 
the future, that enable individual or entities to disseminate or receive information, communicate, or 
otherwise interact, and includes, without limitation, email, texting, messaging, social networking, blogging, 
micro-blogging, bulletin boards, and so on, through providers such as Facebook, LinkedIn, MySpace, 
Twitter, YouTube or others.  
 

 The term “users” refers to all employees. 
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Exercise responsibility online  

You are personally responsible for any of your social media activity conducted with a Company email address or 
on a Company website or page, and/or which can be traced back to a Company domain, and/or which uses the 
Company’s Information Systems and/or which expressly or implicitly identifies you as an employee of the 
Company. 
 
If from your post in a blog or elsewhere in social media it is clear you are a Company employee, or if you mention 
the Company, or it is reasonably clear you are referring to the Company or a position taken by the Company, and 
also express a political opinion or an opinion regarding the Company’s positions or actions, the post must 
specifically note that the opinion expressed is your personal opinion and not the Company’s position.  This is 
necessary to preserve the Company’s goodwill in the marketplace.  
 
Follow Existing Policies and Terms of Use 
 
Observe and follow: (i) existing Company policy and agreements, such as our Employee Handbook and your 
Employment Agreement(s) with the Company, if applicable, (ii) the policies of the particular online/social 
networking venue, and (iii) applicable law. This means that you are prohibited from using social media to post or 
display comments about coworkers or supervisors or the Company that are vulgar, obscene, threatening, 
intimidating, or a violation of the Company’s workplace policies against discrimination, or harassment on account 
of age, race, religion, sex, ethnicity, nationality, disability, or other protected class, status, or characteristic. Thus, 
the rules in the Company’s Employee Handbook and anti-harassment and discrimination apply to employee 
behavior within social media and in public online spaces.   

 
Most websites, including Facebook and others, have rules concerning the use and activity conducted on their sites. 
These are sometimes referred to a “Terms of Use.” You must follow the established terms and conditions of use 
that have been established by the venue and not do anything that would violate those rules. 

Do not post any information or conduct any online activity that may violate applicable local, state or federal laws 
or regulations. Any conduct which under the law is impermissible if expressed in any other form or forum is 
impermissible if expressed through social media.  

Be respectful and mindful of privacy and confidentiality, and think before posting 

Before sharing a comment, post, picture or video about or from a friend or colleague through any type of social 
media, it is a good practice to be courteous and first obtain his or her consent.  

It also is inappropriate to use or disclose personal information about another individual or use or disclose the 
Company’s confidential or proprietary information in any form of social media. For purposes of this Policy, personal 
information means an individual's Social Security number, financial account number, driver’s license number, 
medical information (including family medical history) and other highly sensitive information, as well as 
information covered by the Company's written information security program. Company confidential or proprietary 
information includes but is not limited to financial information, future business performance and business plans, 
business and brand strategies, information which is or relates to Company trade secrets. All Company rules 
regarding Company confidential or proprietary information and personal information, including the Company’s 
written information security program, apply in full to social media, such as blogs or social networking sites. For 
example, any information that cannot be disclosed through a conversation, a note, a letter or an e-mail also cannot 
be disclosed in a blog. Sharing this type of information, even unintentionally, can potentially result in harm to the 
individual, harm to the Company’s business, and ultimately you and/or Company being sued by an individual, other 
businesses or the government.  
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Before posting any online material, ensure that the material is not knowingly false; instead, try to be accurate and 
truthful. If you find that you’ve made a mistake, admit it, apologize, correct it and move on.  You should never post 
anything that is maliciously false. 

Before posting a comment or responding to a blog, think before sending. If you are unsure about the effects of the 
post or other online action, reach out to your supervisor or Human Resources for some assistance, particularly 
when unsure about a response to another employee or a client.    

Use your true identity 

When participating in any social media, be completely transparent and disclose your true identity for your personal 
protection. Additionally, when commenting on or promoting any Company product or service on any form of social 
media, you must clearly and conspicuously disclose your relationship with the Company to the members and 
readers of that social media.   

Do not use your own personal online relationships or the Company’s network to influence polls, rankings, or web 
traffic. This is called “astroturfing” or “sock-puppeting” and is highly unethical. You are not to use the size and 
breadth of the Company network to unduly influence polls, rankings, or web traffic where said traffic is a measure 
of success or popularity of a particular political opinion. 

Manage your expectation of privacy 

Consistent with the Company’s Electronic Communications Policy, the Company may access and monitor its 
Information Systems and obtain the communications within the systems, including email, Internet usage, and the 
like, with or without notice to users of the system, in the ordinary course of business when we deem it appropriate 
to do so. As such, when using such systems, you should have no expectation of privacy with regard to time, 
frequency, content or other aspect of your use, including the websites you visit and other Internet/Intranet activity. 
The reasons the Company accesses and monitors these systems include, but are not limited to: maintaining the 
system; preventing or investigating allegations of system abuse or misuse; assuring compliance with software 
copyright laws; and complying with legal and regulatory requirements.   

