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Enrollment Management Steering Group  
May 20, 2010 

Minutes 
 

Minutes 
 Minutes from the March meeting were previously distributed.  Minutes from all previous meetings are 

available by visiting http://registrar.iupui.edu/emc/emsc-meetings.shtml 

 
Focus for the year 

 From Admissions to Census: Coordinating and Improving this Critical Period of Recruitment 
 Communications and other tasks to help convert admits to enrolled 

 Led by Admissions, identify the role everyone should play in recruitment flow 
 
Updates  

 Financial Aid packages have been up in the air due to SSACI funding uncertainty.  We understand they should 
be released by the end of May. 

o Anticipating a 20% decline in the size of SSACI awards from the state, we had argued to decrease the 
2010-11offers to a lower estimate, a step taken by the IU regional campuses.  However, if we had 
done so we would not have appeared competitive with IUB and Purdue West Layette which 
packaged their awards using last year’s higher SSACI caps; IUB and PWL are our largest source of co-
applicants. Though we included a caveat in the award notifications that the estimated award was 
contingent on state funding, we expect some churning and student reaction when the final awards 
are applied.  SSACI is expected to announce the size of awards shortly.   

o [Note:  due a shift of some additional state funding, the decrease in the O’Bannon awards was 7%.  
Financial aid notifications for continuing students should go out the later part of the week of May 
31 with the revised notifications to new students being sent in the later part of the week of June 
7.] 

 
Admissions 

 See Fall totals below 

 The Summer/Fall Admissions Point-in-Cycle report for the university, Bloomington, and IUPUI is attached 
below.  This report is prepared for President Mc Robbie on a periodic basis over the admission and 
enrollment cycle. 
 

Enrollment 

 See Summer and Fall totals below 

 Summer I census occurred May 19th.  Adjusting for the Kelley Direct shift to IUB, we were up for the session.  
IUPUC finished up slightly in credits.  Details are attached below. 

 Education believes most of its decline is the result of students having additional options in meeting state 
requirements for renewing their teaching licenses beyond traditional university courses.  In addition, some 
teachers are putting off paying for courses this summer due to economic conditions and not knowing if they 
will have jobs in the Fall.  For most schools, Summer enrollments look good. 

 Fall continuing student enrollment is up about 1,000 heads.  The trend line has been very consistent with 
that of the last several years.  This does not suggest a change in student behavior in terms of when they 
enroll; we will once again have real and significant growth. 

 What about new student enrollment for the Fall? 
o We have numerous “soft” indicators that we will be up about 200 admits. 
o We are now in the lead among IU campuses in terms of percentage increase for number of admits. 

http://registrar.iupui.edu/emc/emsc-meetings.shtml
https://www.iu.edu/~upira/reports/census/graph_adm_2011.html
http://www.iu.edu/~upira/resources/IRDSI/ir%20calendars/ir_adm_weekly_snpsht_index.shtml
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o IUB numbers has an enrollment deposit, so they have an indicator of fall enrollment.  They are down in 
beginner deposits; down in out-of-state beginner deposits.  They are down in deposits in students with 
higher SAT scores.  All-in-all, this is not good news for them.  

o It isn’t clear if or how the decline in deposits at IUB will affect IUPUI.  Should IUB go further down its 
waitlist in accepting students, that may impact our enrollment of beginners. 

o It would be helpful to have an indicator such as a deposit at IUPUI.  In its absence, however, things are 
looking very positive in terms of new students in the Fall. 

o A decline in the number of American Indian applicants may be tied to the new ethnic coding model.  The 
ability of applicants to select multiple categories is likely to have an impact on interpreting comparative 
data. 

 
Discussion Items 
 

 Replacements for departing Steering Group members 
o Oner Yurtseven and Frank Ross are both leaving.  Doug Lees has agreed to continue to serve on the 

Steering Group, bringing the perspective of a department chair.  Members concurred that Bill Blomquist 
would be a good choice to succeed Oner.  Becky will contact Karen Whitney to ask for a representative 
from Student Life;   Hayward Guenard and his experience with Housing would bring an additional 
perspective to the group. 

