
 

Course Cancellation 
 

Policy Number:  

Policy Statement:  

At an appropriate time in the registration process, all course sections offered are reviewed to see 
if there is sufficient enrollment to justify running the class. 

 

Procedures:   

Sections with low enrollment are reviewed by Deans, Division Chairs, and Faculty member with 
consideration given to factors including the following: other sections of the course at comparable 
times, availability of openings in these sections, whether the course is a program requirement or 
elective, when the course was last offered/will be offered again, and whether the course is an 
advanced course in a sequence. When more information is needed to make the decision, the Vice 
President for Instructional Services, Director of Advising, etc., are also consulted. 

If it is determined that a class will be canceled after consultation with the above-mentioned, 

• The Building Secretary, faculty member, appropriate Dean, or their designee will 
complete the Schedule Revision form. 

• This form is provided to the Student Records office, which should also notify the 
Director of Advising. Students will be contacted via email/phone by the instructor, 
secretary, or advisor to make sure the student is contacting their advisor in a timely 
manner so as not to lose eligibility and/or financial aid. If the student’s advisor is not 
making initial contact, they should be included in all emails to the student. 
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