Interact on your time 

The Company respects the right of any employee to participate in social media, such as maintaining a blog or 
participating in online forums. However, to protect the Company’s interests and to oversee employees’ focus on 
their job duties, employees must avoid excessive use of social media during work time or at any time with the 
Company equipment or property, unless doing so is expressly permitted by the Company.  

Avoid personal attacks, online fights, and hostile personalities 

If a blogger or any other online influencer posts a statement you disagree with, you can voice your opinion, but do 
not escalate the conversation to a heated, personal argument. Speak reasonably, factually, and with good humor. 
Try to understand and credit the other person's point of view. Additionally, avoid communicating with hostile 
personalities in an effort to avoid personal, professional, or credibility attacks.  

Identify any copyrighted or borrowed material with citations and links 

When publishing any online material through social media that includes another’s direct or paraphrased quotes, 
thoughts, ideas, photos, or videos, always use citations and link to the original material where applicable. Should 
you have any questions about this policy, please see corporate HR. 
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Accepting Gifts 

 
On occasion, a person or company outside of Headway or the client you are working for may wish to provide 
you with a gift or service. No employee of the company, regardless of his or her position, may solicit gifts, 
entertainment, or favors, either directly or indirectly, and no employee may accept anything of that nature 
beyond an ordinary social amenity.  Please seek the guidance of your supervisor if you are ever asked to receive 
a gift. 
 
Personal Telephone Calls/Texting 

 
Employees may need to place or receive personal phone calls or text messages at work on occasion, primarily 
for emergency/family contact purposes.  We ask that these calls or texts be kept short and infrequent no 
more than five minutes for any non-business outbound call and limited to emergency calls only.  Personal 
cellular phones/pagers should remain off during working hours.  Cell phones/pagers may be used during 
break/meal periods away from work.  Using mobile communication devices while working can result in 
disciplinary actions. 

 
Any long distance calls placed from your worksite must be business related.  The charge for an unauthorized, 
non-business use of long distance service may be deducted from an employee’s pay in accordance with state 
law, and may result in disciplinary action, up to and including immediate termination of employment. 
 
Company Property Removal 
No property or equipment, writing papers, boxes, documents, or merchandise may be removed from the 
premises unless authorized in writing by your supervisor. 
 
Getting Paid_____________________________________________________________________ 
 
Overtime 
 
Overtime rates are paid in accordance with the rates set forth by Federal and State regulations. There are times 
when employees are hired to work for two or more different clients.  You must have prior supervisory 
permission to work more than 8 hours in a day or 40 hours in a week. Working  unauthorized  overtime  
can  result  in  disciplinary  action  up  to  and including termination.  
 
Timekeeping 
 
Your supervisor is responsible for authorizing your time.  It is the employee’s responsibility to follow the proper 
time-tracking procedures.  Failure to comply may result in late payment.  In order to not delay payroll, make sure 
to follow your time-keeping and tracking procedures. Consistency helps to ensure that all employees are 
properly paid for time worked.  Your supervisor will instruct you as to the method of time tracking. 

 
If you feel there is a discrepancy with your paycheck, you must immediately report this to your supervisor. It is 
the employees’ responsibility to carefully audit their paychecks. Errors in pay will be corrected in the next 
available pay cycle. 

 
You may not complete a time sheet for anyone else or ask anyone to complete a time sheet for you.  
Altering, falsifying, or tampering with time records for yourself or another employee is considered fraud 
and will result in immediate termination of employment. 
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Non-Exempt Employee Electronic Communications 

 

As with other types of authorized work, all time spent by non-exempt employees using electronic 

communications for work purposes will be considered hours worked: the time is compensable and will count 

toward overtime eligibility as required by law.  Therefore, to avoid incurring unnecessary expenses, electronic 

communications should not be used outside regularly scheduled work hours unless required by management.  

This includes all types of work-related communication. 

Prohibited Use of Electronic Communication Devices 

Non-exempt employees should not check for, read, send or respond to work related e-mails or text messages or 

other forms of electronic communications outside their normal work schedules unless specifically authorized 

based on job duties or direction by management to do so. If directed by management to use an electronic device 

it is expected that you will only respond to bona fide emergency issues such as workplace injuries or last minute 

schedule changes.  All non-emergency issues need to be addressed during normal work hours.   

Enforcement 

Non-exempt employees using electronic communications for work-related correspondence during unauthorized 

times may be subject to discipline for violating this policy.  Supervisors or Managers requiring non-exempt 

employees to use electronic communications for non-essential work-related correspondence at unauthorized 

times are also subject to disciplinary action. 

Reporting Time Worked for Electronic Devices 

You are expected to report all hours worked as directed by management.  This includes any hours you spend 
working outside your normal hours of scheduled work on electronic devices.  Failure to report all hours 
worked will result in disciplinary action up to and including termination. 
 
