Los Medanos College

SCHEDULE AUGMENTATION GUIDELINES

When Department Chairs and deans are looking at adding sections during the regular scheduling process, they should consider:

Additional sections of existing courses

1. Enrollment patterns for the course, and comparable courses, during the previous four semesters. Is there evidence of “pent up” demand for additional sections?

2. The “spread” of other sections.  “Spread” should include not only the department’s offerings, but also other sections which meet the same requirement and/or sections that the “target clientele” also needs.

3. The possibility of a non-traditional format (length, time and/or location) in order to attract new students. Likewise, departments should consider distance education/on-line options, if appropriate.

4. Room availability – Department Chairs are responsible to find an open room through the Scheduling Specialist before adding a section.

5. Whether the addition is “central to the mission” – defined by the Chancellor’s Office as developmental, occupational, transfer. 

Sections of new courses

1. An informal “needs analysis” should be conducted to determine the likelihood of getting enough students and “centrality to the mission.” Enrollment patterns in similar classes should be considered.

2. Priority will be given to new offerings which meet some kind of requirement – degree, general education/transfer, certificate of achievement, locally approved certificate, developmental preparation or proficiency. College-wide initiatives are also important. For example, the need to become a more comprehensive college should be considered. Proposals for courses that would “just be nice to offer” have low priority.

3. The new section should be scheduled to maximize the possibility of enrollment success (although room availability is always an issue).

4. New offerings should be designed to expand options for present students and/or attract a new student clientele (e.g. scheduling completely on-line sections could attract students who would not come to campus; expanding Brentwood Center classes or offerings at local high schools may improve convenience).

5. The scheduling decision should consider the times of comparable and/or competing offerings.

6. The availability of a (legally) “qualified” instructor must be considered.

7. If special marketing efforts needed to get enough students a plan should be developed with the Marketing Office.
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