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What is the AP Census?



> Built annually by OAP 

> Snapshot reflects UW academic personnel 
population on October 31 of each year

> Allows tracking of changes to the academic 
personnel population year over year

Overview

Presenter Notes
Presentation Notes
Primary tool in representing our academic engagement. 



> AP Fact Sheet

> AP Profile

> AP New Hires & Terminations 
Reports

> Affirmative Action Plan

> Faculty Dashboard (produced by 
UWHR, created by Office of Finance, 
Planning, and Budgeting)

> IPEDS (Integrated Post Secondary 
Education Data System) Report

> AAUP (American Association of 
University Professors) Faculty 
Salary Survey

> Campus requests for faculty data
> Public requests for faculty data 

submitted via the Public Records 
Office

How It’s Used

Presenter Notes
Presentation Notes
Census is the backbone for UW institutional reporting.




> People with academic appointments on October 31

and

> People with positions in the “01 - Academic Personnel” job 
family group on October 31

Who Is Included?



> Primary academic appointment details

> “Primary” Position in the Academic Personnel job 
family group
 If the person does not have a position in the Academic 

Personnel job family group, then the worker’s primary 
position is included

What is Included

Presenter Notes
Presentation Notes
Built from Workday academic appointment data. 

Anyone with an appointment or position will be included in the census, but both an active academic appointment and an active position (not necessarily academic) are required for people included (unless the job profile specifically does not require an academic appointment).




What Are the Goals For the 

Census Preparations?



For all individuals with active academic appointments on October 31:

> Primary appointment entered

> Rank corresponds to the worker’s job profile

> Academic appointing unit is valid

> Roster percent is valid (for titles requiring a roster value)

> Appointment end date is valid for the academic rank

Academic Appointment Goals

Presenter Notes
Presentation Notes
Roster percent is used to assess full-time status



For all individuals with active positions in the Academic 
Personnel job family group on October 31:

> Position entered

> Job profile that corresponds to worker’s primary academic 
rank

> End employment date is valid for job profile

Position Goals



Issues over time



> Missing Academic Appointment: 1228

> Missing Academic Position: 32

> Expired Position: 738

> Missing Primary Appointment: 64

> Terminated or Contingent Worker: 33

> Rank Profile Discrepancies: 119

> Invalid Appointing Unit: 1

> Missing/Invalid Roster Value: 10

> Invalid Appointment End Date: 12

> Invalid Position End Date: 14

1530 individuals with appointment or position issues (1742 in 2023)

Status as of August 7

All schools/colleges/campuses have issues

Presenter Notes
Presentation Notes
Expired appointments and positions will not be included in the census
Improvements!
Overall volume of issues down 12% from this time last year!
Missing appointments are on par with last year
Missing primary appointments are up slightly
Missing positions are down 50% from last year
Expired positions are slightly down from last year
Terminated workers with appointments are down by 1/3
Rank/Profile discrepancies are up by 25%
Invalid appointment end dates are down 75%
Roster value issues are down, but lots have been entered for titles that don’t require them




> Only 6.6% of academic personnel 
have a data issue
– 0.4% of professorial faculty 
– 12% of annual/multi-year faculty
– 6% of courtesy faculty
– 2% of librarians
– 30% of postdocs
– 6% of residents/fellows
– 18% of academic staff

The Bigger Picture

Presenter Notes
Presentation Notes
21 professorial faculty 
350 annual/multi-year faculty
683 courtesy faculty
4 librarians
248 postdocs
98 residents/fellows
126 academic staff




How Will We Achieve Those 
Goals?



> Week of Aug 14: First office hour session
– Held weekly on Thursdays at 1pm through October

– https://washington.zoom.us/j/93873463587

> September 15: Merit restricted entry period ends

> Week of September 16: First appointment and 
position issues data deliveries (Tuesdays and Thursdays)

2024 Census Preparations Timeline

Presenter Notes
Presentation Notes
Office Hours
Poll to determine schedule
Will use waiting room and will admit one person at a time to allow for more detailed discussions
Please don’t wait until the last session to ask all your questions!

