
University College Course Scheduling and Enrollment Management  
 

University College (UC) prioritizes the UVU core theme of student success: ensuring that students 

are supported in “achieving their educational, professional, and personal goals.” Particularly during 

times of growth, this commitment must co-exist and is occasionally in tension with the College’s 

commitment to comply with the institution’s Administrative Imperative to manage resources 

efficiently and ethically, including space and personnel resources.  Regardless of this tension, UC 

commits to making course scheduling and enrollment management decisions that “[s]trategically 

utilize delivery methods, optimize class size, coordinate scheduling, and maximize summer and 

online programs to meet students’ needs and promote—even accelerate—timely program 

completion[; and i]ncrease instructional productivity by managing faculty workload, offering high-

demand classes at high-demand times, maximizing space utilization, increasing offerings of large 

and hybrid classes, and shifting to a smaller number of moderately enrolled electives and options 

for program requirements.” 

https://www.uvu.edu/insteffect/docs/2017_strategic_plan_affordability_and_efficiency_component.

pdf  Because scheduling and enrollment management are highly complex, time-consuming, and 

sometimes painful tasks, this document is meant to aid Department Chairs and Schedulers in 

making these difficult decisions. 

 

Institutional Guidelines 

 

Although final scheduling and enrollment decisions are within the dean’s purview, UVU Academic 

Affairs has recently recommended that in creating schedules and making enrollment decisions 

departments should aim for an “industry standard” of 85% fill (based on course caps, rather than 

the size of the room).  Additionally, UVU Policy 643, 5.2.5, suggests that department chairs and 

schedulers should also consider “[a]verage enrollment across all of a department’s sections (instead 

of a baseline enrollment per section.” 

https://policy.uvu.edu/getDisplayFile/563a420565db23201153c284 

 

The UVU Summer Programming Committee has recently codified priorities for offering and 

carrying courses during the summer that may also be valuable considerations in fall and spring 

semesters. In order of priority, preference should be given to 

 

1
st

: Courses needed for degree or program completion (usually 3000- and 4000-level courses); 

2
nd

: Structured Enrollment classes (math and English sequences through GE); 

3
rd

: GE required classes; 

4
th

: GE distribution courses;  

5
th

: Elective courses. 

 

Also to be considered is USHE Policy R751, which sets the following targets for state institutions 

related to the maximization of classroom and lab space: https://higheredutah.org/policies/r751/ 

This policy requires 

 
Classroom RUR: 75% scheduling of all classrooms during a 45-hour week—33.75 hours per week 
Classroom SOR: 66.7% seat occupancy 

Laboratory RUR: 55% scheduling of all laboratories during a 45-hour week—24.75 hours per week 

Laboratory SOR: 80% station occupancy 

https://www.uvu.edu/insteffect/docs/2017_strategic_plan_affordability_and_efficiency_component.pdf
https://www.uvu.edu/insteffect/docs/2017_strategic_plan_affordability_and_efficiency_component.pdf
https://policy.uvu.edu/getDisplayFile/563a420565db23201153c284
https://higheredutah.org/policies/r751/


Finally, all courses offered by the College should be in complete compliance with UVU approved 

start times: https://www.uvu.edu/academicscheduling/meeting_patterns/index.html 
 

UC Guidelines and Suggestions
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Key Definitions: 

1. A low-enrolled section is defined by the institution as a section of fewer than 11 students 

enrolled. 

2. An unhealthy section is defined by University College as a section with enrollment of less 

than 60% of the course cap. 

3. The 85% fill rate preferred by the institution refers to the fill rate across sections in the 

same course and across courses in the same department. 

 

I. Enrollment Management: University College requires that Department Chairs oversee 

all scheduling and enrollment management decisions, including the cancellation of 

classes.  In departments with Assistant or Associate Chairs, these responsibilities may 

be shared with those faculty members.  Lead instructors may be consulted by the Chair 

but should not make final decisions about course offerings or enrollment management. 

Department Administrative Assistants should assist with scheduling (interacting with 

Academic Scheduling, entering instructor data into Banner, etc.) but should not create 

semester schedules, make faculty assignments, or make decisions about cancellations. 

The Department Chair should contact faculty whose sections fail to carry or need to be 

reassigned. Likewise, the Department Chair and/or the Administrative Assistant should 

assist students on waitlists to register for open sections and assist students in cancelled 

sections to re-register for open sections. 