 

 Strategies for accommodating the surge in student enrollment  
o Our best guess is that we will have 1,000 more students this Fall and another 1,000 more in the Fall of 

2011.  Indianapolis grew roughly 1,000 heads in the Fall of 2008 and adjusting for the shift of Kelley Direct 
to IUB, another 1,000 heads in Fall 2009.  Our continued growth is primarily the result of retention. 

o How much longer do we think we can grow? 
o What needs to be accomplished over the course of the summer to ensure we can adequately serve these 

students in terms of course availability and in other areas? 
o What is the right group to review these issues over 2010-11? 

 
Among the areas under review: 

(1) Adopt an Enrollment Deposit for Fall 2012 
(a) A proposal is being developed for implementation with students entering Fall 2012.  The 

enrollment deposit deadline is May 1 which provides more time for planning to accommodate 
the new to IUPUI students.  With our current process, we are using indirect indicators and must 
wait until August to have a firm projection on new student enrollment.  

(2) Given our current classroom and laboratory space, determine appropriate actions to manage the size 
of the enrollment.  Possible actions: 
(a) Establish a capped size for the incoming class 
(b) Increase the admission requirements to decrease the size of the incoming class 
(c) Cap enrollment in specific academic units  

(3) Adopt process for review of requests to reassign classroom space to other purposes 
(a) See last item in IUPUI Office of the Registrar Instructional Space Assignment Policy (attached) 

(4) Accelerated development of additional classroom/laboratory and office space 
(a) As new buildings come on line, older buildings will need to be renovated so the net gain in space 

is multiple years in the future.  
(b) Determination of the appropriate mix of classroom sizes and laboratory configurations for the 

additional buildings 
(5) Development of a policy on classroom sharing by hybrid courses  
(6) Development of a coordinated strategy to offer blocks of courses at off-campus sites 
(7) Development of a coordinated strategy to offer weekend courses 
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(8) Development of a coordinated strategy to identify and develop on-line courses that are pedagogically 
sound and that have the largest impact on reducing classroom demands 

(9) Development of a strategy to influence student course taking patterns 
(a) We can force the distribution of courses to non-preferred times; however, changing student 

behavior is more difficult.  
(10) Development of a strategy to address limitations in identifying appropriate individuals to teach 

additional sections of courses 
(11) Development of a strategy to provide services to the expanding number of students 

(a)  Advisors 
(b) Central and academic unit student services personnel 
(c) Student life personnel 
(d) Etc. 

(12) Development of strategies to maximize classroom use 
(a) See material below 

 
Becky informed members that the campus has begun action on the anticipated surge in enrollment.  

 Dean Sukhatme asked the schools to provide information regarding how they are responding to the 
anticipated surge in enrollment for the Fall.  A number of schools have responded so far.   
o Nursing has effectively capped the number of majors it can serve and other units are likely to do 

so in the future.  One risk is that if students are admitted but can’t get into school, they 
disappear, affecting retention. 

o UCOL is tracking the number of learning community courses offered by the schools.  Special 
attention is being paid to those units with the largest number of freshmen: Engineering 
Technology, Liberal Arts, Science, and University College.   

o The Campus Center is monitoring its food services, but notes that on a typical day, only about 
10-15% of the campus population make a food purchase in the Campus Center.  Assuming the 
same percentage level of demand continues with the larger incoming population, the actual 
number of additional transactions should not pose a significant problem.  The major issue is and 
will remain seating in the food court area at the lunch hour.   

o Campus Center personnel are working with UITS to monitor the demand at the available 
computer stations, but believe the current array is sufficient to meet overall demand, noting 
that they are busy at certain high demand periods. 

 We are working on a spreadsheet of issues, to whom they are assigned for investigation and follow-
up. 

 We are looking at instructional space use to require a distribution of course offerings between 
preferred and non-preferred times.   

 There are some discipline-specific problems, such as lab scheduling. 