Merit Restricted Entry Period
Started 8/1
Doesn’t include all academic personnel titles
See the Merit page on the OAP website for the specific actions allowed & prohibited


https://washington.zoom.us/j/93873463587
https://www.washington.edu/opb/fy23-merit-process-guide/


> October 31: All transactions for academic personnel who will 
be active on October 31 need to be entered in Workday, with 
dean’s office approvals

> October 31: Snapshot date

> November 6: Census data pulled from Workday

– Units will be contacted regarding any discrepancies in the 
census data

Timeline continued

Presenter Notes
Presentation Notes
Submission deadline extended from 2023
Data pull date moved up from 2023




> Prioritize appointment updates during August
Merit Restricted Entry period prohibits job changes

> Ensure transactions are complete and accurate
 Send backs will delay approvals and may result in Census 

errors
> Ask questions during Office Hours

 The time is yours, please use it!

Keys to Success

Presenter Notes
Presentation Notes
Prioritize multi-step processes and other updates that need Employee Workday Help involvement. 




What Is In the Audit 
Reports?



R0716.1: AP Census Academic 
Appointment Audit

Presenter Notes
Presentation Notes
Census Date: Leave as Default (current year’s census date)
Change to current date if you have job change actions on hold due to the merit restricted entry period
Academic Rank: Only set a value if you want to restrict the output to specific titles
Academic Track Type: Only set a value if you want to restrict the output to specific track type
Academic Unit: Select your unit if you are in a department or division
School/College/Campus: Select your unit if you are in a school, college or campus




Presenter Notes
Presentation Notes
Census Date: Leave as Default (current year’s census date)
Change to current date if you have job change actions on hold due to the merit restricted entry period
Academic Rank: Only set a value if you want to restrict the output to specific titles
Academic Track Type: Only set a value if you want to restrict the output to specific track type
Academic Unit: Select your unit if you are in a department or division
School/College/Campus: Select your unit if you are in a school, college or campus




> Missing positions
> Terminated/contingent workers
> Missing primary appointments
> Expired appointments
> Invalid end dates
> Invalid appointing unit
> Missing/invalid roster

Academic Appointment Issues 

Presenter Notes
Presentation Notes
?? Should we schedule delivery??
Subject line is “Action Required: Academic Appointment Data Issues”

Data files identify issues as of 10/31/2024
Appointments and positions not entered in Workday will not be reflected in the output
To check current state data, run the report using the current date instead of the prompt date



R0716.2: AP Census Position Issues

Presenter Notes
Presentation Notes
Census Date: Leave as Default (current year’s census date)
Change to current date if you have job change actions on hold due to the merit restricted entry period
Supervisory Organization: Select your unit
Include Subordinate Organizations: Check the box
Job Family: Only set a value if you want to restrict the output to specific job families
Job Profile: Only set a value if you want to restrict the output to specific titles




Presenter Notes
Presentation Notes
Census Date: Leave as Default (current year’s census date)
Change to current date if you have job change actions on hold due to the merit restricted entry period
Supervisory Organization: Select your unit
Include Subordinate Organizations: Check the box
Job Family: Only set a value if you want to restrict the output to specific job families
Job Profile: Only set a value if you want to restrict the output to specific titles




> Invalid rank/profile combination
> Expired positions
> Invalid end dates
> Missing academic appointments

Position Issues

Presenter Notes
Presentation Notes
Should we schedule delivery?
Subject line is “Action Required: Academic Appointment/Position Data Issues”

Data files identify issues as of 10/31/2024
Appointments and positions not entered in Workday will not be reflected in the output
To check current state data, run the report using the current date instead of the prompt date




What Are the Common Data 
Issues?



> No active academic 
appointments

> No active primary 
appointment

Common data issues

Missing Primary Appointment

> Worker terminated
> Primary appointment 

ended, secondary 
appointment not 
updated

Root causes



> End lingering academic appointments
> Update a secondary appointment to change the 

identifier
> Rehire Terminated Worker

Actions

Missing Primary Appointment

Presenter Notes
Presentation Notes
Specific Examples:
Professor without Tenure appointment with “J-Joint” identifier
Resigned 11/30/2023
No pending rehire
Recommended Action:
End joint appointment effective 11/30/2023
Affiliate Associate Professor appointment with “D-Dual” identifier
Unpaid Academic position
Affiliate appointment added spring quarter, secondary to lecturer part-time temporary appointmen
Recommended Action:
Update academic appointment to change identifier to “P-Primary” effective 6/16/2024
Any future short-term lecturer appointments should be assigned the “D-Dual” identifier




> No active position on 
10/31

> Academic appointment 
end date prior to 10/31

Common data issues

Fixed Term Positions 
with Upcoming End Dates

> Reappointment date 
is in the future

> Job change is 
prevented by Merit 
Restricted Entry

Root causes

Presenter Notes
Presentation Notes
This guidance only applies to titles not tied to the academic year (postdocs, residents & fellows, etc)



> Update or end the academic appointment as soon 
as the reappointment decision has been made

> Update or end the position as appropriate based 
on the decision and the title.