 

Enrollment management is not an exact science; there are many considerations that go 

into offering, carrying, or canceling a section.  The safest, most justifiable decisions 

come out of actual data, including past enrollment trends and timelines for a given 

section.  Departments are encouraged to keep their own records of enrollment trends 

as well as rely heavily on the information in the institution’s enrollment dashboard: 

https://tableau.uvu.edu/#/views/CourseEnrollments-DirectSQLVersion-

2019/SUMMARY?:iid=1  Data related to section attrition should also be tracked and 

considered.  For example, allowing 30 students to register for a section of a course 

typically capped at 23 may be appropriate if the section in question has a history of a 

high or even moderate rate of attrition. See the following link for additional department 

information regarding attrition: 

https://www.uvu.edu/iri/enrollment/grade_distribution_report.html 
 

II. Low-Enrolled and Unhealthy Sections: The institution has asked Colleges not to carry 

sections with enrollments below 11 except in rare situations.  However, enrollments of 

11 should not be considered as the College’s enrollment target. Depending upon 

whether a section has a course cap of 23, 25, or 30, an enrollment of 10 students is only 
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48%, 44%, or 37% fill.  Although the College recognizes that there are occasionally 

good reasons to carry classes with enrollments of only 11-12, the College has set a 60% 

fill rate (per individual section) as the minimum for a UC course to be considered 

“healthy,” particularly during fall and spring semesters (please note that this is a per 

section fill rate; the institution suggests an 85% fill rate across all sections of a course).  

This percentage equates to the following enrollment minimums:  

• For sections capped at 23, enrollments of 14 

• For sections capped at 25, enrollments of 15 

• For sections capped at 30, enrollments of 18 

 

III. Enrollment Reports:  

A. The AVP for Academic Administration requests information from the UC Deans’ 

Office regarding low-enrolled sections (sections below 11) approximately 1 month 

before the start of a semester.  At this time Department Chairs will need to provide the 

UC Deans’ Office with clear, persuasive, data-driven reasons for carrying low-enrolled 

sections.   

B. Approximately two weeks, and again at one week, before the start of a semester, the 

UC Deans’ Office will request information from Department Chairs regarding low-

enrolled and unhealthy sections. Very few justifications will be acceptable at this time 

for carrying sections below 11.   

C. Possible justifications for carrying sections above 11 but below the healthy range as 

defined by this document may include but are not limited to 

• Institutional data from the previous year suggest that the section will be 

healthy by the end of the first week of classes. 

• The section in question is the only section of a course offered. 

• The only other section(s) of the course in question is full and in a room that 

cannot accommodate additional students. 

• The section in question is the only section offered at a key time of day, at an 

off-campus site, or in a particular instructional format (morning, evening, 

hybrid, online, weekend). 

• The department is offering very, very few other unhealthy sections. 

D. Some consideration should be given to offering an appropriate number of sections on 

both the MWF and TR schedules, but this alone is not a sufficient justification for 

carrying unhealthy sections.  Instructor preference or assignments (i.e., a section is 

assigned to a full-time faculty member) are not appropriate reasons to carry low-

enrolled sections.  Special classroom scheduling considerations should be given to 

“special population” courses with enrollments that are historically under 15 (using 

approved seminar rooms, etc.). 

 

IV. Ethical/Institutional Considerations: Although institutional data suggest that UC 

students typically register for courses later than students in other programs, UC is 

committed to being a good and ethical partner to other UVU colleges and to 

considering the success of all UVU students.  Thus, Department Chairs should 

consider the needs of the entire institution when they schedule sections and should 

make timely decisions about canceling low-enrolled, unhealthy sections.   



A. Unless a Department Chair has actual data that suggest that a section is likely to 

carry, cancellations of unhealthy sections should be made a minimum of two weeks 

before the beginning of the semester.  

B. The enrollment management practice of “hiding” classes should be used as 

infrequently as possible since the classrooms assigned to hidden sections cannot be 

reassigned until they are officially cancelled.  Classes below 85% fill should never be 

hidden in order to force students into low-enrolled sections.   

C. Student in healthy sections should not be contacted and asked to move to low-

enrolled or unhealthy sections.  

D. The practice of waiting until the third week of classes to cancel low-enrolled or 

unhealthy sections is, likewise, unacceptable unless institutional data prove that 

enrollments in the section in question are historically in the healthy range by third 

week.  

 

V. Wait Lists: University College has a goal of zero students on its wait lists.   

A. When possible and in order to meet the needs of wait-listed students, seats should 

be added to existing full sections rather than adding additional sections to the 

schedule. 

B. Chairs, assistant/associate chairs and administrative assistants should regularly reach 

out to waitlisted students (preferably by phone as well as email) to ensure that they 

have information regarding open sections and other options. 