 The campus has a policy on managing low enrolling courses.  This summer we will approach units 
much earlier than usual for courses that are not likely to meet the required minimums. In some cases 
the classrooms will be pulled from these courses and made available to courses in other areas that 
might be added to meet demand.  If the department still wants to offer the course, they will need to 
schedule them in school-managed or other space. 

 
Discussion 

Members offered their suggestions as to what do we need to do to serve 1,000 additional students this 
fall and another 1,000 next fall. 

 
International Students 

http://registrar.iupui.edu/low-enrollment/
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 Susan Sutton reminded the group that entering international students enroll late, only after arrival 
on campus.  As a result they encounter problems with course availability that can affect their 
enrollment, retention, and degree progression. 
o In order to assure the validity of placement testing, some entering international students have to 

wait until they arrive on campus.  Otherwise we are at risk of some students having proxies 
taking the exams. 

o Entering international students would benefit by having some space in courses held for them. 
Though the number of net enrollments would be the same, the international students are paying 
non-resident rates. 

 Doug noted that if we opted to do so it would need to take the waitlist into consideration so 
that students on the list don’t feel they lost their seat to a later-enrolling student.   

 We can put authorizations on a number of seats and then manage those closely.  One 
approach would be to look at traditional enrollment patterns for this population to see the 
demand and then look at options for holding seats for them.  Becky will talk with Mary Beth 
Myers about the various options. 

o International students (and others) may be candidates for more distance advising 
  
Reduce demand for classrooms at peak times 

 Develop a pool of school-based laptops which can be used in the classroom as needed (such as in 
TCM courses) rather than requiring booking time in a computer lab in addition to the regular 
classroom time. 

 [Subsequent Note: this was explored with UITS.  There are a number of factors which have 
lead UITS in concluding that this not being a viable approach.] 

 Oner noted that some departments in his school are moving toward requiring students to have their 
own laptops.  This may allow a reduction in the need for computer labs as students could complete 
some assignments in their normal classroom and not have to use a specially-equipped facility.  
Students are getting specially-bundled software packages that meet the needs of their program, 
reducing (though not eliminating) the need to provide labs with special discipline-specific software.   

 Increase the number of distance course offerings. 

 Increase the number of hybrid courses where classes are conducted on-line and in the classroom, but 
reducing the number of days classroom meetings occur. 
o While some departments coordinate scheduling of their hybrid courses within the course or 

department, we need to find ways to expand the partnerships by pairing room scheduling for 
courses across departmental or school lines.  Absent effective pairing, the class may be meeting 
less often in the room, but still has it fully scheduled for the term. 

o Add incentives to help encourage room sharing by departments—perhaps priority assignment of 
the instructional space during the construction of the term’s course offerings. 

 
Spread student enrollment over more time periods 

 Review offering courses at off-peak times, including late in the evening, early in the morning, and on 
weekends.   

 Schedule required courses for low demand times. 
o What incentive might be given to encourage students to enroll at lower-demand times? 
o Students have voted with their feet on such scheduling in the past, typically registering for off-

peak time courses last.  If the courses are not required, they may not enroll in them at all, opting 
for another course that meets the same curricular requirement. 

o Doug told the group that Biology used to offer two late Biology labs (preceding and after the 
lecture).  Students strongly preferred the earlier one and did not fill the later one. 

o Though Ivy Tech is offering a few classes that start in the late evening, these are not our typical 
students and it is unlikely to serve as a useful model. 
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 Schedule more courses on the weekend. 
o There is still a $12 charge per hour paid to CLN for weekend on-campus classes.  This is a legacy 

from the earlier Weekend College program that provided staff support on Friday evening, 
Saturdays, and Sundays.  The campus is looking at reducing this financial disincentive. 

o Other factors in the decline in Weekend College include the move toward more younger 
students who are taking classes on campus during the week.  In addition, there is greater 
flexibility in on-line offerings, lessening the need for older students who work during the week 
to enroll on the weekend.  In the last five years alone, the number of undergraduate students 
under 25 years old has increased by nearly 1,000 (+7.5%)and the number 25 and above has 
decreased by over 500 (-7.1%).  Those 18-20 have increased 12.6%. 

