Instructions

Occupational Employment and Wage Statistics (OEWS) Report
Post-secondary education

3. Report an annual salary for faculty who work full time.
For faculty who work less than full time but are paid an annual salary, also enter the fraction of full time worked (three-quarters, half, 0.75, etc.).
Report the per-credit wage rate for adjunct faculty.
Report hourly wage rates for part-time employees who are not educators. You can report the annual salary for full-time employees who are not educators.

Thank you for your participation - we can't do this without you!

4. Save your file and email it to the state office with your IDCF number.
BLS encourages respondents to encrypt attachments and send the password in a separate email. Please do not include sensitive information in the body or text of the email.
OR save vour file and upload it at our secure data collection site.

1. We are requesting data for every employee who worked during the pay period that included November 12, 2025.
Do not report contract workers. Do not include names or Social Security numbers.

If multiple workers have the exact same job and wage rate, you can use the number of employees column instead of listing each employee on a separate line.
For example, if there are twelve janitors who are paid the same hourly wage, you can enter "12" in the number of employees column OR you can enter the same information on 12 lines, one for each janitor.

2. Report each employee's job title, wage rate, pay basis, fraction of full time worked, and a brief description of duties (if available). Work location is optional but helpful.
For professors and instructors, report the subject taught.

(incl. subject or area taught)

Job title

Wage rate

Pay basis

Fraction of full
time worked

Department or subject taught

Work location

# of employees
in this job with
this exact wage

Description of duties
(if available)

Example: Adjunct professor $12,460.00(Per credit Political science 1
Example: Professor (tenured) $113,505.00/Annual Biology 1]
Example: Professor (tenured) $41,865.00/Annual half Economics 2|
Example: Assistant professor $51,220.00[Semester Math 1
Example: Visiting lecturer $18,520.00[Per course English lit 1
Example: Computer user support $23.24{Hourly IT 10|
Example: Janitor $42,725.00[Annual Maintenance 12|



https://idcfoews.bls.gov/OEWSLite

OEWS Reporting Instructions

Reporting instructions for schools

Which employees should | report?
Report employees who worked during the pay period that included November 12, 2025.
Report employees who work at or report to the location specified after “Report for” in the mailing addre
Report employees who are on paid leave or assigned temporarily to other work locations, including emp
Do not report contract workers.

What information should | report?
For each of these employees, please report the following information:
Job title
Wage rate and pay basis (annual, hourly, per credit, etc.)
Fraction of full time worked (for faculty paid on an annual basis who work less than full time)
Department or subject taught (if not included in job title)
Work location (optional)
Number of employees with the same job who are paid the exact same wage rate. Additional instruction:s
Brief description of duties (if available)

How should I report wage rates?
For faculty who work full time, report an annual salary.
For faculty who work less than full time but receive an annual salary, report the salary and the fraction o
For adjunct faculty, report their per-credit rate.
For employees who are not educators, report their hourly wage rates. You can report the annual salary f
If wage rates are recorded differently, such as by the month, convert them to an hourly wage rate.
Report each employee’s actual wage rate, not an approximation.

What information should not be reported?
Do not report any of the following employees or information:
Do not report contract workers.
Do not report owners or partners of unincorporated firms.
Do not report employee names or Social Security numbers.
Do not report annual wages for part-time employees who are not educators.

How should I report job titles?
Report employee job titles according to the work they are doing, not their training.
Example: Report an employee working as a teaching assistant as a teaching assistant, not a professor
Report an employee as a supervisor if they spend at least 80 percent of their time supervising other emg
Example: Report a head janitor as a supervisor of janitors if they spend more than 80 percent of their tin
report them as a janitor if they spend less than 80 percent of their time supervising other janitors.
Report apprentices separately from helpers.
Example: Report an apprentice carpenter as a carpenter but report an employee who helps them as a cz

What if | need more help?
Contact vour state office


https://www.bls.gov/respondents/oes/instructions.htm
https://www.bls.gov/respondents/oes/instructions.htm#school
https://www.bls.gov/respondents/oes/contact.htm

Using the # of employees column
Let's say a college has three janitors, each earning exactly $42,725 per year.
There are two different ways to report them correctly on this template.

Option 1: Report each employee on a separate row

# of employees in
Job title Wage rate this job with this Y E S
exact wage

Janitor $42,725 1
Janitor $42,725 1
Janitor $42,725 1

Option 2: Report the employees on one row, using the # of employees colur

Wage rate # of employees in
this job with this Y E S
Job title exact wage

Janitor $42,725 3




nn

DON'T report each employee on a separate row AND ALSO
the total # of employees in the # of employees column on €

Annual wage

# of employees

Job title (full-time in this job with

employees only) | this exact wage
Janitor $42,725 3
Janitor $42,725 3
Janitor $42,725 3
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