Instructions for completing the Verification of OHAP Functional Role

Please follow these instructions to ensure a smooth completion of employee headcounts. The purpose of
this activity is to ensure that all employees have been accounted for and have been assigned the proper
OHAP Functional Role code and that the codes are correct for the organization (division/section/center —
department), HR job title, and to ensure that all employees that have manager or project manager
responsibilities are properly identified with the correct management level.

1. Accountability — Each division/section/center will receive a list of who is currently coded to their
organization.

a. Check each name

b. If someone is missing add their name to the list with proper category coding and
highlight the line

c. If someone is improperly accounted for in your division, draw a line through their name
and make a note as to why the name has been crossed out. DO NOT DELETE THE
LINE.

2. OHAP Functional Roles and Employee Coding — The distributed spreadsheet shows the
current coding of employees. The coding areas include: Department, Job Title, OHAP (Category,
Discipline, and Functional Role)

a. Verify that the current OHAP Functional Role assigned to each employee reflects their
PRIMARY functional responsibility. Many employees have assignment were they may
perform several different functional responsibilities. Some examples are: 1) an electrical
engineer could functionally perform Electrical Design Engineering and Electronics
Design Engineering. If their primary function is to do Electrical Design Engineering
work then that is the OHAP Functional Role that they should be assigned.; 2) an
individual is a scientist and their OHAP functional role assigned has been as a Particle
Physicist Experimental but they are now assigned to be a Deputy Project Manager on a
new project as their primary responsibility. Now their OHAP functional Role would be
changed to Project Manager.  If you are unsure of the definition related to an OHAP
Functional Role, you may access the following link:
http://www.fnal.gov/directorate/OPMO/PolProc/12.PM-
004/DT/OHAP_Functional List with Disc_2011-06-23_Limited.htm

b. Back in June of this year a separate OHAP Category for Postdoctoral Research
Associates was created with six Functional Roles. Previously the RAs were under the
Scientist Category. If the RA’s in your organization have not had their OHAP Functional
Role updated to one of the Postdoctoral Research Associates roles, it should be done at
this time.

c. Ifan employee is coded with an incorrect OHAP Functional Role make the necessary
corrections under the corresponding columns. (Correcting the Functional Role will
automatically correct the Category and Discipline fields when the updates are entered
into Peoplesoft.)

d. After you verify that the Functional Roles are correct, please look over the HR Job Titles
and verify that they are correct.

e. Ifyou add a name please ensure that you correctly code to the appropriate organization

(including department) as well as ensure that the employee has the proper HR Job Title.

3. Managers/Project Managers — This portion of the verification exercise identifies all Managers
and Project Managers along with their corresponding Manager/Project Manager level.
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a. Scan the list of name for your organization.

b. Identify all Managers/Project Managers and code them properly. For instance, if you
have an electrical engineer with their primary function as an ASIC engineer, but you
appoint him/her as a group leader for a portion of his time, then the ASIC Engineer’s
OHAP Category would be ASIC Engineer and under the Managers’ column a 1 should be
entered. If an employee was hired as a project manager or has been promoted to a project
manager, please select the Project Manager role from the OHAP Functional Role drop
down list and then under the Project Managers column you would select the appropriate
level (1, 2, or 3). The definitions for the different levels of Managers and Project
Managers are noted below.

c. Make corrections under the proper columns.

Managers
Manager | Group Leaders, Deputy Department Heads/Managers
Manager Il Deputy Division Heads, Deputy Section Heads,

Associate/Assistant Division Heads, Associate/Assistant
Section Heads, Department Heads/Managers

Manager lll Laboratory Director, Deputy Lab Director, Assoc Lab
Director, Chief Financial Officer, Chief Operating Officer,
Head of Quality & Best Practices, Division Heads, Section
Heads

Project Managers

Project Manager | [Project Managers of smaller projects with a TPC <$5M,
Deputy Project Managers of midsize projects with a TPC
between $5M and $100M, Subproject Managers with their
WBS TPC between <$5M.

Project Manager Il |Project Managers of midsize projects with a TPC between
$5M and $100M. (Example: MINERVA and DES), Deputy
Project Managers of large projects with a TPC >$100M,
Subproject Managers with the TPC is between $5M and
$100M.

Project Manager lll |Project Managers of large projects with a TPC >$100M.
(Example: NOvVA)