Other 

 Increase the number of year-round offerings rather than the current pattern of predominantly 
scheduling courses in the Fall and Spring semesters. This would require changing faculty contracts so 
that some are scheduled to teach summer and a major term. 
o One downside with increased summer offerings is that they would compete with the numerous 

special programs, including orientation, that occur on campus during the summer.   
o Student demand may not match the new pattern as many students need to work in the summer 

to earn money for the next year. 
o Having more students enroll in the summer may also result in a reduced amount of community 

service and related outreach activities.  

 Consider offering courses within housing complexes as an experiment.   

 Encourage students to study abroad for a term. 
 
Conclusions 

 A significant challenge in preparing for the medium and long term is the absence of an enrollment 
goal for campus size based on the available classroom and laboratory space. 

 Increased enrollment will impact how well we can serve students unless we can also increase the 
number of faculty and staff.  In the near term—at least—we are likely to increase the percentage of 
students taught by adjuncts.   

 Our current infrastructure limits how many faculty we might be able to add.  Doug noted that the 
laboratory building recently approved for Science and Engineering provides space for new people, 
but in its first phase it will not free up much if any space in the current buildings for other use.  

 It is hard to determine if we are at a crisis yet.  A number of deans who responded to Dean 
Sukhatme’s request said that if they raised the enrollment capacity of courses to match the seating 
capacity of the room, they could accommodate growth.  This doesn’t work for all courses as some 
will close where we can’t add extra seat or shouldn’t due to the nature of the course.   

 Beyond limiting student options in this semester, some courses, such as Anatomy, become 
chokepoints for students for a prolonged period where inability to enroll in one term may delay their 
progression by a year.  

 Capped majors and inability to meet demand may result in reduced enrollments. 

 Members agreed that we can’t just keeping doing things on the margin—including cutting student 
support. Planning for enrollment growth and capacity needs a serious and high-level review of both 
structure and personnel. In building more parking structures and adjusting the mix of available 
permits, we have done better planning for the needs of the cars than for students. 

 
 Upcoming EMC Meetings and tentative topics  
 2010-11 

September 24  1:00-2:30 CE 268 

 Dean Sukhatme and charge for the year 

http://reports.iupui.edu/render.aspx/INSTITUTIONAL%20DATA/HCBYDEMO/IUPUI
http://www.in.gov/che/files/DecB5_IUPUI_Science_and_Eng_Lab.pdf
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 IUPUI International Student Barometer survey results 
 
November 19  1:00-2:30 CE268 
Longitudinal Changes in Enrollment Patterns 
o Age (1995-2010) 
 
January 28  1:00-2:30 CE 268 
April 15   1:00-2:30 TBD 

Upcoming EMC Steering Group Meetings 
 
2010-11  
Wednesday, September 15 1:00-2:30 CE 260A 
Thursday, November 11  1:00-2:30 CE 260A 
Thursday, January 20  1:00-2:30 CE 260A 
Thursday, March 24  1:00-2:30 CE 260A 
 

Admissions 
Fall totals as of 5/31/2010 

Beginner 2010 Change % Change 2009 PiC 

Applicants 10,768 2,165 25.2% 98.3% 

Admits 6,436 1,180 22.5% 92.7% 

     Transfer 2010 Change % Change 2009 PiC 

Applicants 3,196 709 28.5% 73.5% 

Admits 1,312 263 25.1% 45.0% 

     Masters 2010 Change % Change 2009 PiC 

Applicants 2,073 -24 -1.1% 79.4% 

Admits 969 -5 -0.5% 61.5% 

     Doctoral 2010 Change % Change 2009 PiC 

Applicants 630 34 5.7% 92.4% 

Admits 188 30 19.0% 64.0% 

     First Professional 2010 Change % Change 2009 PiC 

Applicants 2,879 86 3.1% 98.4% 

Admits 1,115 3 0.3% 106.3% 

     International Beginners 2010 Change % Change 2009 PiC 

Applicants 328 -81 -19.8% 103.0% 

Admits 157 -12 -7.1% 96.0% 

 
 
 
Comparisons are with the same point in 2009 

Data are Indianapolis only 
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 This report is being published twice-a-month until mid-June after which time it will appear weekly. 

