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UC Organizational Units

e The UC Flex OM Team has received and
captured all org unit related information

« All Visio organizational charts have been created
representing the hierarchy information submitted

« Chiefs for each org unit have been identified and
are displayed on the Visio charts
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Org Unit Naming Conventions

o Standardizations have been incorporated to
provide:
— Consistency across the institution
— Enhanced search functionality for reporting

— Improved visibility to location within organizational
structure

:
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Org Unit Correction Process

Corrections to org units will be accepted through
March 7, 2006

Indicate corrections on the hard copy Visio
organizational charts and submit them via fax to
UC Flex OM Team at 556-2212

Corrections will be processed and updated Visio
organizational charts will be returned to you for
final sign-off.

If no corrections are necessary please email
Kathy Stites or Joyce Verkamp indicating your
Visio Is accurate and ready for sign-off.

Feb 28, 2006 6 w

<||IH



UMNIVERSITY OF .Kd:‘

Cincinnati

Position and People Correction Process

Between February 28" and March 3™ the
position/employee templates will be emailed to

you
Review to ensure that positions/employees have
been mapped to the appropriate org units

Indicate your corrections on the template
provided and return electronically to Joyce
Verkamp or Kathy Stites by March 31, 2006

If no corrections are necessary, notify Joyce
Verkamp or Kathy Stites via emall
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HRMS Updates After 1/10/06

* You will periodically receive updates to
position/employee that have been processed Iin
HRMS; including transfers, new hires,
promotions, etc...

* You will need to map these positions to the
appropriate org units using the process that will
be provided with the updates

:
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Sign-Off Sheet

 The VP of each area must approve their
organizational units and chiefs reflected in the
organizational charts

e The sign-off sheet is due from the VP areas to
the UC Flex OM team no later than March 22.
Your VP area may require an earlier date.

 The VP representatives will coordinate a sign-
off process for their areas.
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OM Standards Document

A Standards document has been created to
address OM Parking Lot Issues, Concurrent
Employment and guestions related to multiple
positions

These standards incorporate all scenarios
which have been addressed thus far

UC Flex will implement these standards for go-
live June 18, 2006

The Standards document will be posted on the
UC Flex website www.uc.edu/ucflex
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UC OM Standards

Separate pools are created for:

e Each student job title in an org unit including
Co-op Students

 Each term adjunct job title in an org unit

— Note: Adjunct titles ending in ANN, REP or COM
are not term adjuncts

o Auxiliary Officers

e Clinical Instructors
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Common UC Concurrent Employment
Scenarios

A full-time employee also works as an adjunct
faculty member

An employee (usually a student) is employed
separately by two different organizational units.
— Kronos time-keeping is performed independently for
each hourly position.
A retiree is assigned to a centrally controlled
pooled position in HR. If a retiree Is rehired,
he/she is assigned to an additional position
reflecting his/her new assignment at UC.
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Department Head Standards

Scenario OM Configuration

A Faculty member is the
Head of the Department
and also holds a faculty
position in the
department.

CONCURRENT EMPLOYMENT:
100% FTE is maintained on the Faculty
position and the Department Head
position is assigned concurrently to the
individual.

A Faculty member is the
Chair of a Medicine
Clinical Dept and must
leave the bargaining unit
In order to assume this
position,

CONCURRENT EMPLOYMENT:

100% FTE is maintained on the Director
Aca Med position. Faculty position
holds no funding per the AAUP contract.
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Provosts, VPs and Deans with
Faculty Positions

Scenario OM Configuration

A Provost, Dean or VP also
holds a faculty appointment.

CONCURRENT EMPLOYMENT:
100% FTE is maintained on the
Dean, Provost or VP position. Faculty
position holds no funding.

An Associate/Assistant Dean
also holds a faculty
appointment.

CONCURRENT EMPLOYMENT:

100% FTE is maintained on the
Assoc/Assist Dean position. Faculty
position holds no funding.
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Faculty Member Standards

Scenario OM Configuration

A Faculty member | CONCURRENT EMPLOYMENT:

IS a chief in 100% FTE is maintained on the faculty
another unit. position with appropriate shared funding.
Individual holds another position as the
chief of the other unit.

A Faculty member | NOT Concurrent Employment:

works 100% ina | Use dotted line relationship for reporting to

Center or Institute | the Center or Institute.
and is not a chief.
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Faculty Member Standards (continued)

Scenario OM Configuration

A Faculty member | CONCURRENT EMPLOYMENT:

holds a secondary | Concurrently assign to a Secondary position
faculty with 0% FTE.

appointment.

A full-time Faculty | CONCURRENT EMPLOYMENT:

member holds two | Concurrently assign to two positions with
primary faculty 100% FTE recorded on the primary position

appointments (joint | (j.e, the tenure home).
appointment).
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Staff Standards

Scenario OM Configuration

A Staff member works | NOT Concurrent Employment:

for multiple bosses. The employee is split-funded. Do not add
additional positions. If desired, indicate
dotted-line reporting relationship.

A Staff member is a CONCURRENT EMPLOYMENT:

Chief in two org units | Concurrently assign to two positions. Maintain
that are not structurally | 100% FTE on the position designated as
related. primary.
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General Standards for Employees

Scenario OM Configuration

An Employee is partially
funded by other units.

NOT Concurrent Employment:

Employees are split-funded. The Primary
department maintains the account lines in
cooperation with the other departments.
Do not create a separate position. If
appropriate, indicate dotted-line reporting
relationship.

An Employee works two
or three part-time
positions that total 80%
or more FTE.

CONCURRENT EMPLOYMENT:

Split the pay and FTE among the
positions.
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General Standards for Employees
(continued)

Scenario OM Configuration

An Hourly Employee An overtime account line is

works overtime nights | established for Kronos to use as
and/or weekends for appropriate. Departments must
another org unit. communicate so that overtime effort is

correctly recorded.

The employees in a unit | Do not assign a chief to their org unit.
report to someone By position, individually assign the
outside of their "reports to relationship" to the correct
organizational structure. | chief.
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Emeritus Standards

Scenario OM Configuration

An employee
holds Emeritus
status.

An Emeritus appointment is a no-pay
position in UC Flex. If the Emeritus is
to be paid, then Concurrent
Employment is required and the
employee is additionally assigned to a
paid position.
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Org Unit Chief Standards

Scenario OM Configuration

An Org unit Create the Org unit and do not assign a

without a Chief chief position. This org unit will inherit the
chief of the org unit it reports to.

Interim Chief CONCURRENT EMPLOYMENT:

Positions

Create a temporary interim position for the
iInterim employee. If the person is a
Faculty member serving in an Interim Dean
or VP level position, move the 100% FTE
and account line distribution to the interim
position. Close the Interim Chief Position
when it is no longer needed.
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Task Due Date

Timeline

Org unit corrections March 7
Org unit sign-off by March 22
VP

Position/Employee March 31
Template Corrections
Position/Employee On-going
Updates
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