Payday 

 
Depending on your assignment, you may be paid on either a weekly, bi-weekly, or semi-monthly basis.  Your 
direct deposit or paycheck will be distributed on the last Friday of your pay cycle. The pay that you receive on 
Friday will be for the previous week or weeks worked.  Direct Deposit is the fastest, easiest and most efficient 
means for you to be paid, and you are highly encouraged to elect to be paid using this method.  All employees 
receiving direct deposit should view their electronic payroll check stub on www.myheadway.com.  Follow the 
instructions for setting up your login and password.  If you have any problems the contact information for 
assistance is included. 
 
Expense Reimbursement 

 
You may occasionally incur expenses on behalf of the company.  You will be reimbursed for pre-approved 
business expenses by submitting a completed expense reimbursement form along with ALL original receipts to 
your supervisor or 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.  Pre-
approved expenses must be approved from your supervisor or a representative of Headway. 

http://www.myheadway.com/
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Headway will reimburse pre-approved business mileage according to IRS and FLSA regulations and 
recommendations. 
 
Final Pay 

 
Final pay will be made in accordance with federal and state laws.  Upon your last day of employment you must 
return all company property; e.g. keys, security badges, apparel, etc.  The value of this property will be 
deducted from your final paycheck if not returned in accordance with state law. 
 
Leaves of Absence 
 
Family 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.  
 
Employees requesting leave will be treated without unlawful discrimination on the basis of sex, as well as the 
promotion of equal employment opportunity for men and women in the terms and conditions of employment as 
described in our Equal Employment Opportunity Statement.   
 
If you have any questions, concerns or disputes with this policy, you must contact the Human Resources Director 
at the corporate office. 
 
 
General Provisions  
 
Pursuant to the FMLA and its implementing regulations, 29 CFR, Part 828, as of August 5, 1993, employees are 
allowed to balance their work and family life by taking reasonable unpaid leave for certain specific reasons.  

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. 

http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf
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 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.  

 
Type of Leave Covered  
 
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 by calling 1-800-948-9379.  
 
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. 
 
Military Family Leave Entitlements  
 
Qualifying exigency leave for families of members of the National Guard or Reserves or of a regular component 
of the Armed Forces when the military member is on covered active duty or called to covered active duty 
requiring deployment to a foreign country. 
 
An employee whose spouse, son, daughter or parent has been notified of an impending call or order to covered 
active military duty or who is already on covered active duty may take up to 12 weeks of leave for reasons 
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related to or affected by the family member’s call-up or service. The qualifying exigency must be one of the 
following: a) short-notice deployment, b) military events and activities, c) child care and school activities, d) 
financial and legal arrangements, e) counseling, f) rest and recuperation, g) post-deployment activities, and h) 
additional activities that arise out of active duty, provided that the employer and employee agree, including 
agreement on timing and duration of the leave.  Eligible employees who are taking exigency leave due to a 
military member’s parent may take this leave to care for a parent who is unable to take care of themselves and 
the covered active duty spouse is on deployment.  Care of parent qualifying exigency leave includes arranging for 
alternative care and/or arranging facility care, providing care on an immediate need basis, or meeting with 
healthcare facility staff regarding the parent. 
 
Covered active duty means: 
- In the case of a member of a regular component of the Armed Forces, duty during the deployment of the 
member with the Armed Forces to a foreign country. 
- In the case of a member of a reserve component of the Armed Forces, duty during the deployment of the 
member with the Armed Forces to a foreign country under a call or order to active duty under a provision of law 
referred to in Title 10 U.S.C. §101(a)(13)(B). 
 
The leave may commence as soon as the individual receives the call to covered active duty.  (Son or daughter for 
this type of FMLA leave is defined the same as for child for other types of FMLA leave except that the person 
does not have to be a minor.) This type of leave would be counted toward the employee’s 12-week maximum of 
FMLA leave in a 12-month period. 
 
Military caregiver leave (also known as covered service member leave) to care for an injured or ill service 
member or veteran. 
 
An employee whose son, daughter, parent or next of kin is a covered service member may take up to 26 weeks in 
a single 12-month period to take care of leave to care for that service member. 
 
Next of kin is defined as the closest blood relative of the injured or recovering service member.  
 
The term covered service member means: 
- A member of the Armed Forces (including a member of the National Guard or Reserves) who is undergoing 

medical treatment, recuperation or therapy or is otherwise in outpatient status, or is otherwise on the 
temporary disability retired list, for a serious injury or illness. 

- A veteran who is undergoing medical treatment, recuperation or therapy for a serious injury or illness and 
who was a member of the Armed Forces (including a member of the National Guard or Reserves) at any time 
during the period of five years preceding the date on which the veteran undergoes that medical treatment, 
recuperation or therapy. 

 
The term serious injury or illness means: 
- In the case of a member of the Armed Forces (including a member of the National Guard or Reserves), an 

injury or illness that was incurred by the member in line of duty on active duty in the Armed Forces (or that 
existed before the beginning of the member’s active duty and was aggravated by service in line of duty on 
active duty in the Armed Forces) and that may render the member medically unfit to perform the duties of 
the member’s office, grade, rank or rating. 