This chart and those on the following two pages are the most current available.
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Bloomington   Summer/Fall Undergraduate Admissions Summary (Through May 31, 2010) 
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IUPUI   Summer/Fall Undergraduate Admissions Summary (Through May 31, 2010)    (see above for footnotes) 
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Enrollment  
5/31/2010 
All data are Indianapolis only 

 

Fall 2009 2010 Change % Change 

Heads 13,314 14,463 1,149 8.6% 

Credits 148,814 163,099 14,285 9.6% 

Fall details appear below 

 

Summer II 2009 2010 Change % Change 

Heads 7,230 7,608 378 5.2% 

Credits 27,795 29,847 2,052 7.4% 

No adjustments for Kelley Direct will be made until June 3 when KD was enrolled in 2009. 

 

 
Census 5/20 

  
Adjusted for Kelley Direct 

  Summer I 2009 2010 Change % Change 
 

Summer I 2009 2010 Change % Change 

Heads 12,690 11,857 -833 -6.6% 
 

Heads 11,700 11,857 157 1.3% 

Credits 58,639 54,782 -3,857 -6.6% 
 

Credits 53,600 54,782 1,182 2.2% 

Summer I census details appear below 
 
 

Fall Enrollment by Class Standing    5/31/2010 

Class Level 2009 2010 Net Diff. Pct. Diff. 2009 PIC 

Freshman 848 857 9 1.1% 18.6% 

Sophomore 2,663 2,854 191 7.2% 55.9% 

Junior 2,359 2,653 294 12.5% 57.9% 

Senior 4,393 4,852 459 10.4% 66.2% 

Total UG Degree-Seeking 10,263 11,216 953 9.3% 51.4% 

High School 35 39 4 11.4% 12.5% 

Undergraduate Non-Degree 280 322 42 15.0% 29.4% 

Graduate 1,884 2,052 168 8.9% 37.4% 

Professional 712 679 -33 -4.6% 26.1% 

Graduate Non-Degree 140 155 15 10.7% 19.8% 

Total 13,314 14,463 1,149 8.6% 45.0% 
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Source: Point-in-Cycle               Enrollment Services 
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ENROLLMENT MANAGEMENT STRATEGIES 
(DISTRIBUTED TO APPC 5/7/10) 

 

Enrollment data were included with this report.  More current data are provided above 

 

New Student Indicators--Indianapolis 

3-May-10 
      Indicator 2009 2010  1 yr Δ % Δ   Comments 

Intent to Enroll 1625 1798 173 10.65% 

 

Does not include those who are required to 

attend the SSA which will be an additional 

200 students.  Last year's numbers are as of 

5/4 compared to 5/3 this year which may 

under-represent our numbers this year being 

so close to the 5/1 deadline (which happened 

on Saturday this year). 

Housing 

Applications 
1248 1089 -159 

-

12.74% 

 

We are seeing a larger number of students 

applying during April (up 55% for April) 

than last year. 

Freshmen 

Orientation 
1218 1265 47 3.86% 

 

Orientation numbers for 2009 are from May 

6th.  Includes both Summer and Fall (+18 

summer, +29 fall ).   

 

 Last year, our yield (admits who enroll) was 47%.  As of May 3, we had 1273 more admits than this 

time last year.  A 40% yield of this growth would generate 500 additional students.  (We predict that our 

overall yield will fall so the growth won’t be that dramatic.)  

