Grossmont College Mathematics Department

Enrollment Management Ideas and Suggestions
Yet again most of our mathematics courses are full and waitlisted.  Here are some things to consider regarding enrollment management.  The dates and weeks referenced below apply to 16 WEEK courses.    Short term courses have shorter time frames.
1. Up until the Sunday before classes start, WebAdvisor will actively add students from the waitlist as soon as enrolled students drop the class.

2. You have access to student emails through WebAdvisor.  You may want to contact the class or the waitlisted students prior to the first day of class.  From the “Class Rosters” menu, choose either the “Class Contact Roster” or the “Waitlist Students Only” roster.  At the bottom of the list of names, an active link will read: 
Click to send Email To The Entire Class   or   Click to send email to the Active students on the waitlist (status of A and L).
3. On the first day of class, it’s a good idea to print an up-to-date class roster and waitlist through WebAdvisor.  The rosters left in your mailbox may be outdated.

4. On the first day of class, the instructor has control over adding students to the class roster.  The “Program Adjustment” period is the first 2 weeks of classes.  During this time, adds and drops can occur without penalty to the student. 
5. Review the class roster.    An asterisk (*) next to a student’s ID number indicates a course pre-requisites was not met.  This could occur because the student took but failed the prerequisite during the summer.  Ask the student to provide proof of passing the prerequisite class.  If they do not provide proof, you may drop them from the course.
6. Record the attendance of students from the class roster, the waitlist, and any crashers.  

7. It is common practice and “legal” to drop enrolled students from the roster who DO NOT SHOW UP for the first day of class.  

8. You must submit the “Census Drop Roster” through WebAdvisor on or before the last day of open enrollment, usually the Friday of week 2.  Once submitted, use the “Instructor Drop Roster” for future rounds of drops.

9. Once you clear your roster of NO SHOWS, use your own discretion during the first 2 weeks of class to add students with add codes.  Start at the top of the waitlist.  Students on the waitlist who are NO SHOWS on the first day of class forfeit their “priority status” for add codes.
10. If space is available, use your own discretion to add students who are “crashers”.  One idea is to randomize the list of all crashers who are actively attending class by picking names out of a hat.

11. Students adding with an add code must meet the prerequisite of the class.  If they do not, the WebAdvisor will not allow them to add.  
12. Finalize your roster by Friday, week 2.  This means: 

· verify that students who are attending class are actually enrolled and show up on the WebAdvisor roster;

· drop NO SHOW students and students who have stopped attending

13. Adding students after Friday, week 2 should be a VERY RARE EVENT.  If an error has been made, please fix it through Admissions and Records ASAP (WEEK 3).  
14. There are NO LATE ADDS AFTER WEEK 6.

Sample emails to students prior to the first day of class:

Dear Math 160 Student,

I’m looking forward to meeting you next week on Monday January 23rd.  The textbook and a graphing calculator are required for this class, so I thought that I would give you a heads up:

Textbooks:
ISBN: 978-0321641496  Essentials of Statistics, 4/E by Mario F. Triola

AddisonWesley - Pearson, Copyright: 2010 (must bring to every class), 

and Student Solutions Manual (optional)

Required:
A graphing calculator is REQUIRED.  I will be using the TI-84plus in class.  The TI-83plus and TI-84 are essentially the same. Calculators can NOT BE SHARED during exams or quizzes, so please bring your own calculator to every class period or you will have to do without.  You can check out graphing calculators (7 days) from the limited loan desk in the library on a first come, first serve basis. 

See you next week,

XXX
Mathematics Department

Grossmont College

Dear Math 160 Student,

I look forward to meeting you in class next Monday January 23rd at 11:00 in room 31-359.

If you get a chance, please take a few minutes to complete a Statistics Class Survey at:
http://www.statcrunch.com/5.0/survey.php?surveyid=1205&code

This is our first chance to collect some data and do some statistics!  Your responses are anonymous.
See you next week,

XXX

Dear Math 110 Student,

I look forward to meeting you in class next Monday January 23rd at 11:00 in room 31-359.

As you have probably noticed, your section is FULL and the waitlist has 25 students on it.

Be sure to attend the first class meeting.  Students who MISS THE FIRST DAY OF CLASS will be DROPPED from the roster.  This is common Grossmont College policy, and will be enforced.
See you Tuesday,

XXX

Mathematics Department

Grossmont College