- In the case of a veteran who was a member of the Armed Forces (including a member of the National Guard 
or Reserves) at any time during a period when the person was a covered service member, a qualifying (as 
defined by the Secretary of Labor) injury or illness that was incurred by the member in line of duty on an 
active duty in the Armed Forces (or that existed before the beginning of the member’s active duty and was 
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aggravated by service in line of duty on active duty in the Armed Forces) and that manifested itself before or 
after the member became a veteran. 

 
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. 
 
 
Employee Status and Benefits during Leave  
 
While an employee is on FMLA leave, the company will continue the employee's health benefits during the leave 
period at the same level and under the same conditions as if the employee had continued to work. 
Arrangements for premium payments while on FMLA must be made with the HR Manager.   
 
Employee Status after Leave  
 
Upon return from FMLA leave, an employee unless designated as a ‘Key Employee” (one who is salaried among 
the highest ten percent (10%) of employees within seventy-five (75) miles of the worksite) will be restored to his 
or her original or equivalent position with equivalent pay, benefits, and other employment terms and conditions.  
The use of FMLA leave will not result in the loss of any employment benefit that the employee had accrued prior 
to the start of the employee’s leave. An employee who takes leave as a result of the employee’s injury or own 
medical condition may be asked to provide a fitness for duty (FFD) clearance from the health care provider.  
 
Use of Paid and Unpaid Leave  
 
All accrued paid vacation, personal and sick leave runs concurrently with FMLA leave.  
 
Disability leave for the birth of a child and for an employee's serious health condition, including workers' 
compensation leave (to the extent that it qualifies), will be designated as FMLA leave and will run concurrently 
with FMLA.  
 
Intermittent Leave or a Reduced Work Schedule  
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The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently (take a day 
periodically when needed over the year) or, under certain circumstances, may use the leave to reduce the 
workweek or workday, resulting in a reduced-hour schedule. The Employee must take intermittent leave at 
minimum of 1 hour intervals. In all cases, the leave may not exceed a total of 12 workweeks (or 26 workweeks to 
care for an injured or ill service member over a 12-month period).  
 
Certification for the Employee’s Serious Health Condition  
 
The company will require certification for the employee’s serious health condition. The employee must respond 
to such a request within 15 calendar days of the request or provide a reasonable explanation for the delay. 
Failure to provide certification may result in a denial of continuation of leave. 
 
Certification for the Family Member’s Serious Health Condition 
 
The company will require certification for the family member’s serious health condition. The employee must 
respond to such a request within 15 calendar days of the request or provide a reasonable explanation for the 
delay. Failure to provide certification may result in a denial of continuation of leave.  
 
Certification of Qualifying Exigency for Military Family Leave 
 
The company will require certification of the qualifying exigency for military family leave. The employee must 
respond to such a request within 15 calendar days of the request or provide a reasonable explanation for the 
delay. Failure to provide certification may result in a denial of continuation of leave.  

 
Certification for Serious Injury or Illness of Covered Service Member for Military Family Leave 
 
The company will require certification for the serious injury or illness of the covered service member. The 
employee must respond to such a request within 15 calendar days of the request or provide a reasonable 
explanation for the delay. Failure to provide certification may result in a denial of continuation of leave. 
 
Recertification 
 

The company may request recertification for the serious health condition of the employee or the 
employee’s family member when circumstances have changed significantly, or if the employer receives 
information casting doubt on the reason given for the absence, or if the employee seeks an extension of 
his or her leave. Otherwise, the company may request recertification for the serious health condition of 
the employee or the employee’s family member every thirty days in connection with an FMLA absence.  
 

Procedure for Requesting FMLA Leave  
 
All employees requesting FMLA leave must provide the HR manager with verbal or written notice of the need for 
the leave. Within five business days after the employee has provided this notice, the HR manager will provide the 
employee with the DOL Notice of Eligibility and Rights.  
 
When the need for the leave is foreseeable, the employee must provide the employer with at least 30 days' 
notice. When an employee becomes aware of a need for FMLA leave less than 30 days in advance, the employee 
must provide notice of the need for the leave either the same day or the next business day. When the need for 
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FMLA leave is not foreseeable, the employee must comply with the company’s usual and customary notice and 
procedural requirements for requesting leave.  
 
Designation of FMLA Leave 
 
Within five business days after the employee has submitted the appropriate certification form, the HR manager 
will provide the employee with a written response to the employee’s request for FMLA leave. 
 
Intent to Return to Work from FMLA Leave 
 
The company may require an employee on FMLA leave to report periodically on the employee’s status and intent 
to return to work. 
 
If you have a situation that you feel would require FMLA leave, please contact Human Resources 1-800-948-
9379.  All communications regarding FMLA leave are strictly confidential. 

