Fermilab
Self-assessment Plan
FY2002

Directorate
List of Processes

Foreign travel approval

ORTA (technology transfer)

Project review process

Purchase requisition approval
Personnel requisition approval

Housing allocation for users

Customer communication and feedback
Budget process
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List of processes to be assessed in FY2002
1. Foreign travel approval
2. ORTA (technology transfer)
3. Project review process

Laboratory Services Section

List of Processes

Food services — Fermilab generated Monthly Cost Center report
Food services — Providers Monthly Operating Statements
Maintenance of food service equipment
Food service quality
Housing reservations
Housing financial reporting
Housing billing and payment collection
Cleaning and maintaining housing
Benefits reporting requirements
. Monitoring benefit costs
. Communication of benefit information to employees
. Health plan cost containment
. FMLA
. COBRA
. Employee compensation
. Visa administration
. HRIS and Employee records
. Labor Relations
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19.
20.
21.
22,
23.
24,
25.
26.
27.
28.
20.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45,
46.
47,
48.
49,
50.
51.
52.
53.
54,

Performance Management

Employee Discipline

Policy development and communication
Service and recognition awards
Employment termination

Orientation process

Recruitment and hiring

Promote a diverse workforce

Internal and external complaint resolution
Diversity training

Assessing need for ILG

Designing ILG program

Applying for ILG program accreditation
Offering ILG program

Evaluating ILG program

ILG reporting requirements

Technical publication process

Materials acquisition process

Serials management process
Interlibrary loan process

Web development process
Bibliographic classification process
On-site class administration

Tuition reimbursement process
Assessment of Fermilab training needs
Tracking training

Training cost and charge backs
Training evaluation

Photography and digital imaging output services
Video tape duplication services

VMS production services

Duplication services

Travel estimates

Travel reservations

Travel ticketing

Balanced Scorecard process is also implemented

Processes to assessed in FY2002

NogappwDh e

Food services — Providers Monthly Operating Statements
Housing financial reporting

FMLA

COBRA

Employee compensation

Employee Discipline

Policy development and communication



8. Orientation process

9. Internal and external complaint resolution
10. Applying for ILG program accreditation
11. Offering ILG program

12. Serials management process

13. Interlibrary loan process

14. Assessment of Fermilab training needs
15. Training evaluation

16. Photography and digital imaging output services
17. Duplication services

18. Travel estimates

Business Services Section

List of Processes

Small procurements
Pro card procurements
Short order procurements
Integrated work orders
Scrap sales agreements
Excess property purchases
“Other” commercial procurements
Commercial services
Modified contracts
. Construction procurement
. T&M procurement
. Non-commercial services
. A&E procurement
. Source evaluation board
. Subcontractor evaluation
. Procurement Balanced Scorecard process
. Review of Fermilab procurement/subcontract actions for legal sufficiency
. Legal advise and counsel
. Oversight of outside retained counsel
. Provision of general legal support
. Receiving
. Distribution
. Shipping/Traffic
. Property Office
. Supply
. Mailroom
. Vehicle Maintenance
. Property Balanced Scorecard process
. Production system services
. Project services
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31. Technical services

32. Training and administrative services
33. Voice services

34. Wireless services

35. Radio services

36. Payroll

37. Accounts payable

38. Financial reporting

39. Travel settlement

40. Accounts receivable

41. Asset accounting

42. Treasury operations

43. Record retention and disposition

Processes to assessed in FY2002

1. Pro card procurements

2. Short order procurements

3. “Other’” commercial procurements

4. Source evaluation board

5. Subcontractor evaluation

6. Review of Fermilab procurement/subcontract actions for legal sufficiency
7. Legal advise and counsel

8. Oversight of outside retained counsel
9. Provision of general legal support

10. Distribution

11. Vehicle Maintenance

12. Production system services

13. Technical services

14. Wireless services

15. Payroll

16. Accounts receivable

17. Treasury operations

18. Record retention and disposition

Environment, Safety & Health

List of Processes

Waste management

Environmental assurance

RP program implementation

Instrumentation and sealed sources

Dosimetry, analytical, and emergency response
Radiation field characterization

ES&H support

NogappwDh e



8.
9.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

ES&H oversight

Medical surveillance programs
Health promotion

Medical case management

Drug free workplace

Routine operations (Fire)
Emergency responses (Fire)
Training (Fire)

