
Faculty Center: Wait List and Permissions

Wait List

If a “Wait List Capacity” is established when your course
is scheduled, the wait list process will begin when the
enrollment reaches capacity.

Students who attempt to add will be able to place them-
selves on the wait list, and a couple times per day the sys-
tem will look for available spaces and enroll students in a
“first on, first off” manner. Students cannot get on a
wait list if it is not their time to enroll, or if they do not
meet the requisites for your class.

As the seats become available in your class, a nightly
process will attempt to enroll the students on the wait
list in the position order.

If the new class causes a time conflict or credit-
limit error, the system will attempt to enroll the
next student on the list. Students are able to
identify a “drop if enroll class” as part of their
wait list request. If students are not getting off
your wait list, advise them to edit their request
and identify a “drop if enroll” class.

You can view the students on your wait list from your
Class Roster.

Wait List

The Wait List allows students to request enrollment in a full class, and to be automatically added as space
becomes available.
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Permission List

If your course requires Instructor Permission, students
can make an online request to enroll. The clock icon on
the Faculty Center page alerts you to pending requests
awaiting your decision.

Click the Class Permissions icon to connect to the page
where you can review the school, major, year, and
personal message from the students who have
made requests. Changing the Permission Status
to Granted will send an email to the student,
including a deadline until which enrollment
via self service is possible. Selecting Denied will
send an email that you have denied the request.
Once you have made your decisions, click on the
OK or Apply button to confirm your choice and
send the emails.

Permissions are valid for two weeks, no later
than the start of the semester, or for one day
when granted thereafter. Permissions cannot
be granted after the add deadline.

Students who accept the permission and enroll in your class
will appear on your class roster.

If a student fails to accept a permission before it expires, the
student can delete the expired permission in their Student
Center and submit a new request.

Permissions

Permissions allow you to individually identify students allowed to enroll in your class, either through an on-line
Permission List or by granting an ad hoc permission.

Ad Hoc Permission

Whether your class is full or instructor permission, you can always
grant an ad hoc permission to allow a particular student into your
class. Click on the Class Permissions icon on the Faculty Center to
connect to the Class Permissions Page.

Click on the looking glass icon to open up a search
screen where you can identify students by name or
campus ID number.

Back on the Class Permission page, click the OK or
Apply button to send the email that you’ve granted
permission to enroll.

If the student fails to accept an ad hoc permission
before it expires, you cannot grant a new ad hoc
permission. Contact your department or UREG to
have the permission administratively re-activated.

Permissions

Permissions

Your class should be identified as requiring Instructor Consent when it is initially scheduled, and we do not recommend implementing
a permission list after enrollment has begun. However, if you must activate a permission list after the enrollment period has begun,
email your request to permission@virginia.edu.

Ad Hoc Permission




