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Course Schedule Development Framework
Building Schedules that Work for Students

Why It Matters: * START WITH What We Do:
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I!-_! Access to Courses ﬁ Support Working Students
@ Fewer Cancellations j SMART ‘A StUdent '\ SHARED *, .‘ﬂ Do Outreach

SCHEDULING | ~ TRetCSaiy | ResonsiiLTy |

.-_--!-_-

)—4 |
o Use Resources Wisely Q Prevent Cancellations

o Offer Classes gigg® ® ‘\. Work as a Team

at Good Times l - I -
c 4 Communicate
® Mix of In Person & Collaborate

& Online

Monitor & Adjust
e Watch Enrollment
® Make Changes as Needed




Why the Schedule Matters

The schedule affects:

nether students can complete on time

nether students can get the classes they need
hether we avoid preventable cancellation

hether we stay within FTEF

£ £ €S

hether we remain financially stable



Summer 2023 Census Fall 2023 Census Spring 2024 Census
Fill Rate| Enrolim #of FTEF|  Load Fill Rate| Enrollm #of FTEF Load Fill Rate| Enrollm #of FTEF|  Load
ent| Section (Census| ent| Section| (Census)| ent| Section| (Census]
) )
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ith enrollment in mind

June 2025: Direction from the District to meet We have implemented a phased plan to achiev
Load 500. We adjusted our load based on we will decrease our FTEF allocation by approxil
. ° ° . course cancellation for fall 2025. from our Spring 2026 baseline.
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Our faculty assignment i i e
Link to the 2026-27 FTEF Allocati
Our budget Ink to the 2026 ocation

Our long-term stability



https://docs.google.com/spreadsheets/d/1VEpM741c23J1Ll5uuE3sxiT1f7R0H7tr/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1VEpM741c23J1Ll5uuE3sxiT1f7R0H7tr/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1VEpM741c23J1Ll5uuE3sxiT1f7R0H7tr/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true

What Student-First Means

When we build the schedule, we ask:

» Can students complete in two years? =2 Program Completeability Report

* Are required courses offered regularly? =>» Course Availability Report & Course Viability
Report

* Are there bottlenecks? = Program Completeability Report

* Are working students supported?

* Do we offer different times and modalities? = Program Completeability Report

A student-first schedule removes barriers.


https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://catalog.canadacollege.edu/current/courses-per-semester/
https://docs.google.com/spreadsheets/d/1RYsCXBjEVYokFs3IXUv_PvFHVr6Hy7-d/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1RYsCXBjEVYokFs3IXUv_PvFHVr6Hy7-d/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses

Shared Responsibility

This 1s Shared Work.
Scheduling 1s not one person’s job!
Role Responsibility
VPI Sets FTEF & final approval
Division Deans Draft schedules & ensure compliance
Faculty Discipline expertise, sequencing, & innovation
Counselors Pathway integrity
PRIE Data & analytics
Student Services, A&R Access & outreach

We work together. We make adjustment together, We stay accountable together.



Annual Fall Schedule Timeline (High-Level)

1. FTEF Allocation (September) Link to ETEE Al _
2. Data Review (Sept—Oct) Nk 10 ) ocation
) and Scheduling Data
3. Program Planning (Oct—Nov)
4.  Faculty & Room Assignment (Nov—Dec)
5. Draft & Conflict Review (Jan—Feb) = Time conflicts, cross-department conflicts, room
conflicts, modality imbalance, faculty load contractual violations
6. Error Check (March)
7. Publication (April)

8. Registration & Monitoring (May—August)

Each phase builds on the previous — We stay within FTEF.


../../E_Fall 2026/Cañada Fall 2026 FTEF Allocation and Data.xlsx
https://docs.google.com/spreadsheets/d/1iu3sbsHg-dKuuSpR5t339qUHnV4JkCRl/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1iu3sbsHg-dKuuSpR5t339qUHnV4JkCRl/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true

Integrated Enrollment Management

90 Days Before Instruction.

Once the schedule is published, the work continues.

We:

- Monitor enrollment weekly—can reach out to a division dean
- SEP updates--Max

- Priority registration--Wissem

- Extended A&R hours--Wissem

- Guided Pathways outreach--Ron

- Super Saturday events—Wissem/Mayra (Promise)

- Targeted marketing for low-enrolled sections--Megan

Goal: prevent avoidable cancellations.



Class Cancellation (AP 6.04.1)

Structured, time-bound thresholds:

o F2F/Hybrid/Synch Asynch
fimeline # of Enrollment # of Enroliment
10 days prior class starts < 6 cancel < 9 cancel
5 days prior < 10 cancel < 14 cancel
2 days prior < 15 cancel < 20 cancel

Monitoring begins 60 days prior.