> Enter the job change as soon as the merit 
restrictions are lifted

Actions

Fixed Term Positions 
with Upcoming End Dates

Presenter Notes
Presentation Notes
Terminations are not subject to the merit restricted entry period

Specific Examples:
Postdoc with 9/15/2024 appointment and position end dates
Recommended Action:
If decision is to reappoint:
Update the academic appointment using “Reappointment” BP reason as soon as the decision is made
Extend the position end date using “Reappointment” BP reason as soon as the decision is made
Title is not subject to Merit restricted entry period
If decision is to terminate
End the academic appointment
Terminate the worker (after verifying there are no additional positions/appointments)
Terminations are not subject to Merit restricted entry period
Lecturer Part-Time Temporary with 9/15/2024 appointment and position end dates
Recommended Action:
If decision is to reappoint:
Update the academic appointment using “Reappointment” BP reason as soon as the decision is made
Extend the position end date using “Reappointment” BP reason after the end of the Merit restricted entry period
Title is subject to Merit restricted entry period
If decision is to terminate
Same as above
Terminations are not subject to Merit restricted entry period




> Rank/Profile discrepancies
> No active position on 

10/31
> Expired academic 

appointment

Common data issues

Emeritus, Affiliate & Clinical Non-
Salaried Faculty

> Fall outs from 
Reappointment EIB not 
loaded

> Job change prohibited due 
to Merit restricted entry 
period

Root causes

Presenter Notes
Presentation Notes
If there is a pending job change, the merit restricted entry period may prevent resolution




> Verify status of academic appointment 
(reappointment decision)

> Verify academic rank and job profile

Faculty reappointed in spring can only be 
terminated if they resign their appointment

Actions

Emeritus, Affiliate & Clinical Non-
Salaried Faculty

Presenter Notes
Presentation Notes
Specific Examples:
Affiliate Assistant Professor in paid status through 9/15/2024
Appointment end date is 6/30/2024
Job change prohibited until end of Merit restricted entry period (9/15/2024)
Recommended Action: 
If remaining in paid status: extend position end date via reappointment BP if remaining in paid status (max position end date is 6/30/2024)
If moving into unpaid status: move into Unpaid Academic job profile via lateral move BP once merit restrictions end.
Termination is not an option
Professor Emeritus in paid status through 10/31/2023
Emeritus appointment is still active (can only be ended due to death or resignation)
Emeritus titles and Unpaid Academic are excluded from the Merit restricted entry period
Recommended Action:
Move into Unpaid Academic job profile via lateral move BP effective 11/1/2023 (will need to submit request to Employee Workday Help to rescind UWFT org changes)




> Rank/Profile discrepancies
> No active position on 

10/31

Common data issues

9-Month Faculty Promoted in 2024

> Appointment updates are 
complete, but the position 
updates won’t be loaded 
until September

> Extend Employment End 
Date job change fell out of 
EIB

Root causes

Presenter Notes
Presentation Notes
Retroactive job changes (reappointments) are prohibited at this point, so will need to be addressed after Merit




> None until position updates are loaded (mid-
September)

Promotion job and compensation 
change actions will be loaded via EIB

Actions

9-Month Faculty Promoted in 2024



> Missing roster value
> Roster value below 

minimum

Common data issues

Invalid/Missing Roster Value

> Missing data entry
> Value not entered 

correctly

Root causes

Presenter Notes
Presentation Notes
Roster value: Contracted rate of employment – found in the offer letter, does not change unless the person resigns a portion of their appointment or there is a new appointment (at reappointment for fixed term titles, or via a new position). Required for titles required to be in paid status (emeritus, affiliate, clinical non-salaried, APL, and ROTC among others do not require entry)

Validation for roster value going into effect before the start of Autumn Quarter – warning for titles not requiring roster, error for those requiring roster or if total exceeds 100%. Validation is to support new roster change policy and validation of additional compensation