General switchboard services
Emergency phone/radio services
Issuance and control of access control devices
Contract security services

Processes to be assessed in FY2002
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Waste management

RP program implementation

Radiation field characterization

ES&H oversight

Drug free workplace

Health promotion

Routine operations (Fire)

Issuance and control of access control devices

Facilities Engineering Services Section

List of Processes
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Monthly Group Performance Review

Monthly Financial Performance Review

New Employee Training

Design through Construct

Shop Drawing Approval

Construction Coordination/Task Management
UIP Project Work Flow

Energy Management

Building Efficiency Tracking

. Condition Assessment Program

. T&M Work Request to Finished Job

. Work Order Flow

. Maintenance Reporting and Analysis
. Preventive Maintenance

. Journeymen Hiring Selection

. Fire Alarm Disablement

. Stores Inventory Tracking

. Extraordinary Maintenance Tracking



19.
20.
21.
22,
23.
24,

Computer Hardware Inventory Tracking
Computer Support Work Order Tracking
Performance Contracting (Janitorial)
Land Management

Pesticide Application

Safety (ISM)

List of processes to be assessed in FY2002
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Monthly Group Performance Review
Monthly Financial Performance Review
New Employee Training

Shop Drawing Approval

UIP Project Work Flow

Energy Management

Building Efficiency Tracking

Condition Assessment Program

T&M Work Request to Finished Job

. Preventive Maintenance

. Journeymen Hiring Selection

. Fire Alarm Disablement

. Computer Hardware Inventory Tracking
. Computer Support Work Order Tracking
. Pesticide Application

. Safety (ISM)

Beams Division

List of Processes
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Travel authorization, arrangements, and closeout
Personnel Requisition Processing

Personnel Promotion

Personnel transfers and temporary assignments
Merit adjustments

Disciplinary actions

Vendor selection

P.O. Specifications

P.O. authorization (signature chain)

. Receiving

. Quality Assurance.

. Budgeting

. Program manpower requirements

. Accounting

. Policy and Procedure Dissemination and Monitoring
. ITNA (Individual Training Needs Assessment)



17. Training modules

18. Qualification database (verification)

19. Environmental monitoring

20. Permits

21. Waste minimization (radioactive waste, hazardous waste, and industrial
waste)

22. Operations training

23. Operations policies

24. Operations staffing levels

25. Run strategies

26. Run scheduling

27. Run studies (planning and results)

28. Run improvements

29. Run reviews (external and internal)

30. Off hours

31. Unusual occurrence

32. Off normal occurrence

33. Performance statistics

34. Downtime logs.

35. Run Permits

36. Beam permits

37. Cool down permits.

38. AIP process

39. Project Reviews

40. Engineering Design Reviews

41. Facility Maintenance Planning

List of processes to be assessed in FY2002

1. Training, policies, staffing levels.
2. Run strategies

3. Run scheduling

4. Run studies (planning and results)
5. Run improvements

6. Run reviews (external and internal)
7. Off hours

8. Unusual occurrence

9. Off normal occurrence

10. Performance statistics

11. Downtime logs.

12. Run Permits

13. Beam permits
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. Cool down permits.
. AIP process
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Computing Division

List of Processes
Administrative Processes:

1. Hiring - recruit and hire trained personnel required to perform

division function

2. Personnel evaluation - provide evaluation, salary review, promotion and

professional development opportunities to division personnel

3. Budget (planning) - provide input to lab management of yearly budgetary

needs and provide budget guidance to division administrative units

4. Budget (execution) - track expenditures during the course of the budget

year and adjust plans based on available resources and developing needs

5. Long range planning (strategy sessions) - forecast needs and plan future

projects in collaboration with various experiments

6. Procurement - obtain goods and services for division projects in an

optimized manner

7. Building and property management - manage the division real estate, in

particular the Feynmann Computing Center, and provide office space and

furniture for division employees

8. Administrative computing support (MISCOMP) - providing hardware and
software

systems to manage division administrative information systems including

procurement, budgeting, and various databases

9. Administrative support (travel) - providing administrative and clerical

support for division personnel

10. Safety and health - carry out all division business consistent with safety,

carry out lab safety policies, respond to employees safety concerns

11. Project management of large projects (external reviews) - provide

necessary oversight and external and internal review of large multiyear

projects

Technical Processes:

12. Email - provide centralized email services to lab employees and users,
including managing mail servers, virus checking, and managing mailing

lists

13. Web - providing central web servers to present lab information as well as
guidance for individuals running their own web servers

14. Data center operations - operation of the central data processing

facilities in the Feynmann Computing Center, detecting and reporting problem
conditions

15. Help desk - providing facilities to respond to user questions and problem
reports and refer issues to the appropriately qualified experts



16. User training and providing information - provide external training

opportunities, conduct training classes and brown bag seminars, and make

technical information widely available through the web and other
documentation

tools

17. Software product support - provide mechanisms for managing and
distributing

homemade, commercial, and open source software, and provide different

defined levels of software support for the most widely used products. In

particular this includes C++ compiler support and consulting

18. Physics computing support - provide support for a variety of physics

software products, from commercial, homemade and open software sources,
including such areas as simulation tools, analysis tools, and graphics tools

19. Mass storage - provide hardware and software systems for mass storage
and

retrieval of large amounts (hundreds of Terabytes) of experimental data,

including robotic storage and provision for exporting and importing data.

20. Data access - providing the needed hardware and software for online disk

storage of experimental data, including backup facilities

21. Offline batch processing - providing necessary central computing and

dedicated computing for specific experiments for offline data analysis

22. Interactive processing - providing necessary central computing and
dedicated

computing for specific experiments for interactive use, software development

and testing

23. Farm processing - providing necessary central computing and dedicated

computing for specific experiments for large scale scheduled data

reconstruction on farms of commercial commodity computers

24. Computer security - develop and enforce policies to protect lab computing

resources against attacks, scan the site for computer security vulnerabilities,
and operate a response team for computer security emergencies

25. Desktop support/PC - provide support for PC desktops, including
operation of

the main Windows Domain and providing contracted support for various lab

entities

26. Desktop support/Unix - provide support for Unix desktops, especially
Linux,

including maintaining standard Fermi versions of operating system releases

for installation by local system administrators and providing general

system management

27. Networking/internal - managing internal Fermilab networks, including
running

centralized domain name servers and other central facilities, and providing

DHCP and wireless services. This includes the design of network topology,

granting of IP addresses, and operation of routers, bridges and site border

controls



28. Networking/external - maintaining all Fermilab network connections with
the

outside world, monitoring the performance of these networks, planning for

upgrades, and representing the lab with external bodies (such as ESNET)

providing connectivity

29. CDF support (including task force) - provide dedicated technical support
for

the design, procurement, operation and support of computing facilities for

the acquisition and analysis of data for the CDF experiment, including

support for dedicated desktop clusters, batch and interactive compute

servers, networking, and data access and storage facilities

30. DO support (including task force) - provide dedicated technical support for

the design, procurement, operation and support of computing facilities for

the acquisition and analysis of data for the DO experiment, including

support for dedicated desktop clusters, batch and interactive compute

servers, networking, and data access and storage facilities

31. BTeV support - provide dedicated technical support for the design,
procurement, operation and support of computing facilities for the
acquisition and analysis of data for the BTeV experiment, including
support for dedicated desktop clusters, batch and interactive compute
servers, networking, and data access and storage facilities