Industrial Injury Leave 

A leave of absence necessitated by on-the-job accidents shall be reviewed by our HR Manager. You, your 
manager, and applicable witnesses will need to complete a detailed accident report and submit it to Headway 
Corporate for investigation.  The Worker’s Compensation carrier will determine compensation during the leave 
period.  For additional information review the Workplace Injury Section.   

Military Leave 

Any employee who is called into the armed forces is entitled to military leave of absence without pay from 
Headway.  The conditions of military leave are provided by federal law and are carefully observed by Headway.  
Employees are eligible for leave of absence, without pay, for active duty and during training periods required for 
members of the National Guard or active reservists in the armed forces.  If you are affected by this provision, 
please notify the Headway Human Resource Department as soon as you received notification from your 
Commanding Officer.    

Paid Sick and Safety Leave 

Paid Sick and Safety Leave is covered in an additional Employee Handbook Entitled Headway State Supplemental 
Paid Sick and Safety Leave and California State Sick and Safety Leave for employees residing and working in 
California.  There is an additional Handbook for employees working and residing in San Francisco. These 
handbooks are all available on your myheadway website at the location you receive your payroll check 
information.    

Work Concerns___________________________________________________________________ 

Open Door Policy 

 
It is the policy of Headway to encourage communication throughout all levels of the organization. You are 
encouraged to seek information, advice and counseling from management and Headway Human Resources and 
to communicate freely with them regarding matters relating to your work including: 

• Opinions 

• Criticisms 

• Complaints 

• Suggestions 
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If you are having a conflict with a co-worker, frequently the quickest resolution is to talk with your co-worker 
and focus on the behavior, not the person. 

 
If you are unable to resolve a problem, we ask that you begin by addressing it with your assignment 
supervisor. 
 
If the problem involves your immediate supervisor or if is of a personal or sensitive nature, contact 
Headway’s Human Resources at 800-948-9379. 
 
Discipline 

 
When people work together, a set of policies and guidelines helps create cooperation and coordination.  The 
company will, from time to time, issue new or updated policies.  By following these policies, it is possible for 
everyone to work together.  Some actions cannot be condoned or tolerated and immediate termination may 
occur as a result.  Some, but not all, reasons for immediate termination are: 

 
• Physical or verbal fighting on the premises 
• Abusive or offensive language 
• Theft 
• Threatening or coercive behavior 
• Destruction of company property/sabotage 
• Misappropriation of company funds 
• Unauthorized use of company property 
• Falsification of company documents 

 Time Fraud 

 Failing to report hours worked  
• Use, sale, or possession of alcohol or controlled substance (drugs or narcotics) or marijuana on                    

the premises 
• Sleeping on the job 
• Divulging confidential proprietary and business information 
• Harassment 
• Careless, reckless or negligent behavior 
• Unethical or untruthful conduct 
• Insubordination 
• Violating company policies regarding weapons or safety 
• Other reasons determined by management 

 
Disciplinary actions can range from an informal discussion with the employee about the matter to immediate 
discharge. Action taken by management in an individual case should not be assumed to establish a precedent in 
other circumstances.  Headway will base the level of severity of disciplinary action on the severity and nature of 
the offense, up to and including immediate termination of employment. 

 
Headway provides these guidelines to be used as a management tool in order to assist in the handling of 
policy violations and in no way do they reflect all policies of Headway or all possible situations that may 
occur. For additional information on Headway policies, contact your Headway Client Relationship 
Manager. 
 
Resignation, Job Abandonment and Discharge 
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Resignation: Although we hope your employment with us will be a mutually rewarding experience, we 
understand that varying circumstances cause employees to voluntarily resign employment. Resigning 
employees are encouraged to provide two weeks’ notice, preferably in writing, to facilitate a smooth 
transition out of the organization. Management reserves the right to provide an employee with two 
weeks’ pay in lieu of notice in situations where job or business needs warrant such action. If an 
employee provides less notice than requested, the employer may deem the individual to be ineligible 
for rehire depending on the circumstances regarding the notice given. 
 

Job abandonment: Employees who fail to report to work or contact their supervisor for two (2) 
consecutive workdays shall be considered to have abandoned the job without notice, effective at the 
end of their normal shift on the second day. The supervisor shall notify the Human Resource department 
at the expiration of the second workday and initiate the paperwork to separate the employee from the 
Company. Employees who are separated due to job abandonment are ineligible to receive accrued 
benefits and are ineligible for rehire. 
 
Termination: Employees of Headway Workforce Solutions are employed on an at-will basis, and the 
company retains the right to terminate an employee at any time.  

 
Return of Company Property  
 
The separating employee must return all company property at the time of separation, including uniforms, cell 
phones, keys, PCs and identification cards. Failure to return some items may result in deductions from the final 
paycheck, in accordance with state law. An employee will be required to sign the Wage Deduction Authorization 
Agreement to deduct the costs of such items from the final paycheck.  
 
Health insurance terminates the last day of the final payroll cycle, unless an employee requests immediate 
termination of benefits. Information for Consolidated Omnibus Budget Reconciliation (COBRA) continued health 
coverage will be provided. Employees will be required to pay their share of the dependent health and dental 
premiums through the end of the month.  
 