 Additional information is on page 10 

 

Remaining room availability 

7:30am – 8:45am  MW and TR 

9:00am – 10:15am  MW and TR 

4:30pm – 5:45pm  MW and TR 

12:00pm – 1:15pm  MW and TR 

7:30pm – 8:45pm  MW and TR 

6pm – 8:40pm   Thursday only 

 Friday Only --- not in combination with M, T, W, or 

 Possibilities for additional classroom space being pursued, but are limited 
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Action Items  
 
To be prepared for Fall 2010-- 
1.  Monitor enrollment in relationship to assigned classroom capacity 

 The Office of the Registrar is adding room capacity to several reports from the IUIE.  The 

information will be shared with Recorder+ Group, Academic Unit Reporting Group, and the 

Scheduling Officers to facilitate monitoring of enrollment and how it compares to the department-set 

enrollment cap as well as room capacity in the assigned room 

2. Increase enrollment caps to better match room size when a discrepancy exists. 

3. Contact the Room Scheduler (Mary Ann Black) for available classroom times before making 

arrangements for the meeting time of additional sections 

4. Determine what else is needed to accommodate the increase in students for fall 2010 and how these 

needs can be addressed. 

 

Discussion Topics for the summer and early fall 
 
Looking ahead to Fall 2011 and another increase in continuing student enrollment-- 
5. The earliest an Enrollment Deposit can be implemented is Fall 2012.  Are there objections to pursing this  

option?   

 

6.  Do we need to take actions to manage the size of the enrollment at IUPUI-Indianapolis? 

o Possible actions 

 Establish a capped size for the incoming class 

 Increase the admission requirements to decrease the size of the incoming class 

 Cap enrollment by controlling the number of admissions in specific academic units  

 

7. IF we don’t hold enrollment at the current level, what will be needed to serve the additional students? 

What actions need to be taken now and during the next academic year to prepare us for Fall 2012?  

 

8. What strategies would be effective to influence student course taking patterns?  What is the appropriate 

group to develop a proposal?  (APPC is one candidate.) 

o We can force the distribution of courses to non-preferred times; however, changing student behavior 

in signing up for courses is more difficult.   

  

9. In addition to the following strategies to maximize the use of campus classrooms, what else should be 

pursued? 

a. Development of a policy on classroom sharing by hybrid courses  

b. Development of a coordinated strategy to offer blocks of courses at off-campus sites 

c. Development of a coordinated strategy to offer weekend courses 

d. Development of a coordinated strategy to identify and develop on-line courses that are pedagogically 

sound and that have the largest impact on reducing classroom demands 

 

Other Actions Requested 

10. Review the Instructional Space Assignment Policy attached and inform Becky Porter 

(rporter@iupui.edu or 8-1880) of any problems that you see with its implementation. 
 
 
 

mailto:rporter@iupui.edu
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IUPUI Office of the Registrar 

Instructional Space Assignment Policy 

The Office of the Registrar makes every effort to best match the available classroom inventory with the 
particular needs of a course, including anticipated enrollment and the instructional requirements, such as 
seating type, size of writing surface, and technology-supported instructional tools. The Registrar is 
expected to apply and enforce the Instructional Space Assignment Policy so that an efficient and effective, 
conflict-free schedule can be built.  Every effort will be made to distribute all teaching facilities in an 
equitable fashion within the confines of the policy requirements.   

INTRODUCTION AND GENERAL PRINCIPLES 

A. All instructional rooms belong to the campus and shall be managed in such a way as to maximize their 
use for the campus as a whole while recognizing the need to keep current with emerging pedagogical 
tools.  

B. All laboratories or other rooms specially equipped or configured in such a way as to be useable only by 
a particular discipline (such as a science laboratory or an art studio) are controlled by the academic unit 
which shall schedule them through the campus Room Scheduler. While typically this space is a 
conference room or a specialized lab, it is expected to be used to the fullest extent possible.  The 
department is responsible for scheduling the space for all users, including those from outside the unit.  

C. All instructional rooms not specially equipped or configured in such a way to be useable only by one 
unit shall be considered general inventory classrooms. These rooms are officially designated as 
“General Inventory Classrooms” with the IU Bureau of Facilities Management.  General inventory 
classrooms include some reservable computer clusters (as opposed to open computing learning 
centers). All general inventory rooms shall be assigned by the Room Scheduler in the Office of the 
Registrar.  