32. SDSS support - provide dedicated technical support for

the design, procurement, operation and support of computing facilities for

the acquisition and analysis of data for the Sloan Digital Sky Survey and

other experimental astrophysics initiatives, including computing for data

acquisition and monitoring at the experimental site, data processing

facilities, and facilities to make data available to a wider community

33. CMS support - provide dedicated technical support for

the design, procurement, operation and support of computing facilities for

the acquisition and analysis of data for the CMS experiment, including

operation of a Tier 1 Regional Center as part of the worldwide distributed

CMS computing facility

34. Electronic equipment support and maintenance - maintain a pool of

electronics modules for use by experiments, and provide instrument repair
services for both commercial and home made electronic products

35. Hardware and software maintenance contracts - negotiate and administer

various contracts with external vendors to provide hardware and software

maintenance and software licensing for the laboratory community, including
managing a charge back mechanism to recover costs from other lab
administrative entities

36. Electronic engineering support of experiments - provide the expertise to

design, construct, operate and maintain a variety of electronics modules

for use in physics experiments

37. Online computing support - provide tools and support for data acquisition

and online computing for a variety of experiments, including the development
of



standard and customized products

38. Database support - provide common database solutions for scientific,

technical and administrative databases, including negotiating contracts with
vendors and aiding users in developing custom solutions

39. Technology assessment - provide up to date projections for future
technology

in the computing arena, giving guidance to the laboratory community on

directions to pursue

List of Processes to be assessed in FY2002
Administrative Processes:

1. Hiring - recruit and hire trained personnel required to perform

division functions.

2. Budget (execution) - track expenditures during the course of the budget
year and adjust plans based on available resources and developing needs
3. Building and property management - manage the division real estate, in
particular the Feynmann Computing Center, and provide office space and
furniture for division employees

4. Administrative support (travel) - providing administrative and clerical
support for division personnel

Technical Processes:

5. Email - provide centralized email services to lab employees and users,

including managing mail servers, virus checking, and managing mailing

lists

6. Data center operations - operation of the central data processing

facilities in the Feynmann Computing Center, detecting and reporting problem

conditions

7. Physics computing support - provide support for a variety of physics

software products, from commercial, homemade and open software sources,
including such areas as simulation tools, analysis tools, and graphics tools

8. Farm processing - providing necessary central computing and dedicated

computing for specific experiments for large scale scheduled data
reconstruction on farms of commercial commodity computers

9. Desktop support/Unix - provide support for Unix desktops, especially
Linux, including maintaining standard Fermi versions of operating system
releases for installation by local system administrators and providing
general system management

10. Networking/external - maintaining all Fermilab network connections with
the outside world, monitoring the performance of these networks, planning
for upgrades, and representing the lab with external bodies (such as
ESNET) providing connectivity

11. DO support (including task force) - provide dedicated technical support for



the design, procurement, operation and support of computing facilities for

the acquisition and analysis of data for the DO experiment, including

support for dedicated desktop clusters, batch and interactive compute

servers, networking, and data access and storage facilities

12. Electronic equipment support and maintenance - maintain a pool of

electronics modules for use by experiments, and provide instrument repair
services for both commercial and home made electronic products

13. Online computing support - provide tools and support for data acquisition

and online computing for a variety of experiments, including the development
of standard and customized products