Performance Improvement Planning 
If you ever have a problem with your job, you should discuss it with your manager immediately.  We want to 
address performance issues and problems quickly. Any time employee performance consistently falls below a 
satisfactory level, management will take corrective action. A manager may decide to develop a Performance 
Improvement Plan to clarify what areas require improved performance and to outline specific behaviors and 
time frames. It is important to work with your manager to develop the criteria and timelines for improvement so 
you can meet the goals of your plan.     
 

Working Safely   

 
Employee Safety 

 
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 to be alert for and to report any safety hazards to their supervisor and to 
Headway Human Resources at 800-948-9379 or workerscomp@headwaycorp.com without fear of reprisal and 

mailto:workerscomp@headwaycorp.com
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free from any retaliation for doing so. 

 
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. 
 
All employees are responsible to be alert for and to report any safety hazards to their supervisor and to 
Headway Human Resources at 800-948-9379, 919-424-1086 after normal business hours or 
workerscomp@headwaycorp.com without fear of reprisal and free from any retaliation for doing so. 
 
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 depending on the 
circumstances resulting in the accident or injury where there is a reasonable basis for testing. 
 
Emergency Action Plan 

 
• Find the nearest exits on your first day of work and each time you change departments or work stations. 

• In the event of an emergency evacuation, quickly and calmly make your way to the nearest exit. 

• Once in a safe meeting place remain quiet and listen for any instructions. Do not reenter the building 
for any reason until the area is deemed safe by emergency personnel. 

• Do not leave the safe meeting place without checking in with your supervisor. If you exit the building 
and leave the premises, you could be putting emergency personnel in danger that might be searching for 
those that are unaccounted for. 

• Never second guess the validity of an alarm. If an alarm sounds evacuate immediately until instructed 
to do otherwise by qualified personnel. 

 
Ergonomics 

 
Ergonomics is learning to do your job safely, comfortably and efficiently. 

 
• If your wrists, hands, elbows, or shoulders start to hurt from performing a repetitive task, take a 
moment to stretch the muscles before returning to the task. 

• Avoid holding wrist, arms, back and neck in unnatural positions while performing work. 
If it doesn’t look or feel right, it probably isn’t. 

• Remember that even a good position is risky if you hold it so long that muscles tense up and blood 
flow is reduced, change position and stretch periodically. 

• When standing and sitting align your ears, shoulders and hips. 

• When sitting keep your feet flat and your hips and knees level. 

• When using your hands avoid bending or twisting them too far in any direction. The hand is safest when 
the wrist is straight. 

• Keep your fingers relaxed (not pointed or curled) when keying. 

• Stay within range; never lock a joint by extending it until it can’t go any farther. 

• Keep your work within as easy reach as possible so you don’t have to stretch, twist, or bend beyond 
your safe range of motion. 

mailto:workerscomp@headwaycorp.com
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• Stay fit! When you are fit your blood carries more nutrients to the muscles, tendons, and nerves. This 
keeps your body healthy and helps repair any minor tissue damage that might otherwise lead to 
cumulative trauma disorders. Stay fit by eating a nutritional diet and exercising. 

 

Proper Lifting Techniques 

 
• Size up the load and if you cannot lift it safely, GET HELP. 

• Decide where you will be taking the load BEFORE you lift it and clear the path to your destination of 
any tripping hazards. 

• 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. 

• Lift smoothly, using your leg, abdominal and buttock muscles. 

• Once you are standing, avoid twisting motions by pointing your feet in the direction you want to go 
and turning your whole body. 

• Once you have reached your destination, squat down slowly and place the load down gently. 

• Organize your work to avoid lifting from the floor or above shoulder level. Store heaviest items between 
knuckle and shoulder height. 

• Reduce the amount of weight lifted by taking more trips. 

• Do not lift objects that obscure your vision or footing. 

 

Slips, Trips and Falls 

 
• Keep walkways, doorways, and exits clear of obstacles and/or clutter and close cabinet drawers 
completely after every use. 

• Secure electrical cords and wires away from walkways. 

• Clean up spills immediately. 

• Report loose carpeting or damaged flooring immediately. 

• Pay attention to where you are going and what is in your path. 

• 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. 

• Use extra caution when climbing and descending stairs and use handrails when available. 

• Practice good housekeeping by keeping walkways clear of materials. 

• Do not carry loads you can’t see over.• 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. 
• Do not walk on pallets. If you need an i tem on the  othe r  s ide  o f  the  pa l le t  wa lk  a rou nd 
to  ret r ieve  the  i tem.  

 
Bloodborne Pathogen Awareness 

 
Blood borne pathogens are transferred by coming into contact with another individual’s blood or other body 
fluids and in unfixed tissue and organs. Infectious diseases are transmitted through the blood, and on occasion, 
other bodily fluids. Therefore, it is extremely important that you protect yourself from blood borne pathogens. 

