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Introduction

Courses with limited enrollment should use waitlists to control access to the course by registration queue.  This departmental control ensures that the available space in the course is allotted in a way that supports student graduation and other departmental and college priorities in a fair and equitable manner.

The College or individual departments may choose to allow priority registration to CBS students or students in particular majors for some part of the registration queue.  This will mitigate the impact of closed courses on completion of CBS and major course requirements.  Questions regarding priority registration should be directed to the Director of CBS Student Services.  

To enable control of student access to the course once the course has filled, the course enrollment limit will automatically go to zero.  At that point the waitlist is the sole source of student access.

Waitlist Management Guidelines

Once a waitlist is begun, CBS departments should follow the guidelines described below.

In A1-3 below, the liaison for each department in Student Services can help departmental contacts prioritize who should receive permission numbers from the waitlist.  This may help in cases where students do not self-identify, have not yet added a second major, or who do not understand their options for taking other classes toward graduation.

A. Enrollment preference should be given in the following order if students make a reasonable effort to add themselves to the waitlist on or soon after their assigned registration queue date:

1. Graduating seniors in the major who need the course to graduate (who must self-identify, since the waitlist will tell you they are second term seniors but not that they have registered for graduation that semester).
2.  Majors in the department who need the course to stay on track in the major (e.g., a fall semester course that is prerequisite for a spring semester course or a course only offered once per year and the student is a senior).
3. Graduating seniors in other CBS majors who need the course to graduate (who must self-identify, since the waitlist will tell you they are second term seniors but not that they have registered for graduation that semester).
4.  Degree-seeking students in CBS or co-sponsored majors (BSE, Biology or Microbiology in CLA).

5.  Other degree-seeking students outside of CBS or co-sponsored majors 

6.  PSEO (Post-Secondary Education Option) students.

7.  Non-degree-seeking students.

If all other characteristics are equal, honors students should be given preference before non-honors students and students taking the course for the first time should be given preference over students retaking the course.

B.  Departments should monitor waitlists at least weekly during the regular registration period, and frequently enough afterward that:

1. students can be added to existing sections rapidly;

2. addition of a section  is possible if it can be done in a timely way. 

C. Course limits determined before registration began must be adhered to so that no more students are allowed into a course than the room or laboratory holds.  Whenever a waitlist opens, the department may want to consider a change of rooms if that is the only barrier to access.

D. Departments should keep track of enrollment limits in sections to determine whether another section can and should be added and to determine how many students should be added from the waitlist.

E. Student Services will lower the course limits on courses needed for Orientation to accommodate incoming freshmen and transfer students.  Student Services will download a list of permission numbers to be used at Orientation.  Student Services also will work with departments to reserve seats by transfer student group (CBS New Advanced Standing Students, NASS). Departments will download their list of permission numbers to be used for students who are on the waitlist.  Student Services will work closely with staff in the Departments who manage waitlists to make sure that there is no duplication of effort or and that no seats go unused. 

F. Students and faculty will be referred to the appropriate website for information about waitlist policies.

G. Departmental staff and/or waitlist coordinators can confirm that a student is on the waitlist, but should NOT disclose the student’s position on the waitlist.  Instead, students should be referred to the website for waitlist policies.

H. Once a student receives a permission number he or she is given an appropriate time to use it.  During registration, this time frame may be 24 hours.  If it is not used within 24 hours, it is given to the next student on the list.  After registration, and especially during the student breaks, departmental staff will need to use their best judgment about the time frame to use.  For example, during break between fall and spring semesters, it is likely that students will not be checking their University e-mail often.  Thus, a timeframe of a week may be appropriate.  The deadline for using the permission number should be clearly stated in the e-mail to the student. Students should also be asked to remove their name from the ONLINE waitlist if they no longer want a seat in the course.