Canada College Course Cancellation Process and Timeline 2025-2026

Cancellation decisions: . AP6.041 Guidelines for Course Can ion (Nov 2024
. . BP 6.04 Guidelines for n ion (Nov 2024
FOHOW pOhCy StrlCtly mmer 202 r n ion Timelin n 202
Include structured communication * Fall202 rse Can ion Timeline (Jan 202
ring 202 r n ion Timeline (June 2025)

Honor contract provisions


../../Policy/AP_6.04.1_GuidelinesforCourseCancellations-11_24.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/ap_6.04.1_guidelines-for-course-cancellations-11_2024.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/ap_6.04.1_guidelines-for-course-cancellations-11_2024.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/bp_6.04-guidelines-for-class-cancellation_11_2024.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/bp_6.04-guidelines-for-class-cancellation_11_2024.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-summer2025-deans-vpi_3.18.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-summer2025-deans-vpi_3.18.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-fall-2025-deans-vpi_3.18.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-fall-2025-deans-vpi_3.18.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-spring-2026-for-deans-vpi_6.22.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-spring-2026-for-deans-vpi_6.22.2025.pdf

After Census

After Census Review

We look at: We are working

Load

Enrollment pattern ont h | S. @
Equity gap
Pathway protection review
Impact of cancellation
Continuous Cycle:

Data — Reflection — Adjustment — Strategic Realignment
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What this Protects

When We Do This Well

We ensure:

* Student completion

* Faculty stability

* Program health

* Our budget

* Institutional credibility

The schedule reflects our priorities.

2/20/2026 11




Anthropology: Case Study

I FTES  Success _Load

Spring 2021
Spring 2022
Spring 2023
Spring 2024
Spring 2025
Spring 2026

2/20/2026

14.3

9.4
10.9
19.1
13.4
19.6

89.4%
87.3%
96.3%
82.1%
89.2%

455.5
513.6
441.9
427.8
544.2
626.0
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How the numbers changed

! Understanding that we are in a new era of education

! Culture of collaboration willing to try new ideas

1 Use resources available to gather data, and think about low enrollment in new
ways

! Willingness to make changes based on the data (test a hypothesis)
! Educate about the discipline, and its value to students’ career goals

! Attend events and build relationships with counselors, deans outside division,
faculty, and program leaders (Middle College, EOPS, TRIO, Care, Veterans Services,
DSPS, Marketing...)

! Marketing flyers in strategic places, and mini videos on social media

2/20/2026 13




Reports

Course Completeability Report (PRIE)—by semester

Course Viability Report (PRIE)—by semester

Course Offering Pattern (PRIE)—by semester
FTE Enrollment Report (PRIE)—daily

Enrollment Tableau Report (PRIE)

o U A W N R

Canada College Course Cancellation Process and Timeline 2025-2026
* AP 6.04.1 Guidelines for Course Cancellation (Nov 2024)

 BP 6.04 Guidelines for Class Cancellation (Nov 2024)

Summer 2025 Course Cancellation Timeline (Jan 2025)

* Fall 2025 Course Cancellation Timeline (Jan 2025)

* Spring 2026 Course Cancellation Timeline (June 2025)

2/20/2026 14



https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://public.tableau.com/app/profile/alex.claxton/viz/ProgramCompleteability/Courses
https://docs.google.com/spreadsheets/d/1RYsCXBjEVYokFs3IXUv_PvFHVr6Hy7-d/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1RYsCXBjEVYokFs3IXUv_PvFHVr6Hy7-d/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true
https://catalog.canadacollege.edu/current/courses-per-semester/
https://catalog.canadacollege.edu/current/courses-per-semester/
https://docs.google.com/spreadsheets/d/1fDeawWXGVGWBgqIyDvG5NqhuHd5pEBUE/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1fDeawWXGVGWBgqIyDvG5NqhuHd5pEBUE/edit?usp=sharing&ouid=108305631530870297233&rtpof=true&sd=true
https://public.tableau.com/app/profile/alex.claxton/viz/FillRateDashboard/OverallEnrollments
https://public.tableau.com/app/profile/alex.claxton/viz/FillRateDashboard/OverallEnrollments
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/ap_6.04.1_guidelines-for-course-cancellations-11_2024.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/ap_6.04.1_guidelines-for-course-cancellations-11_2024.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/bp_6.04-guidelines-for-class-cancellation_11_2024.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/bp_6.04-guidelines-for-class-cancellation_11_2024.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-summer2025-deans-vpi_3.18.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-summer2025-deans-vpi_3.18.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-fall-2025-deans-vpi_3.18.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-fall-2025-deans-vpi_3.18.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-spring-2026-for-deans-vpi_6.22.2025.pdf
https://canadacollege.edu/academics/docs/3-officeofinstruction-progress/class-cancellation-timeline-spring-2026-for-deans-vpi_6.22.2025.pdf

	Slide 1: Course Schedule  Development Framework
	Slide 2
	Slide 3: Why the Schedule Matters
	Slide 4: Start with FTEF
	Slide 5: What Student-First Means
	Slide 6: Shared Responsibility
	Slide 7: Annual Fall Schedule Timeline (High-Level)
	Slide 8: Integrated Enrollment Management
	Slide 9: Class Cancellation (AP 6.04.1)
	Slide 10: After Census
	Slide 11: What this Protects
	Slide 12: Anthropology: Case Study
	Slide 13: How the numbers changed
	Slide 14: Reports