Technical Division

List of Processes

Office Management
Financial Management
Personnel Management
Project Management
Accelerator Component Management
Records Management
Magnet Test Facility (MTF) Operation
MTF Measurement Operation
Procurement of Accelerator and Detectors Components
. Quality Control Verification of Procured Components to Specifications
. Accelerator Component/Parts Distribution
. General Materials & Service Procurement
. Accelerator Component & Tooling Storage Management
. Pro Card Procurement System
. Accelerator Component Production Tooling Mgmt
. Accelerator Component Production QA Management & Documentation
. Operational Readiness Clearance Review & Approval
. Machine Shop Operation & Support
. Machine Repairs Management
. Machine Auto CAD
. Computer Information Systems & Technical Support
. Computer Security Audit
. Research & Development Program
. Design, Create, Review, and Document
. Linear Collider R&D
. High Field Magnet Program R&D
. QA Guidance and Oversight
. Annual QA Internal Self Assessment of TD Project/ Department Activity
. Internal Self Assessment Program
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30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.

Tripartite Assessment Program

OSHA Type Inspection

ES&H Quarterly Walkthroughs

Safety Audits

Employees Grass Roots Safety Committees
ES&H Training

Construction Safety/Oversight

Radiation Oversight

Environmental Oversight

Infrastructure Scheduled Maintenance & Improvements
Construction Oversight & Management
Physical Plant Property Management

Plant Security

List of Processed to be Assessed in FY 2002
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Personnel Management

Project Management

Accelerator Component Management

Records Management

Magnet Test Facility (MTF) Operation

Accelerator Component & Tooling Storage Management

Pro Card Procurement System

High Field Magnet Program R&D

Annual QA Internal Self Assessment of TD Project/ Department Activity

. Tripartite Assessment Program
. OSHA Type Inspection

. ES&H Quarterly Walkthroughs
. Safety Audits

. ES&H Training

Particle Physics Division

List of Processes

ok wdhE

Review of the PPD Operating Manual (Division Office)

ProCard Use in PPD (Division Financial Support Group)

PPD Effort-Reporting (Division Financial Support Group)

PPD Financial Reports (Division Financial Support Group)
Foreign Travel (Division Office)

Review the Mechanical Department’'s CDF Operations Group log
(Mechanical Dept)

Review the Mechanical Department’s DZero Operations Group log
(Mechanical Dept)

Mechanical Department Co-op Program (Mechanical Dept)
Design / Drafting Group work process (Mechanical Dept



10.
11.
12.
13.

14,

15.

16.
17.
18.

19.
20.
21.
22.

23.

24,

25.

26.
27.
28.
29.
30.

31.

32.

33.
34.
35.
36.
37.

38.
39.
40.
41,

42.

Uptime on the Computer Aided Design Server (Mechanical Dept)

Log of Lifting Fixtures (Mechanical Dept)

Log of Pressure Vessels (Mechanical Dept)

Review the Electrical Engineering Department’s CDF Support Group log
(Elect Eng Dept).

Review the Electrical Engineering Department’'s DZero Support Group log
(Elect Eng Dept).

Electrical Engineering Department’s Experiment Assembly Group Work
Request Records (Elect Eng Dept)

Printed Circuit Board Drafting Group (Elect Eng Dept)

Electrical Engineering (Elect Eng Dept).

Electrical Engineering ASIC design and testing schedules (Elect Eng
Dept)

Alignment Group Work Log (Technical Centers Department)

Silicon Detector Facility Infrastructure (Technical Centers Department).
Scintillating Plastic Extrusions (Technical Centers Department).
Integrated Safety Management (ISM) (ES&H / Building Management
Services Dept)

ESHTRK Database findings (ES&H / Building Management Services
Dept)

Operational Readiness Clearances (ORC) (ES&H / Bldg Manage Services
Dept., Division Office)

Recordable Injury Case Actions (ES&H / Building Manage Services Dept.,
Division Office)

ITNA status (ES&H / Building Manage Services Dept)

ES&H Training (ES&H / Building Manage Services Dept)

Building maintenance (ES&H/Building Management Services Dept)

Site Support of PPD areas (Site Department)

Rehabilitation & Reuse, Demolition & Disposal, PPD Clean-up Activity
(Site Dept, ES&H/Building Management Services Dept, Division Office)
Storage Space Management (Site Dept, ES&H/Building Manage Services
Dept, Division Office)

Public Outreach with Experimental Apparatus Displays (Site Dept,
ES&H/Building Manage Services Dept, Division Office)

Domestic Travel (Support Services Department)

Conference Support (Support Services Department).