You should avoid contact with blood or other body fluids. You should always assume all body fluids are 
infectious. 

 
Horseplay 
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Horseplay, scuffling, or any other acts that adversely impacts the safety of yourself and those around is strictly 
prohibited and may result in disciplinary action up to and including immediate termination. 

 
Light Industrial 

 
• Personal Protective Equipment (PPE) may be required in certain light industrial positions and for certain 
work stations as designated by your client supervisor. If PPE is required employees must wear appropriate 
PPE in designated areas at all times. Failure to do so could result in injury and in disciplinary action up to 
and including termination. 

• If operating machinery is not part of your job or you have not been trained on specific machinery, 
you must not operate the machinery. 

• Do not walk on pallets. If you need to reach the other side of a pallet, walk around the pallet. 

• Never attempt to repair a machine that is not in working order. Notify your supervisor the machine is 
malfunctioning. 

• If applicable, make sure that you know the location of Material Safety Data Sheets which provide 
information needed to work safely with chemicals in your workplace and have read the information prior 
to using a substance. If a MSDS is not available to you, notify your Headway Representative. 

• Only individuals certified and authorized to operate forklifts by their client supervisor may operate 
forklifts. A seatbelt must be worn at all times. No trip is too short for a seatbelt. 

 
Workplace Injury 
 

If an employee is injured while working, regardless of the severity and whether you seek medical attention, you 
must report the incident to your supervisor immediately AND to Headway representative within 24 hours at (800) 
948-9379 or to workerscomp@headwaycorp.com. In a non-emergency situation you must contact Headway 
before seeking medical attention to be given a list of providers in your area. In an emergency situation seek 
treatment at the nearest hospital or call 911.  

The injured employee must complete the Employee’s Report of Work-Related Accident Form  and either the 
Medical Information Release or the Medical Treatment Declination form (dependent upon whether or not the 
employee would like to seek treatment). Your Supervisor must complete the Supervisor’s Report of Accident. Any 
witness(s), if applicable, must complete the Witness Report of Accident.  A link to the Employee Accident form is 
included. Forms can be found on the Red Pages for Corporate employees, and for RTI employees on your Portal 
and remaining contingent staff on the main landing page for benefits: http://headwaycorp.com/benefits/    

https://headwaywfs.wufoo.com/forms/employee-accident-report/ 

If you ever witness a co-worker who has been injured while working, report the event immediately to a supervisor.   

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. Headway has a strict 
policy against any form of retaliation and employees will not be retaliated against for reporting any workplace 
accident or injury. 

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. If you do not contact the police at the time of the accident or assault, the claim may be denied. 

mailto:workerscomp@headwaycorp.com
http://headwaycorp.com/benefits/
https://headwaywfs.wufoo.com/forms/employee-accident-report/
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Injured workers may be required to submit to post-incident drug and/or alcohol testing depending on the 
circumstances resulting in the accident or injury where there is a reasonable basis for testing. Employees of 
Headway who refuse to submit to a reasonable drug screen or test positive may be subject to discipline, up to and 
including termination.    

Headway will investigate all work-related injuries thoroughly to determine causes and contributing factors.  
Employees must cooperate with the investigation of any accident in whether directly involved or as a witness. 
Workers’ compensation fraud is a felony offense and Headway will prosecute anyone who commits fraud or 
participates in fraud. Payment for medical bills or lost time cannot be guaranteed by Headway.  If the workers’ 
compensation carrier or state agency 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.  

Substance Abuse Policy 
 
Alcohol and/or drug abuse is a safety hazard – both to the effected employee as well as to his/her co-workers.  To 
aid in preventing and treating alcohol and drug abuse, the following procedures have been established: 

Improper Use of Controlled Substances or Alcohol on Company Premises 

Headway absolutely prohibits any use, sale, purchase, transfer, or possession of any illegal or non-prescribed 
drugs by employees at work.  We strictly prohibit employees from being under the influence of alcohol and/or 
drug while performing company business. Only legally prescribed medications are excluded from this rule and 
permitted as long as they do not adversely affect employees’ safety, work ability, job performance or the safety 
of others.  

Any employee who reports to work and reasonably appears to be under the influence of alcohol, illegal drugs or 
controlled substances not prescribed for the employee’s own use will be suspended, pending an investigation. A 
determination that an employee is under the influence of alcohol, illegal drugs, or controlled substances not 
prescribed for the employee’s own use may be grounds for immediate termination (see Testing Procedures below). 
 

Any employee taking prescribed medications that may affect performance or the ability to function safely on the 
job should report this fact to his/her supervisor, and the supervisor should present this information to a Headway 
representative.  The Headway representative (who will seek medical advice, if necessary) and the supervisor will 
decide together whether the employee is able to work or should be sent home.   

