PART IV
ENROLLMENT MANAGEMENT 

Overview
Instructors have responsibility for maintaining a complete and accurate class roster
Class Rosters

Once registration begins, student enrollment in course sections may be verified online using the MyFresnoState.edu Faculty Center or Blackboard. Generally, department secretaries can look up any student information you may need.

Students on the wait list are NOT officially enrolled. They will get enrolled automatically, assuming they meet the requisites, whenever an opening is made in the class.  Instructors do not have authority to allow a non-registered student to remain in the course, although it is understood that faculty will want students who are adding the course to attend class sessions. An instructor should assume that all non-roster and wait-listed students are not yet officially registered in the course. Please refer them to MyFresnoState.edu Faculty Center or Blackboard to verify their enrollment, or to submit a permission number. 

Course Section Adds

Students may add a course section without a signature or Permission Number through the 10th day of instruction via the web. The 11th day through the 20th day of instruction requires a Permission Number. Adding a name to your class roster does not register the student. Students still must register online with a Permission Number.

Course Section Drops

Students may drop from the course through Census Day.  Census Day is the 20th day of instruction for the Fall and Spring. It varies. See the Schedule of Courses for specific dates. A student can drop a course via the Web. Instructors can drop students for non attendance from the Class Roster. Non-payment of fees will automatically cancel a student’s course enrollment.

Permission Numbers

Permission Numbers are a set of codes unique to each class section which the instructor may give to individual students to allow the students to add the class via the MyFresnoState.edu web registration system. Permission Numbers will appear on the Class Rosters available to instructors on the MyFresnoState.edu Faculty Center. Each Permission Number can be given to students at any point in the registration period until the last day to add, and will override the following  registration restrictions; any course that has "Instructor Consent Required" any course for which the student does not meet the prerequisite, and class enrollment caps.
Waiting Lists

Students may waitlist a course, provided that the department has allowed that option for the course section. Waitlisted students are not enrolled in the section for which they are waitlisted. The wait list information is available on the Class Rosters on the MyFresnoState.edu for faculty review. Check with the department secretary to learn how to access this information. Waitlisted students are not officially in a course until they have registered.
Open University Enrollment

Students who are not interested in seeking a degree, or who have not been admitted as regular students, may enroll on a space-available basis with the permission of the instructor in any regularly scheduled course offered by the university. This type of enrollment, through Continuing and Global Education, is then recorded on the student’s transcript. If a student later wishes to have Open University credit applied toward a degree, a maximum of 24 units is allowed for a baccalaureate degree and nine units for a graduate degree. Permission of the major department is required.

Auditing
With the instructor's permission, admitted students may register in courses as auditors without credit. Auditors are not authorized in a full course. Enrollment will be permitted only after priority registration. To add a class for audit, a registered student must file an instructor approved Add/Drop form.
Instructor Withdrawal Responsibilities

Faculty may drop a student for (1) failure to meet a course prerequisite, or (2) failure to attend the first class meeting and failure to notify the department within 24 hours of his/her intent to remain in the course. Instructors should drop each registered student who has failed to attend class meetings from the online Class Roster available from the Faculty Center within the first week of instruction Class Rosters are available on the MyFresnoState.edu Faculty Center.
Census Date

The enrollment closure Census Day is the 20th day of instruction for the Fall and Spring semesters, and it varies for Summer Term. See the Online Schedule Informational Guide for specific dates. Instructors should assign an Instructor Withdraw (IW) on a roster prior to the Census Date. Faculty must sign the roster and return this to Enrollment Services on or before the Census Date.  It is important that the print and enrollment as of the Census Date be accurate because this is the information the university uses to report class enrollment to the Chancellor’s office.
Faculty members are not authorized to allow any non-registered student to continue class attendance.

Withdraw After Census Date

After the Census Date, withdrawals from a course are only permitted for serious and compelling reasons, i.e. for reasons clearly beyond the student’s control. See the University Catalog for details.

Canceled Course Section

Once enrollment begins, the department has the responsibility of notifying students should the section be changed or canceled. The department may contact the formerly enrolled students by emailing them from the Class Roster in MyFresnoState.edu Faculty Center.

Tips
· Do I have my class roster when I go to the first lecture?

· Have I reviewed the roster?

· How do I get Permission Numbers for this class? 

· How many students can I add to roster?

· Do I know my department’s policy regarding waiting lists?

· Am I able to deny students enrolled in Open Enrollment or auditors to my class?

· When is the Census date?