> Update academic appointment to correct roster 
value

New roster change policy goes into effect 9/16/2024

Actions

Invalid/Missing Roster Value

Presenter Notes
Presentation Notes
Specific Examples:
Assistant Professor without Tenure
Minimum roster is 50%
FTE is 100%
Offer letter states FTE will be 100%
Recommended Action:
Appointment should be updated to reflect a roster value of 100% effective the appointment start date
Acting Instructor
Minimum roster is 1%
FTE is 100%
Offer letter states FTE will be 100%
Recommended Action:
Appointment should be updated to reflect a roster value of 100% effective the appointment start date
Postdoc
Minimum roster is 100%
FTE is 100%
Offer letter states FTE will be 100%
Recommended Action:
Appointment should be updated to reflect a roster value of 100% effective the appointment start date


https://ap.washington.edu/ahr/actions/adding-updating/partial-reduction-of-appointment/roster-percent-changes/


> Rank/profile 
discrepancies

Common data issues

Clinical and Affiliate Titles

> Incorrect job profile 
assigned when moving 
into paid status

> Appointment track 
changed; job change not 
completed

Root causes

Presenter Notes
Presentation Notes
Academic rank and job profiles should match when in paid status

This also impacts reappointment and the new rank change process.



> Verify rank level and track, then make the 
appropriate update(s)

New affiliate/annual clinical title change policy 

Actions

Clinical and Affiliate Titles

Presenter Notes
Presentation Notes
Specific Examples:
Position in Clinical Professor – Salaried job profile; Academic appointment in Clinical Professor – Non Salaried academic rank
Academic rank since 2019: Clinical Professor - Non Salaried
Job profile during most recent period in paid status: Clinical Professor – Salaried
FTE was 25%
Recommended Action: Update position to change job profile to Clinical Professor - Non Salaried
FTE is below the minimum threshold for the Clinical Salaried track, no documentation of track change to Salaried
Position in Affiliate Associate Professor job profile; Academic appointment in Affiliate Assistant Professor academic rank
Academic rank since 2010: Affiliate Assistant Professor
Job profile during two most recent periods in paid status: Affiliate Associate Professor
No record of promotion
Recommended Action: Update position to change job profile to Affiliate Assistant Professor
If there is a desire to change the rank to Affiliate Associate Professor, the faculty must participate in the Promotion & Tenure process


https://ap.washington.edu/blog/2024/08/streamlining-promotions-empowering-local-units-for-clinical-and-affiliate-faculty-advancements/


> Primary academic 
appointments must be in an 
academic appointing unit

> For departmentalized units, 
the school/college/campus is 
not an academic appointing 
unit

Invalid Appointing Unit

Other Issues

> Appointments and positions 
for indefinite titles must not 
have an end date

> Appointments and positions 
for fixed-term titles must 
have an end date that does 
not exceed the maximum 
term for the title

End Dates (appt or position)

Presenter Notes
Presentation Notes
Undepartmentalized units include: Education, Information, Law, Evans, Social Work, and UW Libraries

Indefinite titles (Primary-eligible only): Professor, Professor WOT, Librarian, Associate Professor, Associate Professor WOT, Associate Librarian
If the employee type is fixed term, that will need to be corrected via a job change to a new position in order to remove an end employment date

Terms for fixed term titles are identified in Sextant.
If the employee type is regular, that will need to be corrected via a job change to a new position in order to set the end employment date




Resources



Academic Personnel Census: An Introduction

Workday Academic Personnel Audit Reports

Annual Audit Schedule

AP Census Preparation FAQ

Sextant: Academic Appointments and Positions Guidance Tool

OAP Resources

Presenter Notes
Presentation Notes
Sextant content page has been revised


https://ap.washington.edu/ahr/resources/academic-personnel-census-an-introduction/
https://ap.washington.edu/blog/2020/08/workday-academic-personnel-audit-reports/
https://ap.washington.edu/ahr/resources/data/recommended-annual-audit-schedule/
https://ap.washington.edu/ahr/resources/ap-census-preparation-faq/
https://ap.washington.edu/ahr/resources/data/sextant/


User Guides

Admins’ Corner

> Admins’ News

> Monthly Tasks

Employee Workday Help Resources

https://employeehelp.workday.uw.edu/user-guides/
https://employeehelp.workday.uw.edu/admin-corner/


Academic HR Specialists

HCM Operations Academic Service Partners

Me (Carla)

People

https://ap.washington.edu/ahr/contact/


Thank you!
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