US Particle Accelerator School (Support Services Department)

Desktop Computing Operations (Support Services Department)

PPD Guest and Visitor Program for Experimentalists (Experimental
Physics Projects Dept)

Experimentalist Research Associate Hiring (Exp Physics Projects Dept)
Educational Outreach (Experimental Physics Projects Dept)

Seminars and Lectures (Experimental Physics Projects Dept)

CDMS Construction Project and Operations (Experimental Physics
Projects Dept)

MiniBooNE Operations (Experimental Physics Projects Dept).



43.
44,
45,
46.
47.
48.
49.
50.
51.
52.
53.
54.

55.
56.
57.

58.
59.
60.
61.
62.
63.

64.

Experimental Scientific Output (Experimental Physics Projects Dept)
CDF Detector “Uptime” (CDF Operations Department)

CDF Detector Procedures (CDF Operations Department)

CDF Run IIb Upgrade (CDF Run Ilb Project Department).

Fermilab Participation in the CDF Collaboration (CDF Department).
DZero Detector “Uptime” (DZero Department)

DZero Detector Procedures (DZero Department)

DZero Run lIb Upgrade (DZero Department).

Fermilab Participation in the DZero Collaboration (DZero Department
CMS Construction Project (CMS Department)

CMS Maintenance and Operations (CMS Department)

CMS and Fermilab’s Host Laboratory Role (CMS Department and the
Division Office)

Fermilab Participation in the CMS Collaboration (CMS Department).
MINOS portion of the NuMI Construction Project (MINOS Dept)
Operating Support of the Soudan Underground Laboratory (MINOS
Department)

Fermilab Participation in the MINOS Collaboration (MINOS Department).
Theory Research Associate Hiring (Theoretical Physics)

Theory Seminars and Lectures (Theoretical Physics)

Theoretical Physics Scientific Output (Theoretical Physics)
Astrophysics Research Associate Hiring (Theoretical Astrophysics)
Theoretical Astrophysics Seminars and Lectures (Theoretical
Astrophysics)

Theoretical Astrophysics Scientific Output (Theoretical Astrophysics)

List of Processes to be assessed in FY 2002
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11.
12.
13.
14.

ProCard Use in PPD (Division Financial Support Group)

PPD Financial Reports (Division Financial Support Group)

Foreign Travel (Division Office)

Review the Mechanical Department’'s CDF Operations Group log
(Mechanical Dept)

Review the Mechanical Department’s DZero Operations Group log
(Mechanical Dept)

Uptime on the Computer Aided Design Server (Mechanical Dept)
Electrical Engineering Department’s Experiment Assembly Group Work
Request Records (Elect Eng Dept)

Printed Circuit Board Drafting Group (Elect Eng Dept)

Alignment Group Work Log (Technical Centers Department)

. Integrated Safety Management (ISM) (ES&H / Building Management

Services Dept)

ITNA status (ES&H / Building Manage Services Dept)

ES&H Training (ES&H / Building Manage Services Dept)
Domestic Travel (Support Services Department)

Desktop Computing Operations (Support Services Department)



15.
16.
17.
18.
19.
20.
21.
22,

Experimentalist Research Associate Hiring (Exp Physics Projects Dept)
Experimental Scientific Output (Experimental Physics Projects Dept)
CDF Detector “Uptime” (CDF Operations Department)

DZero Detector “Uptime” (DZero Department)

CMS Construction Project (CMS Department)

MINOS portion of the NuMI Construction Project (MINOS Dept)

Theory Research Associate Hiring (Theoretical Physics)

Astrophysics Research Associate Hiring (Theoretical Astrophysics)