D. In some cases, academic units may be given priority in the assignment of general inventory rooms. In 
these situations, units are given priority only when their schedule build documents are returned to the 
Office of the Registrar by the stated deadline.  In these cases, priority will be set in the initial 
assignment of rooms each semester by the Room Scheduler in the Office of the Registrar. The unit 
does not have exclusivity of use or the right to bump a course from another department which was 
scheduled into the facility after the initial scheduling cycle without the concurrence of the second 
department.  

INSTRUCTIONAL SPACE ASSIGNMENT POLICY 
 

A. In order to be given priority consideration during the initial room assignment process, schedule build 
documents must be returned to the Office of the Registrar by the stated due date each term. 

B. While every effort will be made to accommodate flexibility in course length, priority in scheduling of 
general inventory classrooms will be given to courses offered during the approved standard time 
modules with full-term courses and paired short courses (such as successive eight week courses) 
given equal treatment.  

 There is greater likelihood of achieving optimum scheduling when all departments distribute their 
course offerings across all standard time periods within each category at a rate of 55% or less 
during prime time and 45% or more during non-prime time.  Each department must meet the 
prime/non-prime distribution of its requests at the time of schedule submission.   
 Prime time includes all standard module instruction minutes scheduled between the hours of 

10:30 a.m. and 4:15 p.m. as well as 6:00 p.m..   
 Non-prime time includes all standard module instructional minutes scheduled between the 

hours of 7:30 a.m. – 10:15 a.m. and between 4:30 p.m. – 5:45 p.m. 
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 A priority rank will be assigned to each department on the basis of the distribution of its requests 
across all standard meeting times.  A lower priority rank may result in the need for the department 
to change meeting time, day, and building or room requests.   
 For those disciplines where it is pedagogically unrealistic to adhere to the standard time 

modules, an explanation of the need for an exception to the scheduling policies must be 
presented to the Office of the Registrar when the schedule is being built. 

C. As a general rule, the Office of the Registrar will attempt to schedule a unit's courses into the unit's 
"home" building before placing classes elsewhere. However, the Room Scheduler reserves the right to 
place classes elsewhere if it is determined that another course is a better match for a particular room, 
considering such factors as class size to room capacity and the need for a specific seating type, or 
available instructional technology. The goal is to make the best use of all instructional space.  

D. Classroom scheduling is a dynamic process, responsive each term to both curricular and non-
curricular changes and requirements.  The assignment of a specific classroom during the previous 
corresponding semester will not automatically result in the continuing assignment of the same room.  
Even if the room was efficiently used during the previous semester, all other requirements above must 
be met before the request will be given priority consideration. 

E. Departments are expected to provide reasonable estimates of expected enrollments based on the 
actual enrollment during the previous corresponding semester along with any other relevant facts 
known by the department.   

 In courses enrolling 30 or more and where the estimated enrollment exceeds the actually 
enrollment during the previous corresponding semester by more than 15%, the department must 
attach a written explanation for the estimated enrollment, signed by the Dean.  Unless the increase 
has been approved by the school’s dean, assignment will be based on the actual enrollment during 
the previous corresponding semester, allowing for an increase of not more than 15%. 

F. Any instructional space controlled by an academic unit is expected to be fully scheduled with 
appropriate courses and unit-related activities. In cases where the Registrar is faced with excess 
demand for classrooms in a particular time slot, the unit will be expected to make full use of its own 
instructional space before its request for additional rooms will be considered.  

G. All room use will be entered onto the campus room scheduling system.  This is essential as it allows 
the campus to better describe and report the use of its room inventory. 

H. Any unit wishing to renovate or otherwise modify a classroom shall submit its plan to the Learning 
Environments Committee (LEC).  As part of the approval process, the LEC will review and recommend 
approval or disapproval of the proposal as it relates to the best use of campus facilities.  No 
renovations or modifications may be made without the approval of the LEC.  Units making 
modifications without such approval shall be liable for the cost of returning the room to its prior state. 

I. For any unit wishing to reassign classroom space to any other purpose, a process needs to be 
established and documented since such requests will likely affect all academic units.   

 

 

 

5/11/2010 