Drug and Alcohol Testing Procedures 

The company may, at its discretion, ask an employee who is reasonably suspected of substance abuse to submit 
to a drug or alcohol test.  Reasonable suspicion may include, but is not limited to,  alcohol on the breath, unusually 
slurred speech, lapses in performance, inability to respond to questions, physical appearance, behavior, reliable 
reports from other employees, on-the-job accidents depending on the circumstances giving rise to the accident, 
poor job performance, excessive absences, and / or tardiness. The test will be conducted with confidentiality and 
respect for the employee and with sufficient safeguards to insure accurate testing results and in compliance with 
state law. 
 
A positive test result (indicating the presence of drugs or alcohol) is grounds for immediate termination. 
 
The results of any investigation concerning alcohol/drug abuse will remain confidential and all inquiries about an 
investigation are to be directed to your Headway representative. 

All scheduled and unscheduled drug testing should be coordinated with the appropriate HR personnel at the 
Headway Corporate Office.   



31 

 

 
Workplace Violence Prevention 
 
Headway is committed to your safety and health as an employee.  We refuse to tolerate violence in the 
workplace and will make every effort to prevent violent incidents from occurring on company premises. 
 
All employees are responsible for using safe work practices, following business and safety directives, 
policies and procedures, and maintaining a safe and secure work environment. 
 
Employees may not engage in verbal threats or physical actions that create a security hazard for others in the 
workplace.  Employees are required to promptly and accurately report any violent or threatening incidents in 
their work area, whether or not injury results. 
 
All incidents must be reported to an employee’s immediate supervisor or to Headway Human Resources at 800-
948-9379. 
 
If you ever feel imminent threat of bodily harm by another employee or person in the workplace, do not 
hesitate to call emergency services or 911. 
 
Weapon-Free Workplace 

Possessing any kind of weapon in the workplace concealed or otherwise, is strictly prohibited.  A weapon is defined 
as any device or object capable of causing serious bodily injury or death to another person, including, but not 
limited to handguns, shotguns, rifles, automatics, semi-automatics or other firearms, stun guns and/or knives with 
blades outside the definition of small utility tools.  Weapons do not include mace, pepper spray or other similar 
devices intended to temporarily disable. 

The company reserves the right to search an employee’s personal belongings, work area, and physical person 
where there is reasonable suspicion that an employee may be violating the weapon-free policy.  

Refusal to immediately submit to a search of your person and/or property if the company suspects possession of 
a weapon will result in disciplinary action, up to and including immediate termination of employment. 

NOTE:  It is each employee’s responsibility to immediately report to their supervisor any/all workplace incidents 
resulting in injury of any nature or damage to company property. Employees will not be retaliated against for 
reporting workplace incidents.   Headway’s Human Resources Department can be reached at 800-948-9379. 
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Summary of Policies and Procedures/Acknowledgement 

Welcome to Headway! We are pleased that you decided to become a part of the Headway team.  The 
Employee Handbook is a source of important information that will be helpful in making you successful in your 
new position. Headway wants to make your experience a positive one so please make your Headway 
representative aware of any difficulties or problems you are having while on assignment. In turn we expect 
our employees to follow professional business procedures. Please read the following information and sign 
your name below to verify that you have read and understand the information in the Employee Handbook.  If 
you do not understand any information or have questions, please contact your Headway representative. 
 

1. I fully understand and agree to abide by the policies in the Employee Handbook, including the: 

 Equal Employment Opportunity Policy 

 ADA Policy 
 Harassment Policy 
 Substance Abuse Policy 
 FMLA Policy 
 Attendance Policy 
 Safety Policy Including Accident Reporting Procedures. 

2. Absenteeism or tardiness will result in disciplinary action up to and including termination. 
3. Should your assignment end, it is incumbent upon you to seek new opportunities within Headway. An 

assignment that ends does not mean that there is no work available to you now or in the future. 
4. Two weeks’ notice is expected to remain in good standing with Headway if you accept another position. 
5. Any work-related injury must be reported immediately to your client supervisor AND to Headway at (800) 948-

9379. Employees will not be retaliated against for reporting workplace accidents or injuries. 
6. Disruptive or inappropriate behavior including the use of profanity or other offensive language/gestures, fighting 

or threatening others will not be tolerated and may result in disciplinary action up to and including immediate 
termination. 

7. Dishonesty including falsification of records, time cards, theft etc. will result in disciplinary action up to and 
including termination. 

8. The use of company time or resources (stationary, postage, internet services etc.) to conduct personal business 
during work time will result in disciplinary action up to and including termination. 

9. If you have any problems or concerns (including questions about your paycheck) during your assignment please 
contact your Headway representative. 

 
The information and policies described are subject to change by Headway.  All such changes will be 
communicated through official notices and I understand that revised information may supersede, modify, or 
eliminate existing policies.  Furthermore, I acknowledge that these guidelines are not, nor are they intended to 
be construed as an employment contract.  My employment is at-will.  This means that Headway may terminate 
my employment at any time, with or without cause, and I may do the same.  My signature below indicates that I 
have read and understand these policies and procedures and acknowledge that failure to follow them is grounds 
for disciplinary action up to and including termination. 
 
 

Acknowledgment     Date    

 


